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Features in Desktop Companion

rd

Windows-Based Application
Enterprise-wide Busy Lamp Field w/Search
Call Processing Features

— Drag & Drop

— Answer, Hang-up, Transfer, Hold, Conference

— Displays CallerID
— Recent Call Log

Silent Messaging
Status Notes
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Launching Desktop Companion the First Time

« To launch the Desktop

Companion...double-click on @

the icon located on your -
y VistaFoint
computer’'s desktop. Deskiop
LOMmpPanion

\

Double-click on
this icon

Desktop Companion Training
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Launching Desktop Companion the First Time

When the User Information dialog box
appears, enter your extension
number and name

Enter your extension
User Information number here

Ay extenzion number: I

My user name: J—" Enter your name here

Ok Cancel |

Desktop Companion Training
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Launching Desktop Companion the First Time

When the VistaPoint PCE Connection
setup dialog box appears, enter the
server name or |IP address of the
VistaPoint server

¥PConsole : VistaPoint PCE Connec tion ed B

— Enter the VistaPoint server’s name
or IP address here.

Evwent Port: IBUU2 Caommand Paort: IBUUl

Then click OK

ols I Zancel

Desktop Companion Training




Launching Desktop Companion the First Time

The Main Window will
appear... myrr——r—
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Overview — Desktop

Caption Bar

I3 Siie Andersan

CIFIR)

@ 4009 - VistaPoint Deskton Comnanion

Menu Bar

VP Tool Bars

Call List
Conf Window

BLF Group List

BLF Cells

Search Tool

J File Edt View Calls Extensions Settings Help
4, Hold & Hangup | 4 Call pickup b Unpark
Number jpfall 3405 - Call|| | Update BLFs Recent calllog | ¥ SendIM | & DND
Conference 1 I
Status /| Caller ID Caller name Comment fB Add
1 conferencel 4009 Jim W_ Crawl W
JimW. Crawl Sue Smart ‘

<

Search by name:

Extensions for (All groups) BLF updates are available =
~search results—- (0) || B m| s w|s B m| s B m|ses @ we|lse F O v s |
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Toolbars

The Call Control Tool Bar (Main Tool Bar)

& Answer | rf Hold | % Transfer | %, Sendcal % Hangup % Serial Transfer

& Callpickup | ®4 Send to voicemail | {§ Create conference | B Park | & Campon

Call processing buttons

The Calling Tool Bar

Mumber to call - Zall

Enter number to dial

The User Tool Bar

___—— Provides access to your Call Log,
{0 Recentcalllog | ¥ SendIM | (& Add comment Sending instant messages, or
to add a comment to a call

Desktop Companion Training
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Menu Bar - Help Q

File Edit View Calls Extensions §Etﬁngs

VistaPaint felp—FL Displays the help file

Keypad commands

These options display various
legends

Icon legend
Color legend

Telephone keypad

(2] About VistaPaint. \¥

Displays telephone keypad

Displays version information

« The Help option provides user with access to help and
references for using the applications’s features

Desktop Companion Training




Icon Legend

Status Icons

User Guide and Legends

Status Icons (continued)

Extension inactive. Mo icon present.

Blank  This means the,
monitored.

Extension is Id|

(- Extension In ug
- Extension Ringll
nc Extension is Orf
I:F This extension
Messages.
g User is Online i
ﬁ User is Away in)
g User is Busy in
[ Indicates Staty
is present.
& New voice mes:

voicemnail is wai

Incoming call a
Outgoing call a
s Extension is in
G- Extension is in

T Extension is in

Color Legend

Mormal Selected
- 1002 - 1002
Ted Barnz Ted Barns
(- 1004 | € 1004
Robin Wayne Robin Wayne
- 1005 | a= 1005
Luke Madizon Luke Madison
o § 1006 | <r{ 1006
Ludwig Chapman Ludwig Chapman
[ 1007 [ 6= 1007
Jim Gandy Jim Gandy

o so01
Terry Movak Terry Novak

4038 4036

Henry Hil Henry Hill
- - 7103 - - 7103
Mol Martin Molly Martin

Double dick on cell to change color,

o]

Command buttons (continued)

Description

Extension is Idle.

Extension is In Use,

Extension is Ringing.

Extension is On Hald,

Extension in Consultation
mode.,

Extension in Do Mot Disturb
maode,

Extension is Inactive.

Extension is forwarding calls.

Cancel |

~f extension entered

the currently
Call List.

selected call in the
call from the park
Call Box.

lo voicemail for the
Il Box (F&).

aging number to
1).

h & comment

Meszaging dialog

ent incoming and
H).

hsions panel,

Eions panel,

text (all or partof a
% {<ENTER > when
box).

) My Extension calls,

Show My Extension

Desktop Companion Training
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The Call List

J File Edit View Cals FExtensions Settings Help

J A Answer | & Hold | *. Transfer ‘ *. Send call ‘ % Serial Transfer ‘ #® Hang up ‘ o Call pickup | $ Send to voicemail | {€ Create conference |

J Mumber to call

- Ca

J Update BLFs ‘ {3 Recent cal log | ¥ Send IM | £# Add comment

Status

|Ca||er name

| Comment

Call List for 1001 - |

/| caller D

Call List

TIRF I T T (T CTE

-

Extensions for A.D.L

--Search results-- ()

(all groups) (135)

AD.L (8)

Adults (5)

AmeriCorps (7)

Andrews Angels (4)

Anger Management (7)

Athens Office (&)

Autism Outreach (16)

Children (&)

Clinics (4)

Counseling (7)

Doctors (10)

Farly Childhnnd Tnbtarsantinn (4%
4 1 ] »

Search:

Ray Ryan

Engineering

52212009 8:43 AM In training
until 10:45 AM

Monica Sanchez

Support

Ki22/2009 3:06 AM In the office
until 3:30

[ In selected group

| &=

P

Thomas McLecks

Support

BI2212009 &:57 AM Qut until
monday

Brian Buttner

QA Engineering

512212009 9:38 AM helping ray
i)

BLF updates are available &

Sarah Ashly

Engineering

52212009 Working from home
today

91(903) 675-3950
Athens Location

1450 Flat Creek Road
Athens , TX 75751

51(903) 595-0404
Tyler Location

1411 South Bennett
Tyler , TX 75704

ab
Andrews Diversified Industries

Tyler A.D.l. Location
Andrews Diversified Industr...

J List View | Icon View| J| Show Name| Show Dept| Show Note|

Desktop Companion Training
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The Call List - Idle

The Call List displays all calls that
are active on your extension

{ Call List for 1001

£ | Caller 1D Caller narme

Comment

\

Idle Call List — No calls pending

Desktop Companion Training

rd

13




rd

The Call List — Extension Forwarding

Your Call List caption bar will show when
your extension has been forwarded or is in

Do Not Disturb (DND)

Call List for 1001 All calls forwarded to 1002

Comment

-~ 3 1001

Ray Rya

Engincering < Your cell as seen by others
BI2212009 8:43 AM In training

until 10:45 AM

14
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The Call List — Adjusting the Font Size

You can modify the text size by
right-clicking inside the Call List.

Call List for 1001

Status ! | Caller ID | Caller name | Comment
(- connected 1002 Thomas Mclecks

Sort by caler ID
Sort by name
|T Sort by status

| Large i

Medium E
F o ER
/Small

-

Desktop Companion Training

Right-click inside Call List to display menu

rd
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The Call List — Adjusting the Font Size

The text size selected will now be
used to display all call activity

Status i | Caller ID | Caller name | Comment
(- connected 1002 Thomas McLecks

— —

Large text has been selected

Desktop Companion Training




Hiding the Call List

- T
an @ 1001 - 3COM Deskto

File Edit WView Cals Extensions Setfings Help

Number to call

1002 - Ca

I J Update BLFs | {2 Recent call log | L Send IM | £# Add comment

J
J A Answer | o Hold | *. Transfer | +. Send cal | *. Serial Transfer | “ Hang up | &, Call pickup | $a Send to voicernai | ¢ Park |”
|

Call List for 1001
Status

¢ | Caller ID

| Caller name

| Comment

- connected

1002 Thomas Mclecks

Click here “-” to hide call list

Extensions for A.D.L.

—Search results-- (0) -
(all aroups) (135)
A.D.L (8)

Adults (8)

AmeriCorps (7)
Andrews Angels (4)
Anger Management (7)
Athens Office (&)
Autism Qutreach (16)
Children (8)

Clinics (4)

Counseling (7)

Doctors (10)
Farly Childhnnd Tntervantinn (4Y
L F—p—

Search:

|

[~ In selected group

(¥
Ray Ryan
Engineering
52212009 &:43 AM In training
until 10:45 AM

W B | Ao 1003

Thomas MclLecks

Support

5/2212009 8:57 AM Out until
mianday

BLF updates are available &

Brian Buttner

Q& Engineering

Bi22/2009 9:38 AM helping ray
i

- i 1004
Sarah Ashhy

Engineering

52212008 Working from home
today

-~ P 1005
Monica Sanchez

Support

5i22/2009 8:06 AM In the office
until 3:30

91(903) 595-0404
Tyler Location

1411 South Bennett
Tyler , TK 75701

ab
Andrews Diversified Industries

Tyler A.D.l. Location
Andrews Diversified Industr...

91(903) 675-3950
Athens Location

1450 Flat Creek Road
Athens , TX 75751

J List VieW| Icon View J| Show Name| Show Deptl Show Mote

Desktop Companion Training

17




Call List Hidden Q

3

.C.. Ra Ryan @ 1001 - 3COM Deskiop Companion

J File Edit View Calls Extensions Settings Help
J & Answer | &f Hold | %, Transfer | *, Send call | ¥ Serial Transfer | & Hang up | & Call pickup | $ Send to voicermail | GEE park |”

. “,” . I
Click “+” to re-display
Ca” I|St Extensions . BLF updates are available &

Mumber to all 1002 - cal J Update BLFs | (3 Recent call log | o Send IM | £# Add comment

Call List for 1001

—Search results— (0) (- FD oo [ : @ 2| AQPD 1003
(All groups) (135) Ray Ryan Thomas McLecks Brian Buttner

A.D.L (8) Engineering Support QA Engineering

Adults (8) 5/22/2009 8:43 AM In training 5/22/2009 &:57 AM Out until 5/22/2009 9:38 AM helping ray
AmeriCorps (7) until 10:45 AM monday )

Andrews Angels (4)

Anger Management (7) [~ | AacPm s 91(903) 675-3950
Athens Office (5) Sarah Ashly Monica Sanchez Athens Location

Autism Outreach (16) Engineering Support

Children (8) 5i22/2009 Working from home | 5/22/2009 8:06 AM In the office | 1450 Flat Creek Road

Clinics (4) today until 3:30 Athens , TX 75751

Counseling (7)

Doctors (10) 91(903) 595-0404 ab

Early Childhood Intervention (4) Tyler Locatian Andrews Diversified Industries

Emergency (1)

Jail Diversion (3) 1411 South Bennett Tyler A.D.L Location

Medical Management (&) Tyler , TX 75701 Andrews Diversified Industr...

Mental Health (10)
Mental Retardation (53)
Mabile Phones (1)
OEFJOIF (7)

Substance Abuse (&)
Transportation (8)
Veterans (4)

Vocational Training (8)
zQueues (5)

Search:

|

™ In selected group

J List\."iew| Icon View “ Show Name| Show Dept| Show Mote

=

. - 1
Desktop Companion Training 8




Moving Windows within Application Q

.£.. Ray Ryan @ 1001 - 3COM Desktop Companion b [E=R IR

| File Edit WView Cals Extensions Settings Help |

(15 01 D o T N L =T
k.. Ray Ryan @ 1001 - 3COM Desktop Companion a2

J File Edit View Cals Extensions Settings Help

J A Answer | & Hold | %, Transfer | %, Send call | %, Serial Transfer | % Hang up | &, Call pickup | $ Send to voicernail | ¢ Create conference | »

J Murmber to call - Ca

Extensions for A.D.I. BLF updates are available &

J Update BLFs | {3 Recent call log | ¥ Send IM | €# Add comment

—-Search results-- (1) -

(Al groups) (135) Ray Ryan Thomas McLecks Brian Buttner Sarah Ashly
AD.L (8) Engineering Support QA Engineering Engineering
Adults (&) 52212009 B:43 AM In training 52212009 8:57 AM Out until 512212009 9:38 AM helping ray | 5/22/2008 Working from home
AmeriCarps (7) until 10:45 AM monday ) today
Andrews Angels (4)
Anger Management (7) | I 91(303) 675-3950 91(303) 595-0404 ab
Athens Office (g) Monica Sanchez Athens Location Tyler Location Andrews Diversified Industries
Autism Qutreach (18) Support
Chidren (8) 5/22/2009 8:06 AM In the office | 1450 Flat Creek Road 1411 South Bennett Tyler A.D.I. Location

| | Slinics (<) until 3:30 Athens , TX 75751 Tyler , TX 75701 Andrews Diversified Industr...

Counseling (7) -
4

Search:

| B

[™ Inselected group

Call List for 1001 - |

Status £ | Caller ID | Caller name | Comment |

J List View | Icon View‘ J | Show Name| Show Dept| Show Note ‘ 19
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BLF Groups and Cells

 BLF Cells represent people and their
extensions. These “Cells” are sorted into
BLF Groups by your System Administrator

rd

J List View| Icon View

Search tool

J| Show Mame| Show D;

Show Note

Ce

Desktop Companion Training

lls are displayed here

Extensions for A.D.I. BLF updates are available B2 | )

~Search resuits— (0) NE=E w1 [ ¢ B 1002 APD

(Al groups) (135) Ray Fyan Thomas McLecks Brian Buttner

AD.L (8) Engineering Support (LA Engineering

Adults () 5/22/2009 8:43 AM In training 5/22/2009 8:57 AM Out until 5/22/2009 9:38 AM helping ray

AmeriCarps (7) until 10:45 AM monday )

Andrews Angels (4)

Anger Management (7) - 4 1004 | = K[ 1005 91(903) 675-3850

Athens Office (&) Sarah Ashly Monica Sanchez Athens Location

Autism Outreach (16) Engineering Support

Children (8) 5/2212009 Working from home | 5i2212009 8:06 AM In the office | 1450 Flat Creek Road

Clinics {4) today until 3:30 Athens , TX 75751

Counseling (7)

Doctors (10) 91(903) 595-0404 ab

linrlv f"HiHHMF:rT"*'PW tinn i 4: b Tyler Location Andrews Diversified Industries Mew extension

Search: 1411 South Bennett Tyler A.D.. Location

Tyler , TX 75701 Andrews Diversified Industr... )

I Arrange Extensions
BLF groups View b

[ In selected\group

21




BLF Groups and Cells

* BLF groups are independent of other
groups. Within each BLF Group, Cells can
be sized as needed

Extensions for A.D.I.

--5earch results-—- (1) -
{All groups) (135)
A.D.I (8)

Adults (a)

AmeriCorps (7)
Andrews Angels (4)
Anger Management (7)
Athens Office (8)
Autism Qutreach (16)
Children (8)

Clinics {4)

Counseling (7)

Doctors {10)
Farlv Childhnnd Tntereantinn (Y
1 1 | 3

-

Search:

(: P
Ray Ryan
Engineering
BI2212009 8:43 AM In training
until 10:45 AM

BLF updates are ava

Thomas McLecks

Support

BI2212009 8:57 AM Out until
monday

w6 B | AP 1003

Brian Buttner
(14 Engineering
52212009 9:38 AM helping ray

)

- [ 1004
Sarah Ashly

Engineering

52212000 Working from home
today

- P 1005
Monica Sanchez

Support

BI222009 3:06 AM In the office
until 3:30

I (a0

[ In selected group

© 2009 iQ NetSolutions CA, Inc..

91(903) 595-0404
Tyler Location

1411 South Bennett
Tyler , TX 75704

ao
Andrews Diversified Industrie ilL

Tyler A.D.l. Location
Andrews Diversified Industr...

Desktop Companion Training

91(903) 675-3950
Athens Location

1450 Flat Creek Road
Athens , TK 75751

Se your mouse to

22
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BLF — List View

« Click the List View button to change
from “Cell” view to “List” view

Extensions for A.D.I. BLF updates are available B |
—Search results— (0} * | First name | Last name | Department | Extension - | F. | Status note |
(All groups) (135) (- ¥ | Ray Fvan Engineering 1001 i
:d?:l’is E:; [ e Thomas MclLecks Support 1002
AmexiCorps (7) Sl m ¥ Brian Buttner 04 Enginee... 1003
Andrews Angels (4) - Sarah Ashhy Engineering 1004
Anger Management (7} - LF Monica Sanchez Support 1005
:‘T”SSTCE 351} s Athens Loc... 919036753
utism Outrea i
Children (8) Tyler Location 919035950...
Clinics (4) Andrews Di... Industries ab
Counseling (7)
Doctors {10)
Farlv Childhnnd Trterventinn (40
] 1 b
Search:
| Go List View of devices
[ In selected group

J | Show Name| Show Dept| Show Note

23
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BLF Group Types

« There are two types of BLF Groups

— Global BLF Groups — Created by
Administrator

— Personal BLF Groups — Created by Youl!

J
Personal BLF Group

Global BLF Group

Desktop Companion Training

--Search results-- (0)
(Al groups) (82)
~Day [ Might Service ...
ABC Wireless (6)
Amador Air (2)

Combs Construction (2)
Demo (4)

Harvey Wines (3)
Jones Consulting (2)

Filivamnrle | annal CAmiinna

24




DSS / BLF Cells R

« BLF Cells provide “real-time” information about the
person’s communication device(s).

- [ = 1203
Michael -] Sue Harriz
Agent

Mike’s extension has been e [ Sueisonacall
fo rwarded Fwed: All 3160322259145
Working from home office Qut to Lunch
today
04 | = P By 4043
Drag and Drop Ca”S |nt0 —\ Sales Queue John Miller
Inzide Sales

agent queues

Fwd: Voicemail
In the office until 3:00 PM

91{925) 3451234
This phone is ringing Ry Ryan Jim cﬂ%
arrow indicates inbound b 4018 . Dragging and dropping a
Call from 4018 In Meetings all day caller onto this cell will
= transfer the caller to Jim’s
Cells can also contain —ﬁgi"iéfj”rmﬂti”" cell phone.
Information
Web Site:
http:iwww.eeco-net.com..,
25
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Sizing of Cells — Maximizing Views

rd

~ 20 4045 Minimized to display just the
' extension number and phone, IM and

Status Note icons

-~ 210 4049

Ray Ryan
Now with name displayed

-~ 2 4049

Ray Ryan

Executive =~
Name and department displayed

-~ 210 4049

Ray Ryan

Executive ~
Q2712005 T:00 AM In the

office all day.

Name, department and Status Note

(20 4049
Ray Ryan
Executive ~

4048

F]]

Q2712005 700 AM In the
office all day. Name, department and Status Note

and connected call

Desktop Companion Training




Displaying Contents of BLF Cells

o)

Extensions for A.D.I. BLF updates are available g |

—Search results— (0)
(Al groups) (135)
A.D.I (@)

Adults ()
AmeriCorps (7)
Andrews Angels (4)
Anger Management (7)
Athens Office (&)
Autism Qutreach (16)
Children (&)

Clinics (4)

Counseling (7)

4| ]

FS

Search:

[ In selected group

[=]

D [ B ) [P v R Y [P - R

Ray Ryan Thomas McLecks Brian Buttner Sarah Ashhy

~®E s 11503 6753950 911903 505-040¢ m
Monica Sanchez Athens Location Tyler Location Andrews Diversified Industries

J List View | Icon View J| Show Mame Show Dept Show Note

Use the toolbar to select what information you

want displayed in this group of cells

Desktop Companion Training
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Displaying Content of Minimized Cells

rd

* Clicking on a Cell will maximize to
display the contents of that cell...

= ¥ 7

4018

The icons indicate that this person has

= &

4048

11/16/2006 11:16 AM in the office all

day

2097

\

inserted a Status Note. To view
the Note, click on a cell to expand.

The entire contents of the Cell are
not displayed

28
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Modifying Your Extension’s Settings

* You can modify your extension’s
— Do Not Disturb (DND)
— Call Forwarding Options
— Status Note

= Pz 2
Wichael Dube
Working fre Dial extension
T12 Call pickup
Camp on Right-mouse click on your extension’s cell
Send call

Supervised transfer
Send to voicemail

Serial transfer

Delete extension
Edit extension
Mew extension
lUpdate BLFs

Clear All Cals Select these option to modify

this extension’s parameters

Set DND
Set Forwarding...
Edit Status Note

Send IM

Desktop Companion Training
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Modifying Your Extension’s Forwarding

 When you select “Set Forwarding” from pop-up
menu, the following dialog appears

Call Forwarding

Select a Call Forward type from the list to modify the settings below:

Forward Type

Forward All

Forward Mo Answer
Forward Busy

Forward All to Voicemail

[ Destination:

| _omwen |

Enabled | Destination

Mo
Mo
Mo
Mo

Based on your phone system,
you will have several options to choose from.

Currently, no forwarding options have
been configured for this extensions

30
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Built-In Call Control

« Cells also provide a fast and
easy way to transfer callers
and these features will be
discussed later in this module.

Right-click on cell to view options

© 2009 iQ NetSolutions CA, Inc..

Desktop Companion Training

-~ 20
Ray Ryan
Executive
9/2712005

office all «

4049

Dijal extension
Call pickup
':7-"“'" P

e

|

Send call
Supervised transfe
Send to voicemail
Serial transfer

|

[
(4]
[§5]

Edit extension

o

Update BLFs
Clear All Cals
Set DND

Set Forwarding...
Edit Status Mote

Send IM
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Answering a Call

 When a call rings
your extension, it
appears in the Call
List as “offering”

_\ File Edit View Calls Extensions Settings Help

J A Answer ‘ “f{ Hold i %, Transfer ' %, Send call | %.. Serial Transfer l % Hang up

| Number to cal »  Call | & Update BLFs | (3 Recent call g
Call List for 1001
* You can.. Status /| Caller ID | Caller name | Comme

« Double-click on the . connected 1002 Thomas McLecks

call...
* Pick up the telephone

handset or...
« Click the Answer

button.

Desktop Companion Training
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Processing Multiple Calls

You are connected to a
call and another call is

offered
J File Edit View GCalls Extensions Settings Help
Y J o~ Answer ‘ f{ Hold ‘ % Transfer l % Send call ‘ *.. Serial Transfer \ %> Hang up
Ou Can - J Number to call v EHE J &% Update BLFs \ (3 Recent call log
* Ignoreor... T

« Ask the caller to hold /| Caller D ' Caller name

_ch ( connected 1003 Brian Buttner

and dOUble C“Ck on the i on hold 1002 Thomas McLecks
call being offered

e The calleris
automatically placed
on hold and you are
connected to the
selected caller

34
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Holding and UnHolding a Call

« While connected to a
call...
— Click the Hold button, or
press F9.
« To retrieve the call
from hold,

—  Select the call and press
F10 or click the Unhold
button.

rd

J Fle Edit View Cals Extensons Settings Help

J A Answer (‘:}(: Unhold D %, Transfer ‘ 2. Send call 1 ¥.. Serial Transfer \ % Hang up ‘

j Number to call

- E“l j @4 Update BLFs \ (3 Recent call log \

Status /| caller D

, Caller name ] Comment

. on hold

Thomas McLecks -

Desktop Companion Training
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Transfer Calls Using the Cell’'s Menu

=
Ray Ryan

» Right-click on the BLF Cell of ar2i2005
the requested party office all

« Select the transfer option from
the menu.

© 2009 iQ NetSolutions CA, Inc.. Desktop Companion Training
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4049

Dial extension
Call pickup

Camp on

Send call

Supervised transfer

J

Send to voicermail
Serial transfer

Delete extension
Edit extension
MNew extension
Update BLFs
Clear All Cals

Set DND
Set Forwarding...
Edit Status Mote

Send IM




Transferring a Call using the Keyboard

rd

 While connected to a call
use the numeric keypad
to enter the requested

e  PaegssHuonbickTine
HOamma| Witbayshedr b ttioa
talkdacel the transfer and

EROIRCHEhETeaglighN

or click F6 to initiate the

transfer.

| File Edit View Calls Extensions Settings Help

| & Answer | @f Hold | % Canceltransfer | %, Send call | %; Serial Transfer | % Hang up |
Number to call v Call|| | &% Update BLFs | (3 Recent calllog | i

Call List for 1001

Status /| Caler 0 | Caller name | Comment
(> onhold pending trans... 1002 Thomas McLecks
(: ringback 1003 Brian Buttner

37
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Transferring a Call using Drag and Drop

e See movie

Desktop Companion Training

.
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Transferring a Caller to a Person’s Mailbox

-~ 20
Ray Ryan
Executive

* Right-click on the BLF Cell of 012772005

the requested party.

« Click the “Send to voicemail”
option.

« The caller will be instantly
transferred to their mailbox.

Desktop Companion Training

office all «

4049

Dial extension
Camp on
Send call

Superyised transfer

Send to voicermail

Seral transrar

=
o

Edit extension

o

Update BLFs
Clear All Cals
Set DND

Set Forwarding...
Edit Status Mote

Send IM
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Placing Calls Using Cells

- 1002
Ted Barns

Double-click on a Cell.

or

Right-click and choose “Dial Extension.”

or

Enter a number in the Call Box
and then click the Call button

Desktop Companion Training

| 91(925) 345-1234
Jim Combs Cell Phone
= 1002 | = ¥
Ted Barns Fok W
ﬁ! Zall pickup ‘

J Mumber ko call 100z
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Making a Call — Using the Call Log

« Click the Recent Call Log
button.

— The Recent Call Log
window appears.

e Selecta call inthe list

« The automatically
number is inserted into
the Call field

— Click the Call
button...the call is
Initiated.

{3 Recent call log

M Recent call log

X

Time

B/3/2005 12:34:53 FM
B/3/2005 12:10:32 FM
B/3/2005 11:56:24 AM
B/3/2005 11:42:04 AM
8/3/2005 11:41:01 AM
8/3/2005 11:36:25 AM
8/3/2005 11:32:30 AM
/32005 10:44:21 AM
/32005 10:33:42 AM
8/3/2005 10:31:03 AM
/32005 9:05:06 AM

/32005 9:03:26 AM

/32005 9:01:19 AM

% | Origin
inbound 4045
inbound
inbound
outbound 1554
inbound 4049
inbound
inbound 4044

inbound
u:uuﬂ:u:uun
outbound S {503) 397-5780

outbound

Far-end number

Far-end name
Ray Ryan

ABC Wireless
Ray Ryan
Ray Ryan

Erian Butiner

outbound  91(800) 705-5033

outbound 1555

Dial Clear Log |

Brian Butiner

Duration
00:44
16:08
14:15
00:31
01:34
03:45
03:34
03:22
00:19
01:30
00:05
01:39
00:18

Close

Mumber to call 1555

Desktop Companion Training
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Making a Call — Using the Call Log L

. . M Recent call log [5_(|
 While in the Recent Call
L Time % | Origin Far-end number Far-end name Duration ~
" 8/3/2005 12:34:53 PM inbound 4049 Ray Ryan 00:44
0g
. h | . k h 8/3/2005 12:10:32PM  inbound 15:08
—_— - 8/3/2005 11:56:24 AM  inbound 14:15 0
rlg t mOuse C IC On t e 8/3f2005 11:42:04 AM outbound 1554 ABC Wireless 00:31
Ca” o d|Sp|ay ’[he pop_ 8/3/2005 11:41:01AM  inbound 4049 Ray Ryan 01:34
3/3/2005 11:36:25 AM inbound 03:45
u p menu. 8/3/2005 11:32:30 AM  inbound 4049 Ray Ryan 03:34
3/3/2005 10:44:21 AM inbound 0322
3/3/2005 10:33:42 AM outbound Brian Buttner 00:19
8/3/2005 10:31:03 AM outbound FISME "o T 1]
i~ 1y 8/3/2005 9:05:06 AM  outhound 5
Y S 3/3/2005 9:03:26 AM outbound  91(800 9
eleCt D Ial 8/3/20059:01:19AM  outbound 1555 Clear Log 3 v

Dial Clear Log | Sort by Duration

Sort by Far-end Mame

Sort by Far-end Number E

° The aUtOmatlca”y ~ Sort by Origin
number is inserted into Sort by Time
the Call field

— Click the Call
button...the call is

Inltlated Mumber to call 1555 v

42
Desktop Companion Training




Disconnecting a Call

ﬂ Operator_1 @ 1315 - VistaPoint Console Companion

[ ) SeleCt a Ca.” In the File Edit Mew Calls Extensions 3Settings Console Help
Call List Splil | Pl &, callpic

Mumber to call 1554 - cal (OF

— Itthe callis on hold,
take the Ca” Off hOId. Status QOrigin Destination Type Internal n

[l ccrnected  internal internal

* Click the Hang Up
button, or press F2.  Hargre

Desktop Companion Training
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Conference Call - Setup

« Assuming you are already
connected to a call,

— Click the Create
Conference button on the

maln tOOIbar | {{ Create conference

Status | Origin | Destination | Type | Internal number | Caller ID
e (. add EE Conference L Cancel
{ - conferenced  intemal internal confe... 1315 4043 (: ﬁ?
Operator 1
< i |

Conference box displays
Parties in the conference

Desktop Companion Training




Conference Call — Adding Parties

Add additional people by...

— Dragging and dropping a person's Cell into the Conference
Box, or enter the number in the Call Box and click call.

Status

rd

Sl i e — ‘ et

e

| Cirigin | Destination | Type | Internal number | Caller ID
a1 N | ©6 ) Qe e B conce

{ - ringback internal intermal confe... 1315 1554 [ g 1315 | = ﬁ =+ 1554 | -
(- onholdeo..  internal internal confe.. 1315 4049 Operator 1 ABC Wireless

il | 3

Other callers in conference are placed on hold while you contact
the other party. Once you are ready to connect everyone together,
click the “Conference” button

Desktop Companion Training
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Conference Call — Adding Parties

« Once you click the Conference button all parties will be joined

together into the conference as seen here.

Call List for 1315

Status | Origin

Zhiteed 8

rd

| Destination | Type | Internal number | Caller ID

. .
(- conferenced  intemal
{ - conferenced  intemal

< [l

| €6 add €€ Con

ference L Cance

internal confe.. 1315 1554 &%
internal confe... 1315 4049 Operator 1

1315 | (e B 3 sS4 | €
ABC Wireless

Desktop Companion Training
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Call Pickup — Pick up a call ringing another extension

 Click on the Cell of the - 1002
ringing extension or... T Bame
— Enter the number in the Call

Box using your numeric
keypad then...

« Click the Call Pickup button, X Cal pickup
or press Ctrl+F4. You will be
connected to the call.

« Another way to pick up a call = — 11—
IS to simply right-click on the | Teap  Dalextenson fe
extension that is ringing and oo > NN
choose Call Pickup. | Defte 2xtznsian

Edit extension
-

Richart [ew exbension

=1l

*©2007 iQ NetSolutions CA, Inc.. Desktop Companion Training
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Attaching a Comment to a Call Q

. While connected to a call

—  Click the Add Comment
button, or press Ctrl+M.
The Add Comment to Call
dialog will appear

«  Type in your comment and — e
CI |Ck O K Caller needs to speak with Service Tech

|1ze thiz dialog to attach a comment to a call. Other ugers may zee your
camrent.

Cancel

€7 Add comment

Add Comment to Call

«  The comment will appear in
the Call List...

Call List for 1315 ™ fitered H
Status Crigin Destination Type Internal number Caller ID /| Caller name Timer | Comment
‘e offering euternal internal 1315 209 245 BROO Custom Paints o002

ot

= offering external internal 1315 £02 9230110 Ron's Auto 00:03
(- connected  extemal internal 1315 4155461212 The Law Group (006 YWwOperator_1 (21315 Caller needs to speak. with Service Tech>

48
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Using “Toast” for Call Notification -

« |If you have minimized your Desktop to the
“Tray” and a call rings your extension,
popup "toast” window will appear....

Click to “pin” to your desktop

y Oliver Jones @ 4049
1 Active Call
4048 TSP VistaPoint
offering
&

Desktop minimized to tray

Click to display main Desktop screen

49
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Creating a Personal BLF Group

. Right-click in the Extension
Groups area

«  Choose “New Group” from
the menu. The Group
Properties dialog box
appears.

. Enter a name for the new
group, and click OK.

« The new group appears in
the Extension Groups area.
You can now add personal
extensions to the group you
Created.

Select to add a personal BLF group

--5earch results-- {0) -

(Al groups) (73) Ludwig
~Day [ Might Service {3}
ABC Wireless (7)
Amador Air {2)

Combs Construction (2) :ﬁii{“
Demo (4)

Harvey Wines (3) -
Jones Consulting (2) Kriz Kro
Oliver's Legal Services (4) Enginee
Sales (4)

Speed Dial (1) In mee

Wolfe Photo (2)

Sort alphabetically

Sort rgverse alphabetically

Search by namg:

/

Group Properties

Group Hame

|M_'.-' Group

[ Usze Uppercaze Only

ok

Cancel

50
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Creating a Personal BLF Group

Group Properties

Group Mame

by Group

[ Usze Uppercaze Only

ok

Cancel

Enter the name for

your new BLF
Group and click
OK

Your BLF Group will appear in the list

Desktop Companion Training

Extensions for ~My Group

--5earch results- {0)
(Al groups) (78)

V
ABC Wireless

Amador Air (2)

Combs Construction (2)
Dema (4)

Harvey Wines (3)

Jones Consulting (2)
Cliver's Legal Services (4)
Sales (4)

Speed Dial (1)

Walfe Photo (2)

Search by name:

|

rd
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Adding Cells to your BLF Group

« Select the personal BLF
group that you created

* Right-click in the gray
area to display the pop-
up menu. Select New
extension.

R

: ~My Group (0]

Extensions for ~My Group

--Search results—- (0)
(Al groups) (78)

3)

MNew extension

ABC Wireless

Amador Air {2)

Combs Construction (2)
Dema (4) View »
Harvey Wines (3)

Jones Consulting (2)
Cliver's Legal Services (4)
Sales (4)

Speed Dial (1)

Wolfe Photo (2)

Arrange Extensions k

Search by name:

[ETa}

52
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Adding Cells to your BLF Group Q

E t . f t Add Extension [‘$_<|
° . —
n er In Orma Ion D Humber: Local
— F”"St Name First M ame: Staples
|
o LaSt N ame Last name: |
Departmept [or & |Elffin::e Supplies
— Department / Comment comment]
D|a|ab|e Address Dialable Address: |E|'I 2095731234
Mote... The "Dialable Addreszz" field can contain an extenzion,
° CI |Ck O K . telephone, or feature access number,
« The new personal Extension ] =

Cell has now been added to
your personal Extension
Group.

This can be any number that you can dial using
your telephone. Be sure to add the 9 when accessing
an outside line.

53
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Adding Cells to your BLF Group

 The new Cell has now
been added to your
personal BLF Group

Extensions for ~My Group

—Search results— (0) 91(209) 672-1234
(Al groups) (75) Staples

~Day J/ Might Service (3) Office Supplies

~My Group (1)

ABC Wireless (7)

Amador Air (Z)

Combs Construction (2)
Demo {4)

Harvey Wines (3)
Jones Consulting (2)
Cliver's Legal Services (¢
Sales (4)

Speed Dial (1)

Waolfe Photo (2)

Double-click on cell to call or drag and drop a call
onto this cell to transfer call

Desktop Companion Training
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Sorting BLF Group List

* Right-click anywhere
In the BLF Group
area.

« Choose “Sort
Alphabetically” or
“Sort Reverse
Alphabetically” from
the menu.

--Search results— (0]
(Al groups) (73)
~Day [ Might Service (3)

ABC Wireless (7)

Amador Air {2)

Combs Construction (2)
Demo (4)

Harvey Wines (3)

Jones Consulting (2)
Cliver's Legal Services (4)
Sales (4)

Speed Dial (1)

Walfe Photo (2)

Mew group

Sort alphabetically

Search by name:

Desktop Companion Training

- [7
Ludwig Chapm

TI222005 11:4
office

-

Kriz Krocker
Engineering

In meetings L

Sort reverse alphabetically

rd
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Setting Do Not Disturb — Your Telephone

e From the menu bar, choose Setings Corsole Help
Settings then Do Not Disturb
Forward Calls... Cirl+R
Set My Status MNote. ., Ctrl+T
« Your Call List will display that e
Options...

your telephone has been Adminisiration .
placed into "Do Not Disturb"

* NOTE: All calls are now
belng fO rwardEd, based on Skatus i |0ri-;|in |Destinatiu:un |T';.f|:|e |Caller JIB]

your Forward Busy / No
Answer settings.

56
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VistaPoint Enterprise — Instant Messaging

« Enterprise-Wide Network Messaging

— Receptionist-to—Desktop
— Desktop-to—Desktop

[ — Broadcast Messages
i . o
— Multi-party Messaging

| T
Liiiiii iRl

I
I
I X

L
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Sending an IM — Using VistaPoint IM

. . COFII:J?
« Check for "IM" indicator on &) : !
the recipient’s Extension ed Barms
Cel I . Dial extension
— NOTE: If no IM indicator I
appears, the person will not '( Barce
receive the IM until they
start up VistaPoint. This is
called a “Sticky Note.”)
» Right-click on the Cell and e
choose “Send IM.” -
. Type the message |n the Network Instant Message e I ] 5
lower part of the window.
» Click the Send button. ceme ok oo s =
=

Send Heplyto | Hide |

Desktop Companion Training
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Sending an IM — Using Windows Messenger

* Check for the Windows
Messenger indicator on the
recipient’s Extension Cell.

* Right-click on the Extension Cell
and choose “Send IM.”

« Type the message in the lower
part of the window.

 Click the Send button.

-2 1002
Ted Barns

- r‘l_J anna |
Rob Dial extension

X Call pickup

Lelete extension
m——— Edlit: exbension

Ted ew extension

Send IM

Inwite Someane ta

=
£

Windows Messenger Icon

=101

GG

this Conwversal tion
I Send a File o Photo
Start Application

Sharing

@ Start whitsboard

Desktop Companion Training
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Changing Display Colors (“Skins”)

From the menu bar, choose
Settings > Skins. The Skin
Editor dialog box appears.

If you want to use a pre-
configured skin, choose one
from the drop down list.

If you want to use your own
custom colors, select each
part of the interface in turn in
the Color Property drop down
list. Then click the button to
the right, to change the color
of that property.

Settings

rd

Do Mot Disturb Cirl+D
Forward Calls... Cirl+R
Set My Status Note...  Cirl+T
Options...
Administration 3
Skin Editor X
Choose skin
|5tanu:|ar|:| ﬂ
Skin properties
Color property:
|CaIIQuEUEBkCDIDr ﬂ | 1 ﬂ
oK | Cancel |

Desktop Companion Training
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Application-Specific Options

Settings
Do Mot Disturb Ctrl+D
Forward Calls... Cirl+R
 From the menu barr, SetMyStatusNote...  Ctrl+T
select Settings > S
Options. The Options
Administration 3

dialog box will appear.

— NOTE: If you were not

|Ogged In aS Display ] Misc l Custom toalbar ]
Ad m | N IStratO r, th e Server ] My Extension ] Mumber Format ]
Connection Parameters
button would be grayed
O Ut Connection parameters...
Select any Tab to modify settings
OK Cancel

Desktop Companion Training
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Setting a Personal Password Q

Display ] Misc ] Custom toolbar ]
Server My Extension l Mumber Format ]

1 . F fom the menu bar, Enter new "My Extension™: lm—
choose Settings > Erer passwrd: | N
Optlons My user name; |

Password change

Mew passward: |

Re-enter new password: |

2. Select the My Extension
tab click on the
button.

Ok | Cancel
3 Enter a password Note: Each user should set a personal password.

63
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Setting Server Options

 Click the Connection
Parameters button.

 The VistaTDS
Connection Setup dialog
appears.

 |n the Host field, enter
the name or IP address
of the VistaPoint server.
Ask your system
administrator for this
iInformation.

* Click the OK button to
save the settings.

Display ] Misc ] Custom toolbar ]
Server l My Extension ] Mumber Format ]

Connection parameters...

QK ‘

Cancel |

VPConsole : VistaPoint PCE Connection

Primary Server ]

Host: | VPserver|

Ewvent Port:

Command Port:

Cancel

Desktop Companion Training
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VistaPoint Server Connection

When you launch your
application and this dla|Og VPConsole : VistaPoint PCE Connection
appears, it means that the | »
VistaPoint Server cannot
be found on the network.

You will need to contact
your IT administrator

Host: — This field must i
contain the name or IP

address of the VistaPoint

server

65
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Setting Number Format Options L

e Click the Number Format Qptions X
tab. Display ] Misc ] Custom toolbar l
Server ] My Extension Mumber Format

« Configure settings:

— Infirst box, enter number of (o cxapl, F v axinson i 0 tee | *
d Ig Its used for exte nsions in 3% if your extension is "5440%, enter "47):
yo u r p h O n e SySte m ) It ditterent than the default shown, enter the

— In second box, enter Plesse dor's omge the dermltlengthuess |7
number of digits required to s e

dial a local phone number,
not including trunk prefixes
SUCh as 9 | Lialing Properties. ..

— In the CallerID Format

field, use the default setting
of "(??7?) ???-2?7?7?" for

most systems. oK Cancel

e Click the OK button to save
the settings.

CallerID Format: | (777) -1
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Setting Display Options Q

* Click the Display tab.

Server ] My Extension ] Mumber Format ]
Display l Misc ] Custom toolbar ]

«  Configure the settings in this tab, as desired:

— Show CPS Scripting Area - Check this
option to show the CPS Scripting panel

above the Call List. This option is | Show CPS scripting area

disabled by defaU|t, and should remain v Color-coded extension cell bars
unchecked unless CPS scripts are being
used. I+ Autohide Conference Box
— Color Coded Extension Cell Bars - ™ Show Line column
Check this option to set Extension cells
to remain blue. After you change this e

setting, you must change to a different
Extension Group or restart the program
before the change will take effect.

— Autohide Conference Box - Check this
option to hide the Conference Box, until
you create a conference. If this option is
not checked, the Conference Box will
always be visible to the right of the Call ok | cancel
List.

— Show Line Column — adds column in Call
List to display line #

— Use bold font for Status Note

* Click the OK button to save the settings.
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Setting Miscellaneous Options

* Click the Misc tab.
* Select features desired:

Options E'
— Bring to Foreground on Ring - Brings the Main Window to the front i
of all programs when your extension rings. == l AR l Number Format ]
Display Misc l Custorn toolbar ]
— Minimize Application to Tray - Places VistaPoint in the System Tray
when you minimize the program. If not checked, minimizing will cause IV Bring to Foreground on Ring
it to move to the Windows Task Bar instead. I _—
[+ Minimize Application to Tray

- Ring the PC on Incoming Call - Makes PC speakers ring when a call IV Ring the PC on Incoming Call
comes into your extension. ™ Flash Icon on Activity

— Flash Icon on Activity - Causes VistaPoint Companion to flash when IV Enable Notification Window
it is minimized to the System Tray, when there is call activity. ) ) L
[v Motify call parking destination {user)

— Enable Notification Window - Shows a popup from the System Tray
when call activity occurs.

IM Sign-n name: | rryan @ignsi.com

— Notify Call parking destination — when parking calls, you will be Call Processing Scenario Scripting
prompted to enter the extension that the caller is holding for. This | J
option will send an IM to the requested party’s desktop. Language:
ian-i - - v i cPSFie: | Lissssiss
— IM Sign-in Name - Used if you are integrating VistaPoint with Microsoft
Windows Messenger. Enter your sign-in name. ¥ Enable CPS Scripted Notification Window

— NOTE: Call Processing Scenario Scripting is reserved for enhanced

applications Ok, | Cancel

— Click the OK button to save the settings.
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Custom Tool Bar Q

» Custom buttons can be

added {0 the tOOI bar’ (o) Server ] | My Extension ] MNumber Fl:;rbmat |
Cispla Misc Custom toolbar
execute external programs, - .
execute DDE commands, or Toobar ltems 13 X 4 ¥ | [cps ]
I I Description:
trlgger Scrlpt events é‘?l‘?;l;:i Sends CPS (Call Processing

Scenario) user event,

« Click the Custom Toolbar B
Parameters
tab CPS user event: |E'u'ENT_LISERE€TN1 ﬂ

Show in Extension Context Menu [+
° NOTE These Optlons are Show in Call List Context Menu v
reserve_d for use b_y IQ’'s .
Professional Services group

Cancel
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Customizing Toolbars, Keys, Buttons Q

e On Menu Bar...

Click View > Toolbars >
Customize, to bring up
Customize dialog box

 The Customize dialog box
allows you to customize
toolbars, buttons, key
assignments, menus, etc.

File Edit | Wiew Calls Extensions Settings Console Help
i
v Call List Panel
v Extensions Panel

Queue Display Panel

v )
Extensions 4 -
v Lser
Reset Layout v | Cugtom
Customize...
Customize [5_<

Commands chmIbars] Keyboard | Menu | Options |

Categories: Commands:

o

Edit Admin login....
Wiew Exit
Calls
BExtensions
Settings
Console
Help

Mew Menu
Al Commands

Description:
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Customizing - Keyboard

« Keyboard Tab

* You can modify the keyboard
layout and configure how
each key responds when
processing calls.

Customize

Commands ] Toolbars  Keyboard l Menu ] Options]

Categary: SEt Acceleratar for:
|}-".II Commands v
Commands: Cument Keys:

CallsAddComment TolCall A

Callz=Barge

CallsCallPickup Remaove
CallsCanceITmnsfer

Descnptu:n.

Answer the ringing call

X

0

Heset All

Close

Desktop Companion Training
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Customizing - Options

i Optl ons Ta.b Customize

Commands ] Toolbars ] Keyboard ] Menu Options ]

Toolbar
[+ Show ScreenTips on toolbars

[v Show shortcut keys in ScreenTips
[ Large lcons

* You can turn on/off tips or
display large icons versus the
default icons.

rd

X
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Troubleshooting Tips... Q

1. If you are unable to transfer, conference, or perform
other call control functions...

1. Verify that you are able to perform the suspect functions via the
phone. If not, then check the configuration of the PBX switch.

2. Verify that the correct access codes are set in VistaPoint.
Refer to the Installation and Administration Guide.

2. If you are not seeing call activity or BLF State changes
1. Verify connectivity to the VistaPoint Server.

2. Verify that the extension that VistaPoint Desktop is using is a
monitored extension.
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