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The following chapter contains basic instructions on how to use a Cisco 7941 Handset.

: 1.1 Placing a Call

Lift the handset and dial the number.
For hands free speaker mode: press the SPEAKER button then dial the number.

To dial a number from your Directories:
For Missed Calls
1. Press the DIRECTORIES button.
2. Press the Select soft key to select Missed Calls from the Directory menu. The call history for
missed calls is displayed on the LCD screen.
3. Press the Dial soft key to speed dial the highlighted number, as displayed, from the missed
call list.

For Received and Placed Calls
1. Press the DIRECTORIES button.
2. Press the Scroll key to select the desired call history option: Missed Calls, Received Calls,
Placed Calls, or Personal Directory.
3. Press the Select soft key to display the selected call history list.
4. Press the Scroll key to scroll through the numbers listed in the selected call history list.
5. Press the Dial soft key to speed dial the highlighted number from the call history list.

1.2 Receiving a Call

Lift the handset, OR press the SPEAKER button or the Answer soft key for hands free speaker mode.

1.3 Hold

During a call, press the Hold soft key.

To retrieve the call, press the Resume soft key.
1.4 Mute

During a call, press the MUTE button.
To turn off Mute, press the MUTE button again.

www.telovations.com 3
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1.5 Three Way Conferencing

Place a call to the first party.

Press the Cnfrnc soft key to create a new call (the active call is placed on hold).

Dial the phone number of the second party.

When the second party answers, press the Cnfrnc soft key again to join all parties in the
conference.

PwnNPE

1.6 Transferring a Call

1. During a call, press the More soft key and then press the Trnsfer soft key (the active call is

placed on hold).

Dial the number to which you want to transfer the call.

Press the Trnsfer soft key again to complete the transfer. This can be done as soon as the ring

back sound is heard or you can wait until the third party answers and talk to them before

completing the transfer.

4. Hang up if the party accepts the call. If the party refuses the call, return to the original call by
pressing the Resume soft key.

wnN

: 1.7 Voice Mail

Received messages will be indicated by a flashing Message Waiting Indicator LED on the front of the
phone and optionally a visual notification on the display. To listen to voice messages:

Press

Your phone will ring your Voice Portal.
Enter your pass code, followed by the # key.
Follow voice prompts to listen to your messages.

e

1.8 Forwarding Calls: Turn ON

1. Press the CFwd soft key.
2. When the dial tone is heard, enter a number to forward all future calls to.
3. When finished dialing, verify Forwarded to xxxxxxxxxx is displayed above the soft keys on the
LCD screen.
1.9 Forwarding Calls: Turn OFF

1. Press the CFwdALL soft key.
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2.PolyCom 430 Handset

The following chapter contains basic instructions on how to use a PolyCom Sound Point IP 430
Handset.

1.10 Handset Quick Reference

Line Indicators Individual mulficolor
LEDs display o dynamic call stare.

—
Soft Keys
The saeen will disploy © | N Line/Speed
lnbels for these keys, —t Dial Keys
to identify their context L — .
sensitive functions. g g g g | |IJ(ISp|I:I¥ Control
eys

Use the arrow keys
to scroll through the
displayed information.

Speukerphone | 2

Microphone Mute ——

Dial Pad

These 12 keys

provide the 10 digits,
alphabetic, and special
characters available in context
sensitive opplicafions.

Volume Adjustment Keys %

Use these to adjust the volume of the handset,
headset, speaker, and ringer. Headset

Feature Keys
Access important features
using these keys.

111 Placing a Call

Lift the handset and dial the number. ﬂ

For hands free speaker mode: press @ then dial the number.

To dial a number from your call logs, use the arrow keys to find a number from your call lists or speed
dial index. Highlight the number you want to call and press the Dial key to complete the call.

Up Arrow: Speed Dial Info g@}

Right Arrow: Placed Calls Log (e @ v
Left Arrow: Received Calls Log =y

Down Arrow: Missed Calls Log =

www.telovations.com 5

Download from Www.Somanuals.com. All Manuals Search And Download.



1.12 Receiving a Call

Lift the handset.@; OR Press @ for hands free speaker mode.

1.13 Hold

During a call, press or the Hold soft key.

To retrieve the call, press the Resume soft key.

1.14 Mute

During a call, press the LED on the phone lights up and a flashing microphone on the display
indicates that the other party cannot hear you.

To turn off Microphone Mute, press again.
- 1.15 Three Way Conferencing

Place a call to the first party.

Press the Cnfrnc soft key to create a new call (the active call is placed on hold).

Dial the phone number of the second party.

When the second party answers, press the Cnfrnc soft key again to join all parties in the
conference, or press the Split soft key to put the first call on hold and keep the second call as
the active call.

©NOo O

116 Splitting a Conference

When a conference has been established, a Split soft key is available. Pressing the key will split the
conference into two calls on hold.

: 1.17 Transferring a Call

5. During a call, press the Trnsfr soft key (the active call is placed on hold).

6. Dial the number to which you want to transfer the call.

7. Press the Trnsfr soft key again to complete the transfer. This can be done as soon as the ring
back sound is heard or you can wait until the third party answers and talk to them before
completing the transfer.

A blind transfer (without consultation) can be made by pressing the Blind soft key.
| 1.18 Voice Mail

Received messages will be indicated by a flashing Message Waiting Indicator LED on the front of the
phone and optionally a visual notification on the display. To listen to voice messages:

Press

Your phone will ring your Voice Portal.
Enter your pass code, followed by the # key.
Follow voice prompts to listen to your messages.

©~NOoO
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1.19 Forwarding Calls: Turn ON

4. Press the Fwd soft key from the phone’s idle display.

5. Enter a number or URL to forward all future calls to.

6. Press the Enable soft key to confirm Call Forwarding. A moving arrow replaces the usual
indicator for that line to confirm Call Forwarding enabled.

11.20 Forwarding Calls: Turn OFF

2. Press the Fwd soft key from the phone’s idle display.
3. Press the Disabl soft key. The line indicator will now display the regular icon.

www.telovations.com
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3. PolyCom 601 Handset

The following chapter contains basic instructions on how to use a PolyCom Sound Point IP 601
Handset.

3.1. Handset Quick Reference

Hookswitch /\Emlndiculor
e —1 . o
G - This will clert you to
v =077 incoming calls, new
= 2078 ursdery, Marcl
e = Thoreday. Morch 3 mess'nges, and other
Peu er Jam evenis.
For ringer und\ ;Uhn
handsree audio ( [ ew Cal |[ Forward ] T~

oulput. ™ Graphic Display
Shows information
about calls, messages,
soft keys, fime, dote,
and other relevant
dofa.

©®®

o=

\

Hands-free Microphone
This works best when the phone is placed on a hard, flat surface.

: 3.2. Placing a Call

Lift the handset and dial the number. ﬂ

For hands free speaker mode: press @ and then dial the number.

To dial a number from your call logs, use the arrow keys to find a number from your call lists or speed
dial index. Highlight the number you want to call and press the Dial key to complete the call.

Up Arrow: Speed Dial Info C
Right Arrow: Placed Calls Log 'C @ 3
Left Arrow: Received Calls Log \\I,ﬁ,

>

Down Arrow: Missed Calls Log -
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3.3. Receiving a Call

Lift the handset,@; or press @ for hands free speaker mode.

3.4. Hold

During a call, press or the Hold soft key.

To retrieve the call, press the Resume soft key.

3.5. Mute

During a call, press . The button lights up to indicate that the other party cannot hear you.

To turn off Microphone mute, press again.
3.6. Three Way Conferencing

1. Place a call to the first party.

2. Press L& | o the Confrnc soft key to create a new call (the active call is placed on hold).

3. Dial the phone number of the second party or use the arrow keys to access speed dial
numbers, missed, placed and received call lists. From one of these lists press the Dial soft
key.

4. When the second party answers, press Conference_| or the Confrnc soft key again to join all
parties in the conference, or press the Split soft key to put the first call on hold and keep the
second call as the active call.

A conference may be created at any time between an active call and a call which is on hold (on
the same line or another line) by pressing the Join soft key.

: 3.7. Splitting a Conference

When a conference has been established, a Split soft key is available. Pressing the key will split the
conference into two calls on hold.

38 Transferring a Call

During a call, press the Trnsfr soft key (the active call is placed on hold).

Dial the number to which you want to transfer the call.

Press the Trnsfr soft key again to complete the transfer. This can be done as soon as the ring
back sound is heard or you can wait until the third party answers and talk to them before
completing the transfer.

whh e

A blind transfer (without consultation) can be made by pressing the Blind soft key.

www.telovations.com
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|3.9. Voice Mail

Received messages will be indicated by a flashing Message Waiting Indicator LED on the front of the
phone and optionally a visual notification on the display. To listen to voice messages:

9. Press

10. Your phone will ring your Voice Portal.
11. Enter your pass code, followed by the # key.
12. Follow voice prompts to listen to your messages.

3.10. Forwarding Calls: Turn ON

1. Press the Fwd soft key from the phone’s idle display.
2. Enter a number or URL to forward all future calls to.
3. Press the Enable soft key to confirm Call Forwarding. A moving arrow replaces the usual
indicator for that line to confirm Call Forwarding enabled.
- 3.11. Forwarding Calls: Turn OFF

1. Press the Fwd soft key from the phone’s idle display.
2. Press the Disabl soft key. The line indicator will now display the regular icon.
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4. Toolbar

Telovations Telephony Toolbar is a desktop communicator that works with your telephone handset.
Working through Microsoft applications like Outlook and Exchange, you can easily manage all of your
everyday communications in one place. The following chapter contains basic instructions on using
your Telovations Toolbar.

4.1, Toolbar Quick Reference

@ | é‘} | 5 Services | & |@I| CumlmPiIDt-In Office - | rfa, E—% I'l_%.'l | @ E ﬁ & | Search + | Toolbar - Enterprise = -

= Dial Contack = Dial Number

-

sl Ll 18

l@

L2

S Services

)

| Commpilat - Mane

IE-

le-

|32

| search

B e w8 e

2l

Toolbar - Enterprise ¥ | =

5 Telovations Suppart

1% | Telovations Login

Dial Murnber

X E .

Connect: This shows if you are logged into the Telovations platform.

Options: Where you enter login during initial set-up and configure general connection
settings.

Services: Configure call control features and Voice Messaging Options.
Remote Office: Enable a remote location (home, hotel) to act as your work phone.

Simultaneous Ringing: This allows you to set up a list of up to ten additional phone
numbers that ring each time you receive a call.

Web Express: Enable pre-configured profiles — None, In Office, Out of Office, Busy, and
Unavailable.

Call Forward Always: Turn on/off the ability to forward all incoming calls to a specified
phone number.

Call Forward No Answer: Turn on/off the ability to forward all incoming calls to a
specified phone number if your phone isn't answered after a specified number of rings.

Call Forward Busy: Turn on/off the ability to forward all incoming calls to a specified
phone number if your phone is busy.

Do Not Disturb: Turn on/off the ability to send calls directly to voice-mail busy greeting.
Speed Dial 8/100: Click to view or call Speed Dial contacts.

Call History: View missed, dialed, and received calls.
Personal Directory: Access your personal directory.

Group Directory: Access the company-wide group directory.

Search: Perform a keyword search of directory listings.

Toolbar: Contains conferencing and informational links.

Dial Number: Remembers the last 10 dialed numbers for quick selection.

Answer answers an incoming call.

Hold: Place an active call on Hold.

Voice mail: Transfer an active call to voice mail, or dial your voice portal.
Transfer: Transfer an active call to another party.

End: Disconnect an active call.
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4.2. Placing a Call using the Dial Number Box

To place a call using the dialing box:

1. Highlight the Dial Number box.

2. Type in the number you wish to dial.
| 1234567591 -]

3. Press the Enter key.

4.3. Placing a Call from your Outlook Contacts

1. Open Outlook and click on the Contacts item in the Folder list.

| Mail
5 calendar
&=/ Contacts
] Tasks

2. Select the contact you wish to call from the contact list.

Phone Contacts

Business: %916] 555-5856

Doe, John
Business: (916) 5554545

3. Use the Dial Contact pull down list from the Telovations Telephony Toolbar to select the
contact phone number you wish to dial (Business, Home, or Mabile).

4.4, Receiving a Call

Pick up your handset. = : %0
nicoming Call:
Board Room

OR 0205

Click on the popup natification if you have an Advanced Call Control (ACC) compliant phone.
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| 4.5. Call Forwarding Always

This option forwards all incoming calls to a specified phone number. A reminder ring can also be

played to alert the user to the call-forwarding option being selected. The settings can be changed via

i+ Services

the

“ Telephony Toolbar Services

button. When this service is activated, the » icon in the toolbar changes to » .

Incoming Calls

Call Forwarding Always

Call Fonwarding Mo Answer

Call Forwarding Busy

Do Mat Disturb

CommFilot Express
Ayailable-ln Office
Avyailable-Out of Office
Busy
Unavailable

Simultaneous Ringing
Outgaing Calls

Automatic Calback
Call Control

Remote Office

Call "/ aiting
Messaging

Waice Management

Extenal Caliing Line 1D Delivery
Internal Caling Line 1D Delivery

Call Forwarding Always

i I Call Forwarding Alwaps + On O off

Calks Forward to: (5674

[ Play Ring Reminder when a call is forwarded

Call Forwarding Always: Automatically farward all your incoming
calls to a different phone number

Cancel

X

: 4.6.  Call Forwarding No Answer

This option forwards all incoming calls to a specified phone number when your phone is not answered

after the selected number of rings occur. The settings can be changed via the

When this service is activated, the & icon in the toolbar changes to & .

k ] Telephony Toolbar Services E|

Incoming Calls

Call Farwarding Always

Call Forwarding Mo Answer

Call Farwarding Busy

Do Mot Disturb

CommPilot Express
Availablen Office
Available-Out of Office
Busy
Unavailable

Simultaneous Ringing
Outgoing Calls

Automatic: Callback
Call Contral

Fiemate Office

Call'w/aiting
Mezzaging

Yoice Management

External Calling Line 1D Delivery
Internal Calling Line 1D Delivery

Call Forwarding Mo Angwer

t*‘i Call Forwarding Mo finswer % On 0

Calls Forward to; | 3678

MNuraber of rings before forwarding:

230 408508

Call Fonwarding Mo Answer: Automatically farward pour calls to a
different phone number when you do not answer your phone after a
certain number of rings

Cancel
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4.7. Call Forwarding Busy

This option forwards all incoming calls to a specified phone number when all the lines on the phone

. . . & Seryi . L .
are in use. The settings can be changed via the SY5%% putton. When this service is activated, the
ca icon in the toolbar changes to ca .
L Telephony Toolbar, Services El

Incoming Calls

Call Forwarding &hways Call Forwarding Busy

Call Forwarding Mo Answer

Call Forwarding Busy é Call Fonwarding Busy &+ On  of
D Mot Disturb

CommPilot Express Calls Forward to; |36574

Available-n Office
Available-Out of Dffice
By Call Forwarding Busy: Automatically forward your calls to & different
Unavailable phone nurmber whe your phone is busy.
Erternal Calling Line 10 Delivery
Internal Calling Line 1D Delivery
Simultaneous Ringing
Outgoing Calls
Automatic Callback.
Call Contral
Remote Office
Call W aiting
Meszaging
WVoice Management

Cancel

: 4.8. Do Not Disturb

This feature allows all incoming calls to be forwarded to a voice messaging service, with notification of

. . . . . - Servi

the user when this occurs, if desired. The settings can be changed via the S5 button. When
> . z

this service is activated, the ) icon in the toolbar changes to '

L Telephony Toolbar, Services El

Incoming Calls
Call Forwarding Always
Call Forwarding Mo snswer C
Call Forwarding Busy & DoNot Distwb & 0On o
Do Mat Disturb
CommPilot Express
Available-ln Office I Flay Ring Reminder when a call is forwarded
Available-Out of Office

Busy
Unavailable

D Mot Disturh

Da Mot Disturb: Automatically forward your calls to your voice
External Calling Line |D Delivery messaging service. if configured, othenvise the caller hears a busy
Internal Calling Ling 1D Delivery tane.

Simultaneous Ringing

Outgoing Calls
Automatic Callback

Call Cantrol
Remate Office
Call "W aiting

Messaging
Yoice M anagement

Cancel

4.9.  Web Express

Web Express (CommPilot Express) provides the ability to configure and manage inbound call flows.
Web Express allows you to configure up to four profiles to control inbound calls. Even when you're off-
site you can still manage your profiles on the Web or on the phone. With Web Express, you can work
efficiently without unnecessary interruption and manage calls based on your schedule and
preferences.

IMPORTANT NOTE: You should not configure other services, such as Call Notify, Call Forwarding, or
Simultaneous Ring if you use Web Express.

www.telovations.com 14

Download from Www.Somanuals.com. All Manuals Search And Download.



4.10. CommpPilot Express: None |

Selecting this option will not use any of Web Call Manager's profiles. Any other services that may be
activated will be used to handle incoming calls.

k Telephony Toolbar Services

Incoming Calls '
Call Forwarding &lways Eommilat Express
Call Forwarding Mo Answer
Call Forwarding Busy é CurertProfie  [CommPiot-None =]

Do Mat Disturb

Available-In Difice

Available-Dut of Office CommPilat Express: CommPilot Express allows you to pre-configure
four profiles to control your inbound calls. These profiles can
quickly be changed using the web or phone when you leave pour
desk or when you are at a remate lacation.

Busy

Unavailable
Extemal Calling Line ID Delivery
Internal Calling Line 1D Delivery
Simultaneous Ringing

Dutgoing Calls If you use CommPilat Express, it takes precedence over some of

your other zervice settings associated with processing incoming

Avtomatic Callback calls.
Call Control
Remate Office .
Call‘Waiting MNane turns this service off so that none of your other services are
affected.
Messaging

Woice Management

Cancel

4.11. CommPilot Express: Available in Office

This profile provides the facility to indicate how calls are handled when the user is located in the
office. The user can enable incoming calls to ring at additional phones and setup voice messaging to

take calls.

Incoming Calls

Call Farwarding Aways CommPilot Express : Available - |n Office

al Fnrward!ng Mo Answer Also ring this phane number:
Call Forwarding Busy

Do Mot Disturb EE

CommPilot Express
Available-n Office
Available-Out of Office
Busy ' Have Voice Messaging take the call

Unavailable
Extemal Calling Line 10 Delivery 7 Fonward to this Phone Number:

Intermal Calling Line 1D Delivery

Simultaneous Ringing
Outgaing Calls

Automatic Callback

Call Contral " Forward ta this Phone Number:

Remate Difice

If Busy :

IF Mo Ansiwer :

ave Voice Messaging take the :all

Call'w/aiting CommPilat Express - Awailable - v the office profile is used when
essaging you are working from your desk where your phone is located
“Woice Management

- Cancsl

4.12. CommPilot Express: Out of Office

This profile enables the user to dictate how calls are handled when he/she is out of the office, but
available to receive calls. Calls can be forwarded to different phones and notification e-mails can be
sent.

L Telephony Toolbar Services E|
Incoming Calls
Call Forwarding Always CommPFilot Express : Available - Out of Office
Call Forwarding Mo Angwer
Call Fanwarding Busy C A Y when a call comes in:
Do Mot Disturh & Have Voice Messaging take the cal
CommPilot Express
Awailabledn Office " Faward to this Phone Number

Available-Out of Office
Busy
Unavailable

Erternal Calling Line 1D Delivery

. . [v &lzo email me when a call comes in at:
Internal Calling Line |0 Delivery

Simultaneous Ringing Ermail hddress:
Outgoing Calls -

Automatic Callback ’W
Call Contral

Fiemote Dffice CommPilat Express - Available : Dut of office profile is used when

Call'waiting you are working away from pour desk for an extended period of
Messaging time.

Voice Management 15




4.13. CommPilot Express: Busy

With this profile users can indicate how calls are to be handled when they are busy. Calls from

selected numbers can be forwarded, calls can be sent to Voice Messaging, and an e-mail notification

can be sent when a call is received.

L J Telephony Toolbar Services

Incoming Calls
Call Forwarding Always
Call Forwarding Mo Answer
Call Fonwarding Busp
Do Wit Disturb
CornrmPilot Express
Available-In Office
Available-Out of Office
Busy
Unavailable
External Calling Line ID Delivery
Internal Calling Line 1D Delivery
Simultaneous Ringing
Outgoing Calls
Automatic Callback.
Call Cartrol
Remote Office
Call waiting
Messaging
oice Management

i3

CommFilot Express : Busy
v Send all calls to Woice Messaging except calls
fram these Phone Mumbers

|5573

|z345
‘whhich will be forwarded to : |9876

Also E-mail me 3 nolification when aYoice
v X
Message is received to :

|\ohn@doe com

CommPilot Express - Busy : Busy profile iz used when you are
temporarily unavailable to take calls, when you are in a meeting for
instance.

Cancel

4.14. CommPilot Express: Unavailable

This profile enables users to specify how calls are handled when they are not available. For example

when you are on vacation, calls from selected numbers can be forwarded and users can specify a

Voice Messaging greeting to be heard by all callers.

“ Telephony Toolbar Services

Incoming Calls
Call Forwarding Always
Call Forwarding Mo Answer
Call Farwarding Busy
Do Mot Disturb
CommPilot Express
Availabledn Office
Available-Out of Office
Busy
Unavailable
Ewternal Calling Line |0 Delivery
Internal Calling Line 1D Delivery
Simultaneous Ringing
Outgoing Calls
Automnatic Callback
Call Control
Remate Difice
Call W aiting
Mezzaging
Yoice Management

(x|

CommPilot Express . Unavailable

& I Send all call: to Voice Messaging except calls

from these Phone Numbers

|3455

|55?ﬂ

“which wil be forwarded to : |8765

Have Voice Messaging take the call using

& No answer Greeting

" Unavailable Greeting

CommPilot Unavailable : Unavailable profile is uzed outside of
business hours, or when pou are on vacation or haliday.

Cancel
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4.15. Simultaneous Ringing

This feature enables the Toolbar to alert other phones when incoming calls are received. The user

has the option of disabling this service during calls.

‘ Telephony Toolbar Services

Incoming Calls
Call Forwarding Always
Call Forwarding Mo Anewer
Call Farwarding Busy
Do Mot Disturb
CommPilot Express
Available-In Office
Available-Out of Dffice
Buay
Unavailable
Extemnal Calling Line 10 Delivery
Internal Calling Ling I Delivery
Simultaneous Ringing
Outgaing Calls
Automatic Callback
Call Cantrol
Remate Office
Call Waiting
Messaging
Woice Management

X

Simultaneous Ringing

m Simultaneous Ring + 0n " oft

How to handle incoming calls
~ Don't ring my Simultaneous Ring Mumbers if 'm
already on a call

« Ring all my Simultaneous Ring Mumbers for all
incoming calls

Sim Ring Phone List

BE78
3458

Simultaneous Ringing: Allows you to list numbers you would ke to
fing in addition to wour business phone when you receive a call.

4.16. Automatic Callback

This feature allows a Toolbar user to monitor a busy party in your group and automatically establish a
call when the busy party is available.

417. Remote Office

This feature allows the use of another phone instead of the normal business phone.

4.18. Voice Management

£ Telephony Toolbar Services

Incoming Calls
Call Forwarding Always
Call Forwarding Mo Angwer
Call Forwarding Busy
Do Mat Disturb
CommPilot Express
Available-ln Office
Available-Out of Office
Busy
Unavailable
Estemal Calling Line 1D Delivery
Internal Calling Line ID Delivery
Simultaneous Ringing
Outgoing Calls
Avtomatic; Callback
Call Control
Fiemate Office
Call " aiting
Messaging
Woice Management

Automatic Callback.
=
Automatic Callback © On

Automatic Callback: Allows you to monitor & busy party in pour
group and automatically establish a call when the busy party is
available.

- Cancel

L Telephony Toolbar, Services

Incoming Calls
Call Forwarding Always:
Call Forwarding Mo Answer
Call Forwarding Busy
D Mot Disturb
CommPilot Express
Available-n Office
Available-Out of Dffice
Busy
Unavailable
Erternal Calling Line 10 Delivery
Internal Calling Line 1D Delivery
Simultaneous Ringing
Outgoing Calls
Automatic Callback.
[l Dbl

Meszaging
WVoice Management

X

Remote Office

@ Remate Office: ' 0On  of

Remate Office Number:

5676

Remote Office; Allows you to use your home phone, your cell
phane ar even a hotel phone a3 pour business phone
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Voice Management allows users to specify how voice messages are handled. Unified messaging
allows voice messages to be captured and forwarded to a particular e-mail address. The Phone
Message Waiting Indicator is a visual reminder on the phone that a message has been recorded.
Furthermore, e-mail notifications can be made of the recorded voice message.

"_ Telephony Toolbar Services E|

Incoming Calls
Call Forwarding Always “Waice Management
Call Forwarding Mo Answer Yoice Messaging. ™ On O
Call Forwarding Busy *
Do Mot Disturb
CommPilot Express
Availabledn Office

Available-Out of Office v Use Phone Message ‘walting Indicator
Busy " Forward it to this e-mail addiess
Unavailable

Euternal Calling Line 1D Delivery ‘
Internal Caling Line 1D Delivery

SinuforcusFrng e L e —
Outgoing Calls

Automatic Callback | 2l e e ey o i W
Call Contral voice message to

Remate Difice [y

CallWaiting v lLan:E’:r. an ' to Phone ’55?87
Meszaging

Yoice Managemert “Woice Management: Allows you ta specity haw to handle your

wOICE Messages

Caneel

4.19. Toolbar Links

The drop down list allows Toolbar users to access links to other Telovations Services. Services
currently include:

e Conferencing
e VoIP Services

fl Telephony Toaolbar %

Conferencing Login

Voip Services

5. TeloPortal
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The TeloPortal is a Web site you can use to make changes to your phone settings and account. Many
of the features in the Teloportal can also be changed through your handset or Toolbar. If you became

a customer before 9/1/2006, you will login to the Web Portal. If you became a customer after

9/1/2006, you will login to the Teloportal.

The following chapter is a brief look into a few of the tasks for which you can use the Web site. If you

would like to read a more detailed explanation of how to use each feature, logon to

www.telovations.com and visit the support link to download the entire manual.
51. Logging In
Take the following steps to open your Web Interface login page:

Launch Microsoft Internet Explorer (version 5.0 or higher).

1.
2. Go to Telovations Web address: www.telovations.com.
3. Click on the Login tab.

DD @ D8O comwrinmoter A AA S QDA S e ] | i ook - Dstwmn
ke BN LR
[ ————

4. Click on the TeloPortal link.
5. Fill in your user name and password.
6. Press Login.

P Elovations. s e e e

5.2. Editing Your Password
www.telovations.com
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Use this procedure to reset your Web access or voice portal password. Note: If you reset your
password, you will need to update the new password in your Toolbar under the options section.

1. Log in using the instructions listed on the previous page.

2. Click Profile on the Options menu.

‘Welcome Esther Kraus [ oo

Profile
Advanced

Pianes G e éras B in i cabegor an ensbled

3. On the User — Profile Menu page, click Passwords. The User- Passwords page appears.

‘Welcome Esther Kraus oo

Passwords
Pastwieds aRws you Confipue your pas Swnds forhe wes pontal ssdion vice portal

pastwont ) Set voice pertal passwien

Click the radio button to indicate which password you are changing. To change the password
that gets you into the Web Interface Portal, click Set Web access password. To change the
password for your voice messaging options, click Set voice portal password.

Type your current password. Type the password exactly as you do when logging into the
system, including capitalization.

Type your new password. Type the password exactly as you do when logging in to the system,
including capitalization.

Type the new password again. Re-type the new password exactly as it was typed the first
time, including capitalization.

Save your changes. Click OK. OK saves your changes and displays the previous page. To exit
without saving, click Cancel to display the previous page. Web access passwords are
alphanumeric combinations that must begin with a letter. Voice portal passwords are numeric
characters only.

Call Forwarding Always: Turn Forwarding ON
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Use this procedure to redirect your calls to another number.

54,

5.5.

1. Onthe User — Incoming Calls menu page, click Call Forwarding Always. The User — Call
Forwarding Always page appears.

‘Welcome Esther Kraus [ -oout

Incoming Calls
Basie Advanced
Ananymous Rejestion - O Bytematic Held Retrisve - Of

Puirerrl a caller hom swiching you whin B calier bk anplieily  Auloenaticaly placs mncersing el on held, or susimatcally rlriens
Pestictisd hisiher ferer an el canl

Calling Ling 1D Blocking Overrids - Off altarnate Humbers
Allows 2 uSer e pvermide Caking ling ientty presentation Allow PRING FRamhers Wit gach
reairictiang. numbET R M’\:ammrm finging patam

Call Centers
Dispeay the cal centers Bl you B210ng 10 and 3liow 103 in or leg out
fram hose call centers.
Gall Forwarding elective -
Your Incoming caks
i, Bach 4% the ghane number, bme

numbr e pre-
of iy e iy of w

AuftensAcaly farward vour callz 16 3 dfierent chane umberwhen  -2MmMPIof Exp 1
YOUT GEGND 5 by, Manage incomies calts hased on four B configened proins.

all Forwarding Mo Answer - B
- il b 4 e tun Ringyo 1 4 disbinclive ting whin pra-Safisad cifiria,
5 AT ouk BB ST & BN BTG of gs suth as s o diry or Qi o week, ane el

Welcome Esther Kraus | o

Call Forwarding Always

Gl Farwarding Atwirys s you Lo Rarward sl jur nGering als b & dferent phensg funser or SIP-URI, suth &5 o rume o
cul phene. Tiou £4n 10 mak yeur prir u.rrnlw 1 @I @ ShOML PG LS ¥ infNm o o dnd e Lo your BEOnG westn T

Sawarded oy uging the Fing Femind i senvice i mad on and you are a—rn.rnuman-
9% meaks ealls s [T
u.luur\. mmul- o can #s0 o o S ] [ o It ghone ugng e Mahre

aecw

Call Fovwarding Mwirs. C)im ) o
= Calls Furwand b phong fueier JSE-URL 1238286781

For Call Forwarding Always, click “On”.

[} Play Fiing Foeminder whan a call i5 farwarded

Type the number to forward your calls to in the Calls Forward to text box (dashes, parentheses, or

spaces are not necessary). If this number is not one assigned to the group, type the complete

number: +<country code> <national number>. For example, “+1” must precede long distance calls
within the U.S. This is required information when the service is on. The text box must be populated

with a valid phone number.

To cause a short ring burst to be played at your office phone when a call is forwarded, check Play

Ring Reminder when a call is forwarded.

Save your changes. Click Apply or OK. Apply saves your changes. OK Saves your changes and
displays the previous page. To exit without saving, select another page or click Cancel to display

the previous page.

Call Forwarding Always: Turn Forwarding OFF

On the User — Incoming Calls menu page, click Call Forwarding Always. The User — Call

Forwarding Always page appears.

For Call Forwarding Always, click “Off”.

Save your changes. Click Apply or OK. Apply saves your changes. OK Saves your changes and
displays the previous page. To exit without saving, select another page or click Cancel to display

the previous page.

Call Forwarding Busy: Turn Forwarding ON
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5.6

1. On the User- Incoming Calls menu page, click Call Forwarding Busy. The User — Call Forwarding

Busy page appears.

‘Welcome Esther Kraus [ -oout

Incoming Calls
Basie Advanced

bnonymous Rejsstien - Off Butematis Held Batrisve - Of

Puiresrl & caller from swiching you whin Bas calier has ety e incsreing cals on held, or suamatcally el
Pestictisd hisiher ferer
Salling Line 10 Blosking Qverride - Of Alternate Numbers

Allows 3 user sy peemide caling ling kentty presentation b a PN rEmBers a . WiF gach
reshietang UMb Aadng 3 Sstnetie ringing Eanam

Calling Name Retrieval = Off Call Centers
Provede & callers name by refieing T caling name from e Dispeay the cal centers Bl you B210ng 10 and 3liow 103 in or leg out
fram hose call centers.
Call Forwarding Selective - Of
ncoming £aks 3

number wEn gre-defined enlers, 59 45 the Ghang number, ine
o @y e diay of waik, e et

CommPilat Exprass - Tt

Nanage Incomisg calks basad o fosr pr-configared proties

 dhsbnctive ring whin pre-dafid criteria,
e, st 01 iy 01 cliy o W, dre mel

‘Welcome Esther Kraus [ -oout

Call Forwarding Busy

Call Forwarding Rusy allows you o forward sl your ncoming calls to & difersnt phona nemar o SIPURI ITyour prhona & cumantly busy.
Vb s service when risd woukd raler hive @ secretany o Co-worken recee e call vilesd of the Caller being sent 19 youwr voike.
MesEaging bom Motk hal the Jddiess (phone number o SE-URD you farwand your calks 10 must be pemiibied by your oulpoing calling pEan.
g can [ o 5P I}

Call Forwarding Busy ) on o

* Calls Forward 32 phone nomeer | $9-URL 1238551234

2. Click “On” for Call Forwarding Busy.

3. Type the number to forward your calls to in the Calls Forward to text box (dashes, parentheses, or

spaces are not necessary) If this number is not one assigned to the group, type the complete
number: + <country code> <national number>. For example, “+1” must precede long distance calls
within the U.S. This is required information when the service is on. The text box must be populated
with a valid phone number.

Save your changes. Click Apply or OK. Apply saves your changes. OK Saves your changes and
displays the previous page. To exit without saving, select another page or click Cancel to display
the previous page.

Call Forwarding Busy: Turn Forwarding OFF

Use this procedure if you do not want to redirect your calls to another number when you are engaged in a

call.

On the User — Incoming Calls menu page, click Call Forwarding Busy. The User — Call Forwarding
Busy page appears.

Click “Off” for Call Forwarding Busy.

Save your changes. Click Apply or OK. Apply saves your changes. OK Saves your changes and
displays the previous page. To exit without saving, select another page or click Cancel to display
the previous page.

Call Forwarding No Answer: Turn Forwarding ON
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Use this procedure to redirect your calls to another number after a pre-defined number of rings.

58,

1. Onthe User — Incoming Calls menu page, click Call Forwarding No Answer. The User — Call

Forwarding No Answer page appears.

‘Welcome Esther Kraus | oo

Incoming Calls
Basie Advanced

bnonymous Rejsstien - of Butematis Held Batrisve - Of

ler fin siisching you whins B callar hak saglieily  Auleenaticaly glace incersing calls on hisld, or sulamatcally relrievs
nismer o an el canl

Calling Ling (D Elocking Override - Orf Alernate Humbers
Allows 3 uger sy veemide caling ling a TN MRS and BeeNTHNg, Wil eath
reshietang UMb Aadng 3 Sstnetie ringing Eanam

Calling Mame Retrieval = Off Call Centers
Prireadi & Caller's name by g T caling name from P ity e cal centirs Teal you Esong 10 and alkow 103 in or leg out
ok from hase cal conters

Call Forwarding Always - Off Call Forwarding $elective -

Autnenaticaly Sarward &1 your incoming £als i your Incoming £aks
umbe: weEn pre-defingd coleris, SwEh 45 e ghane number, lime
of iy e iy o wabi, i e

3 dfierentghane rumberwhen 2000

n A

barwden  Ring ad
W YU phone Tl8in Fmber of ings. ‘Such % phore numbes, b of din or dey of wees, ane met

‘Welcome Esther Kraus [0

o= Call Forwarding No Answer
Arciwine @il your calis 0 a o ol or E1P- Fat AW T your phime:
LA i Ut i ssbrvics wehvtrs peva il vfar hirvs & Sscrebany or Co-worksn recai Sa cal imsland of the caller Buing e fo yie viics

MEEEAGInG bu ifyou miss 4 cal

Call Feewaeding M Aniwar

= Calls Farwand 33 phand husisdr [ SE.LIR

Number of rings before forwarding: CiMane 02 @304 0506

For Call Forwarding No Answer, click “On”.

Type the number to forward your calls to in the Calls Forward to text box (dashes, parentheses, or
spaces are not necessary). If this number is not one assigned to the group, type the complete
number: +<country code> <national number>. For example, “+1” must precede long distance calls
within the U.S. This is required information when the service is on. The text box must be populated
with a valid phone number.

Click the button that indicates the number of rings before forwarding.

Save your changes. Click Apply or OK. Apply saves your changes. OK saves your changes and
displays the previous page. To exit without saving, select another page or click Cancel to display
the previous page.

Call Forwarding No Answer: Turn Forwarding OFF

Use this procedure if you do not want to redirect your calls to another number after a pre-defined number of

rings.

5.9,

On the User — Incoming Calls menu page, click Call Forwarding No Answer. The User — Call
Forwarding No Answer page appears.

For Call Forwarding No Answer, click “Off”.

Save your changes. Click Apply or OK. Apply saves your changes. OK saves your changes and
displays the previous page. To exit without saving, select another page or click Cancel to display
the previous page.

Feature Access Codes Section
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You use this page to display the functions you can perform by dialing a prefix, followed by an assigned two-
digit code on your handset. However, if this feature has not been assigned to you, you see this message:
You do not currently have any services which require Feature Access Codes.

To perform the functions listed in the Feature Access Code section, dial the prefix (or the alternate prefix)
followed by the two-digit feature code. You can activate and deactivate any of these services by dialing one
of the allowed prefixes followed by the assigned two-digit code.

To get to the Feature Access Code Section use the following steps:
1. Click Utilities on the Options Menu.

‘Welcome Esther Kraus | oo

Utilities
Basic

Authsntization
Pt ! ofan P p thormed 1o thi ysdem

Foature Access Godes

Displayhe featre acoes5 Codes (star codes) for your senices
Group DIreciary

Display e growp dreciony ist

Intersept User - St

Prieekml your phors muesiSer rom resesing Al

2. Click the Feature Access Codes Link.

‘Welcome Esther Kraus | oo

Feature Access Codes

f -0uEE Irst the slar codes fos ceE il h
Bome reguing S53M0na1 Iomalian Luch 45 3 phond numbr, b
accann o

T activale 4 Serice, Bl e ™ kery and the rumber S3liewd by B F key,
2 Veus hanpe your fastire

#1 Autermilic Calitick Dedctivation
T2 Gall Fowarding Awars Actiation
13 GakForwsdng Awars Deacivabon

T Caling Ling I Daiwery Slocking per Cai
S Caling Ling ID Dalvary pér Call

THY Cabl Rom

70 Cancal Call¥amng

THO Gl Voite Message Waling inds stor
57 Cuslemar Onignaied Trace

97 Dinecled Cab Pickas

3. For additional instructions or definitions click on the Help link and a new page will pop up with more
information about the codes.

6. Additional Telovations Information
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Telovations Contact Information:
Customer Service and Technical Support:
support@telovations.com
813.774.4370 - Option 1

Billing Department:

billing@telovations.com
813.774.4370 - Option 3

: 6.1. Telovations E-mail

1. Launch Microsoft Internet Explorer (version 5.0 or higher).

2. Enter the Telovations Web address: www.telovations.com.

3. Click on the Login tab.

4. Click on the WebMail link.
80 |GwrenD[$ 0] commivone BAAASONAM G G
s e > LR

Business Phone Systoms and Ser— i

P 1elovations. o raes | e | oy v [ s [l R

L___ = Login

i appaeston bekein login b

Support

et pa®

5. Fillin your Username and Password.
6. Press Login.

6.2. Online Billing

1. Launch Microsoft Internet Explorer (version 5.0 or higher).
www.telovations.com
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2. Enter the Telovations Web address: www.telovations.com.
3. Click on the Login tab.
4. Click on the Billing link.

P ——
O[3 W B[ 8 [D] commmrvome v AAAL QDA B e ) | & e - Bt
thaf vt RS K )

Business Phone Systems and Sere L

P IRIOVAtIONS. e o | o W_@
-'_-09"‘

Piaase sHact 3n 3ppacaan bele i logn b

Customens tedore Cuntomers after
W0 W08
S

5. Fill in your User ID and Password.
6. Press Log in.

M
Sy “@e (=F

[ T T TR I e e am——" -
o EX T
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