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Features in Desktop Companion 

• 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 

computer’s desktop.  

 

 

 

 

Double-click on 
this icon 
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When the User Information dialog box 

appears, enter your extension 

number and name 

 

Enter your extension 
number here 

Enter your name here 

Launching Desktop Companion the First Time 
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When the VistaPoint PCE Connection 

setup dialog box appears, enter the 

server name or IP address of the 

VistaPoint server  

Enter the VistaPoint server’s name 

or IP address here.  

Launching Desktop Companion the First Time 

Then click OK 
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The Main Window will 

appear…  

 

Launching Desktop Companion the First Time 
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Overview – Desktop 
Caption Bar 

Menu Bar 

VP Tool Bars 

Call List 

BLF Cells 

Search Tool 

BLF Group List 

Conf Window 

Desktop Companion Training 
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Toolbars 

The Call Control Tool Bar (Main Tool Bar) 

The Calling Tool Bar  

Enter number to dial 

The User Tool Bar  

Provides access to your Call Log, 
sending instant messages, or 
to add a comment to a call 

Call processing buttons 

Desktop Companion Training 
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Menu Bar - Help 

 

These options display various 
legends 

• The Help option provides user with access to help and 

references for using the applications’s features 

Displays the help file 

Displays version information 

Displays telephone keypad 

Desktop Companion Training 
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User Guide and Legends  

Desktop Companion Training 



  

 

   

 

 

The Call List 

 

 



  

 

   

 

 

Desktop Companion Training 
12 

The Call List 

Call List 
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The Call List - Idle 

The Call List displays all calls that 

are active on your extension 

 

Idle Call List – No calls pending 
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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) 

 

 

Your cell as seen by others 
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The Call List – Adjusting the Font Size 

You can modify the text size by 

right-clicking inside the Call List.  

 

Right-click inside Call List to display menu 
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The Call List – Adjusting the Font Size 

The text size selected will now be 

used to display all call activity  

 

Large text has been selected 

Desktop Companion Training 
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Hiding the Call List 

Click here “-”  to hide call list 

Desktop Companion Training 
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Call List Hidden 

Desktop Companion Training 

Click “+” to re-display 

call list 
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Moving Windows within Application 

Desktop Companion Training 

The call list is now below the BLF section 



  

 

   

 

 

Busy Lamp Field (BLF) 

BLF Cells & Groups 
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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 

BLF groups 

Cells are displayed here Search tool 

Desktop Companion Training 
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BLF Groups and Cells 

• BLF groups are independent of other 

groups. Within each BLF Group, Cells can 

be sized as needed  

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

Use your mouse to 

resize cells 
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BLF – List View 

• Click the List View button to change 

from “Cell” view to “List” view 

List View of devices 

Desktop Companion Training 
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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 You! 

Personal BLF Group 

Global BLF Group 

Desktop Companion Training 
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DSS / BLF Cells 

• BLF Cells provide “real-time” information about the 

person’s communication device(s).  

Mike’s extension has been 

forwarded  

This phone is ringing 

arrow indicates inbound 

Call from 4018 

Cells can also contain 

Information 

Sue is on a call 

Dragging and dropping a 

caller onto this cell will 

transfer the caller to Jim’s 

cell phone. 

Drag and Drop calls into  

agent queues 

Desktop Companion Training 
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Sizing of Cells – Maximizing Views 

Minimized to display just the 

extension number and phone, IM and 

Status Note icons 

Now with name displayed 

Name and department displayed 

Name, department and Status Note 

Name, department and Status Note 

and connected call 

Desktop Companion Training 
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Displaying Contents of BLF Cells 

Desktop Companion Training 

 

Use the toolbar to select what information you 
want displayed in this group of cells 
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Displaying Content of Minimized Cells 

• Clicking on a Cell will maximize to 

display the contents of that cell…  

The entire contents of the Cell are 
not displayed 

The icons indicate that this person has 
inserted a Status Note. To view 
the Note, click on a cell to expand. 

Desktop Companion Training 
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Modifying Your Extension’s Settings 

Right-mouse click on your extension’s cell 

• You can modify your extension’s 
– Do Not Disturb (DND) 

– Call Forwarding Options  

– Status Note 

Desktop Companion Training 

Select these option to modify 

this extension’s parameters 
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Modifying Your Extension’s Forwarding 

• When you select “Set Forwarding” from pop-up 

menu, the following dialog appears 

Based on your phone system,  

you will have several options to choose from. 

Currently, no forwarding options have 
been configured for this extensions 

Desktop Companion Training 



  

 

   

 

 

Built-In Call Control 

© 2009 iQ NetSolutions CA, Inc.. 

• Cells also provide a fast and 

easy way to transfer callers  

and these features will be 

discussed later in this module. 

Desktop Companion Training 

Right-click on cell to view options 
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Answering a Call 

• When a call rings 

your extension, it 

appears in the Call 

List as “offering”  

 

• You can.. 

• Double-click on the 

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  

 

• You can.. 
• Ignore or… 

• Ask the caller to hold 
and double-click on the 
call being offered  

• The caller is 
automatically placed 
on hold and you are 
connected to the 
selected caller 
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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.   

Desktop Companion Training 

  



  

 

   

 

 

Transfer Calls Using the Cell’s Menu 

© 2009 iQ NetSolutions CA, Inc.. 

• Right-click on the BLF Cell of 

the requested party.  

• Select the transfer option from 

the menu. 

Desktop Companion Training 
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Transferring a Call using the Keyboard 

• While connected to a call 
use the numeric keypad 
to enter the requested 
party’s number. The 
number will appear in the 
call box 

• Click the transfer button 
or click F6 to initiate the 
transfer. 

  

Desktop Companion Training 

• Press F7 or click the  
“Cancel Transfer” button 
to cancel the transfer and 
reconnect to the caller 
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Transferring a Call using Drag and Drop  

Desktop Companion Training 

• See movie 
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• Right-click on the BLF Cell of 

the requested party.  

• Click the “Send to voicemail” 

option. 

• The caller will be instantly 

transferred to their mailbox. 

Desktop Companion Training 

Transferring a Caller to a Person’s Mailbox 
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Placing Calls Using Cells 

Enter a number in the Call Box 

and then click the Call button 

Double-click on a Cell. 

 

or 

Right-click and choose “Dial Extension.” 

or 

 

or 

Desktop Companion Training 
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Making a Call – Using the Call Log 

• Click the Recent Call Log 
button.  

– The Recent Call Log 
window appears. 

 

• Select a call in the list 

 

 

• The automatically 
number is inserted into 
the Call field 

– Click the Call 
button…the call is 
initiated. 
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Making a Call – Using the Call Log 

• While in the Recent Call 
Log… 
– right-mouse click on the 

call to display the pop-
up menu. 

 

• Select “Dial” 

 

 

• The automatically 
number is inserted into 
the Call field 
– Click the Call 

button…the call is 
initiated.  
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Disconnecting a Call 

• Select a call in the 

Call List. 

– If the call is on hold, 

take the call off hold.  

 

• Click the Hang Up 

button, or press F2.  

 

Desktop Companion Training 



  

 

   

 

 

44 

Conference Call - Setup 

• Assuming you are already 
connected to a call,  

– Click the Create 
Conference button on the 
main toolbar.  

Conference box displays 

Parties in the conference 

Desktop Companion Training 
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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. 

• 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 
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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.  

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

• Click on the Cell of the 
ringing extension or… 
– Enter the number in the Call 

Box using your numeric 
keypad then… 

 

• Click the Call Pickup button, 
or press Ctrl+F4. You will be 
connected to the call.  

 

 

• Another way to pick up a call 
is to simply right-click on the 
extension that is ringing and 
choose Call Pickup.   

  

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

• 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 

click OK 

 

 

• The comment will appear in 

the Call List… 
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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….  

 

 

Desktop minimized to tray 

Click to “pin” to your desktop 

Click to display main Desktop screen 

Desktop Companion Training 
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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 

Desktop Companion Training 
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Creating a Personal BLF Group 

• Enter the name for 

your new BLF 

Group and click 

OK 

 

Your BLF Group will appear in the list 

Desktop Companion Training 
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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.  
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Adding Cells to your BLF Group 

• Enter information:  

– First Name 

– Last Name 

– Department / Comment 

– Dialable Address  

• Click OK. 

• 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. 

Desktop Companion Training 
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Adding Cells to your BLF Group 

• The new Cell has now 

been added to your 

personal BLF Group  

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.  

Desktop Companion Training 
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Setting Do Not Disturb – Your Telephone 

• From the menu bar, choose 

Settings then Do Not Disturb  

 

• Your Call List will display that 

your telephone has been 

placed into "Do Not Disturb"  

 

• NOTE: All calls are now 

being forwarded, based on 

your Forward Busy / No 

Answer settings. 

 

Desktop Companion Training 
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Instant Messaging and Custom Settings 
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VistaPoint Enterprise – Instant Messaging 

• Enterprise-Wide Network Messaging 

– Receptionist–to–Desktop 

– Desktop–to–Desktop 

– Broadcast Messages 

– Multi-party Messaging 
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Sending an IM – Using VistaPoint IM 

• Check for "IM" indicator on 
the recipient’s Extension 
Cell.  
– NOTE: If no IM indicator 

appears, the person will not 
receive the IM until they 
start up VistaPoint. This is 
called a “Sticky Note.”) 

 

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

 

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

 

• Click the Send button.  

IM Icon 
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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.  

Windows Messenger Icon 
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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.  

Desktop Companion Training 
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Application-Specific Options  

• From the menu bar, 
select Settings > 
Options. The Options 
dialog box will appear.  

– NOTE: If you were not 
logged in as 
Administrator, the 
Connection Parameters 
button would be grayed 
out. 

Select any Tab to modify settings 

Desktop Companion Training 
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1. From the menu bar, 

choose Settings > 

Options  

 

2. Select the My Extension 

tab click on the      

button.  

 

3. Enter a password  

Setting a Personal Password 

Note: Each user should set a personal password. 
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Setting Server Options 

• Click the Connection 
Parameters button. 

• The VistaTDS 
Connection Setup dialog 
appears. 
 

• In the Host field, enter 
the name or IP address 
of the VistaPoint server. 
Ask your system 
administrator for this 
information.  

 

• Click the OK button to 
save the settings.  

Desktop Companion Training 
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VistaPoint Server Connection 

When you launch your 
application and this dialog 
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 
contain the name or IP 
address of the VistaPoint 
server 

Desktop Companion Training 
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Setting Number Format Options 

• Click the Number Format 
tab.    

• Configure settings:  
– In first box, enter number of 

digits used for extensions in 
your phone system.  

– In second box, enter 
number of digits required to 
dial a local phone number, 
not including trunk prefixes 
such as 9.  

– In the CallerID Format 
field, use the default setting 
of "(???) ???-????" for 
most systems.  

• Click the OK button to save 
the settings.  

Desktop Companion Training 
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Setting Display Options 

• Click the Display tab.  

 

• 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 
disabled by default, and should remain 
unchecked unless CPS scripts are being 
used.  

– Color Coded Extension Cell Bars - 
Check this option to set Extension cells 
to remain blue. After you change this 
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 
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:  

 
– Bring to Foreground on Ring - Brings the Main Window to the front 

of all programs when your extension rings.  

 

– Minimize Application to Tray - Places VistaPoint in the System Tray 
when you minimize the program. If not checked, minimizing will cause 
it to move to the Windows Task Bar instead.  

 

– Ring the PC on Incoming Call - Makes PC speakers ring when a call 
comes into your extension. 

 

– Flash Icon on Activity - Causes VistaPoint Companion to flash when 
it is minimized to the System Tray, when there is call activity.  

 

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

 

– Notify Call parking destination – when parking calls, you will be 
prompted to enter the extension that the caller is holding for. This 
option will send an IM to the requested party’s desktop. 

 

– IM Sign-in Name - Used if you are integrating VistaPoint with Microsoft 
Windows Messenger. Enter your sign-in name.  

 

– NOTE: Call Processing Scenario Scripting is reserved for enhanced 
applications  

 

– Click the OK button to save the settings.  
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Custom Tool Bar 

• Custom buttons can be 

added to the tool bar, to 

execute external programs, 

execute DDE commands, or 

trigger script events.   

 

• Click the Custom Toolbar 

tab 

 

• NOTE: These options are 

reserved for use by iQ’s 

Professional Services group 

Desktop Companion Training 
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Customizing Toolbars, Keys, Buttons 

• 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. 

Desktop Companion Training 
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Customizing - Keyboard 

• Keyboard Tab 

• You can modify the keyboard 
layout and configure how 
each key responds when 
processing calls. 
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Customizing - Options 

• Options Tab 

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

Desktop Companion Training 
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Troubleshooting Tips… 

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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Delivering Intelligent Telephony 

Solutions Today with an Advanced 

Architecture for Tomorrow 

iQ NetSolutions CA, Inc. 

Telephone: 209-245-5500 

Fax: 209-245-3036 

www.iqnetsolutions.com 


