NEC

UCB wiTH ACD TELEPHONE QUICK REFERENCE VIA CONSOLE

LOGIN/LOGOUT
In order to start accepting phone calls you must be logged into the UCB
LOGIN
> Click the flashing Logdin |con on the left side of your screen
LoGout

> Click on|& on the top left side of your screen

Note: You should only Login & out once a day. If you need to step away from your desk
(Ex. Filing, Lunch Break, etc...) you should be putting your phone onto break mode

BREAK MODE
Any time you need to step away from your desk you should be putting your phone on Break

SHORT BREAK

If you are going to be away from your desk for only a few minutes (Ex. Washroom break)
» Click v on the top left of your desktop screen (this will put you on a 5 minute break)
» When you are back from your break, click !

LONG BREAK
If you are going to be away from your desk for an extended amount of time (Ex. Lunch)

» Click on the down arrow beside ©* ~

File Cal Mode View Hel

» Click on the type of break you would like to go on, or click on Custom... =

. . W |~ Day |~ B
» Fill out your Break Reason and how long you will be gone ) © Back 5 n
> Click @ £ Lunch Bresk

Cuskarn...

ADD A BREAK REASON
If you are going to be away
» Click on File and then Preferences...
» Click on Breaks and then Add l
%]

Dtaterame

Kiemeral | Falephona | Fiecal Timess | incomng Cals | Dresks | Chat

| Comvmetensammge | [oon J[ s 1[ s |
» Fill out your Break Reason and how long you are usually gone for.
» Press OK
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DiaL OuTt
> See |[Z&) Destination

» Beside destination, enter in the persons phone number or extension number

(Or type in person’s name if they have been added to your phonebook)
» Press enter to make call

INTERCOM CALLS

> Gotothe 7 Presence Screen
» Click on Employee’s name you would like to call

PARK A CALL
With an active call...

» Click @rark (on the bottom of the screen)
To Retrieve Call: Press (@ unpark

PARK A CALL ON A BUSY EXTENSION
With an Active call...
» switch to 7 Presence Screen

» Right click on the person’s Presence Button
» Choose “Park for <person’s Name>"

jw I »|[@ & 7[5hd _*|[> & w|@
Ktisti % Transfer to Kristi LePore on 209 ele B HE

[ G| nvite to Conference... &5
[P
"¢ Transfer to Mailbox _— T

[&@ Park For Kristi LePore

Send Message to Digital Phone. ., (209)
3 Forward all Calls. ..

(7 Record Conwersation to Mailbox

Select Presence Profile L4

Contact Properties...

View as... L4

Note: When the busy extension disconnects from their current call, their phone will start to
ring with the parked call.

TRANSFER A CALL
With an Active call...

> Switch to  Presence Screen

» Right click on the person’s Presence Icon

» Choose “Transfer to <Person’s Name>"

Note: Click transfer to Mailbox to send a caller directly to voicemail

)

Gary W

Grace D James ¥

ORI

r]
Greg M Jamie B
p & @ 8 (B0 waillf@ & »allah D
&
Tl % Transfer to NATG System on +1 (604) 8537115 2=
i tnvite o Corference... e
Pl & |82 Transfer ta malbox
Paulson € @ natify me when NATG System is back iH

(=) Record Conversation to Mailbox

Select Presence Profile 4

Contack Properties.
Wiew a5, 4
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REDIAL/CALLER ID CALL BACK
> Go into |2 Call History screen
» Double click on the number you would like to call

CALL FORWARD

> Gotothe 7 Presence Screen

» Right click on your Presence Profile Icon

> Click @ Forward all Calls...

» Enter in the phone number or the extension number

OR

» Click Mailbox for calls to go immediately to your voicemail
To Cancel:

» Right click on your Presence Profile Icon

» Click &3 Cancel Call Forward

RECORDING A PHONE CONVERSATION INTO YOUR VOICEMAIL
With an active call...

» Click = recod (Record Phone Conversation)
Note: Retrieve the recorded conversation the same way as all other voicemail messages
OR

eeeeeee

Call History
& web Browser

Filters: | Media: |2y | (4 0 = =1 @ Messages: | @ |65 cals:| ¢ |3 ]
Line Caller/Called Phone/dddiess Date Time State Duration | Queue
=]
Zm Unknown 424 TAT/2008 23003 AM ﬁ Outbound 021
2 Moice . Kystle Nootebos 101 TAT/2008  525:37 AM ‘1] Read
Zm Unknown +1 [604) 8344291 TAF/2003  S20:56 AM ﬁ Duthound 019
Z1m Unkrown +1 [604) BEI2615 FAF009  83E25AM | "1 Outbaund 013

ADD A NEw PHONEBOOK ENTRY

Click [l (Open Phonebook)

Click on the + (next to found contacts on the left hand side of the dialog box)
Click on “Add a new Personal Contact”

Fill out appropriate information in the New Personal Contact Dialog Box
Click OK

Click on the + (Next to Numbers on the Right hand side of the dialog box)
Click on phone type (ex. Extension, Mobile, home, office, etc...)

Enter in phone number

Press OK
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UPDATING YOUR STATUS
It is a good idea to update your status so employees will immediately know if you are in
or out of the office and when you are expected to return

» Go into the 7 === screen
> Right click on your name and go down to Select Presence Profile

» Click on the status you would like to change your profile to

[d calls 7 Presence & Conferences ) Chat

) e [] oax 7|5 & '7|[®] & (o] By, 7|[o] & t¢|[okx (o] & t2|[6
Abby O Alan M Anna ¥ EBarry B Carly M Dave C Dave H Deanna 5 Demo R
5| & (& & w|[opw B[ & w5 & |5 & || ok 2[5 & P[5 &
Denis W Denise Z DougH Gale Gary W Grace D Greg M James ¥ Karen M
5] & '|(o & '7|[5] @ #|[>] & '|[o] & *|[o+& B|[@ & ‘ol ¢ o|[@
Kenneth R Kevin H Kevin 5 Eristi L Krystle M MW Operstor Q
2 & || & |2 & 2||owid 2||H & %18 Leave Voice Message
Obie B Pats Paulsan C Peter F Peter Y Send Message ko Digital Phone.... (101)
& Forward all Cals...
Select Prasence Profils r 8 <inthe Office>
& 1 annacis at x204
& Out of Office
Contack Properties... P& On Vacation
Wigw as... ¥ | On Sick Leave
scheduled

CREATING A NEW PRESENCE PROFILE

You are able to create a new presence profile if there is not a profile that fits your status,

such as working from another office. It can be important to have this so your employees

know that you are still available if they need you and they can inform customers as well.
» Under Voice Messaging, click on Mailbox Setup

|0 Desktop - Krystle Mootebos

FEile Call Agent “oice Messaging Yiew Help

Contact, [ | Profie "M
Scheduled Crl+alk+s  F
& Call Voice Messaging Crbralt+y i <Inthe

(3 Phane Calls Ma\\buxSetLu)—I

» Click on Presenc_e Profile, then new

£ Mailbox Settings for Krystle Mootebos [#28] ﬁ

General | Presence Profiles | Caller Profiles | Distribution Lists | Schedule | One-Touch Keys | Unified Messagir % 1>

# Profils Forward Presence Ignore Calendar
@ £ 0 <nthe Offics> Mo Yes Mo
@ £1 Inbnnacis at x204 Mailbox Mo Mo
@ (F2 Outof Office Mailbox Ves Yes
@ 33 OnVacation Mailbox Yes Yes
Gk #[4 DnSick Leave Mailbox Yes Yes

Mew. Edit Pre Record Prompt.
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» Click on one of the two

) Presence Profile Wizard ﬁ

New Presence Profile

Do you want to uze one of the Default profiles as a template for your
new Presence Profile?

es, use a Default Profile as a template

The wizard wil canfigure the Prafile name, image and fansarding nles based
oh the selected Default Profile. After the new Profile is created you will be able
to manually adjust the parameters

Na, I will configure all parameters manually

The wizard will prompt you ta enter the Prafile name, select an image and
configuie Phone fanwarding

[ wews J[ cancel |[ Hep |

» Click on the Presence Profile you would like to add, or click on Custom if you

would like to create your own
0 Presence Profile Wizard

Mew Presence Profile

Please select the Prasence Profile type.

+ & Inthe Office

[ Dut of Office

% | Dut of Offics - Sick.

+ ¢ Dut of Office - OnWacation
% Dutof Office -Lunch

+ £ In s Meating

% DoMot Distub

i+ £2 Custom

(e ) Crows ) [Cooes ) [

> Fill in the name you would like for your presence and select a picture

Click on the forwarding option you would like

» Click on whether or not you would like to record your profile name and greeting
now or later

> If you are going to record the greetings later, click finish, or if you are going to
record them now, click # then click @ read . When you are finished recording
press i swo

» Press next and follow the same steps as above to record your profile name

» Press next, and then finish

A\
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