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1 About This Guide

Telephony Toolbar - Corporate is a carrier-class, lightweight desktop communications
management product for everyday users of Microsoft Outlook, Microsoft Internet Explorer,
or Mozilla Firefox with the TelPack telephony soft switch platform.

With this product you can manage your incoming and outgoing messages, maintain up-to-
date connection information, and configure controls on your calls and voice mail.

This guide provides step-by-step procedures and reference information for Telephony
Toolbar - Corporate Release 7.1.

In this document, Telephony Toolbar - Corporate is interchangeably referred to as TelPack
Toolbar, Telephony Toolbar, Toolbar i Corporate and Toolbar.

1.1 Open Telephony Toolbar - Corporate

Telephony Toolbar is an add-in to Microsoft Internet Explorer, Outlook, and Mozilla
Firefox, and provides new toolbars to access TelPack Service and Call Management
features within your web browser and mail client.

When you open Internet Explorer, Outlook, or Firefox with the Telephony Toolbar you see
the following toolbar. Most buttons are disabled until you log in.

NOTE OnlyTelephony Toolb&orporatis available for use with Microsoft Outlook.

® | & Woevices | [ Anywhere ~ | B | ) || CommPilot - None | A&EASH @3 A R | ~ | ) Conferencing/VaIP Services ~
Dial Number h @

Figurel Toolbai Corporata Internet Explorer

D S} ) Services B Anywhere ~ | 8 @ CommPilat - Nane v & é é [3] @ 3 .\ & Search | ) Conferencing/ValP Services +
Diial Number -7 @

Figure Toolbai Corporata Mozilla Firefox

@ @ ) Services Anywhere = g @ CommpPilat - ... = é é fﬁ fgj @ E] .\ & Search = Conferencing/\VolP Services =

Dial Mumber = |<_5ﬂ

Figure3 Toolbai Corporatan Outlook
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1.2 First Time Login

Logging in to Toolbar identifies you to the servers that manage your phone services. This
iS SO you can receive, initiate, and control calls directly from your computer.

When you log in for the first time, you need to configure your connection settings as
described in the following steps. Once these settings are configured, you do not need to
provide them again.

You can log in directly from the toolbar by clicking Login.
1) Click Login on the toolbar.

Toolbar opens the Options dialog.
2) Click Accounts.

3) To configure your account settings, enter the user name and password for your
TelPack account in the fields provided.

4) Check the Save Username and Save Password options if you want to avoid being
prompted for this information next time you log in. Your password is encrypted for
greater security.

5) Click Apply.

General
o Account
WP Connection
D Dialing Fules At login when connected ko nebwork,
I.__.J-| Outlaok, [ntearation

I.__)-I Contactz

General Optionz

Web Screen Pop Blerts
@ Ipdates
) Bbout [ | Hide call notifications
Language
Language "

[ ] 5ynchronize language with service profile

k. ] [ Cancel

Figurel Option®ialogi Accounts Page

6) Configure your server connection by clicking Connection.
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7) Enter the server URL and port number in the fields provided. Consult your system
administrator for the necessary values.

8) Click Apply.

(2 Telephony Toolbar - Options

General
L &5 Account

Service Connection Infarmation

Q Dialing Rules Host Address:
l._J-I Outlook Integration

.-_J-| Cantacts Huost Port:
Web Screen Pop

@ Updates

& About

[ OF. l ’ Cancel

Figuré Options DialégConnection Page

9) If you use a proxy server to access the internet, click Update.

10) Enter the proxy server information in the fields provided. Consult your system
administrator for the necessary values.

11) Click Apply.

(& Telephony Toolbar - Options
General
i i& Account .
&P Connection Prosy Server Information
a Dialing Rulez [ Use a prowxy server to check for updates
l._J-l QOutlook Integration
.-_J-l Contacts Type:
een Fop
Server Port:
User I0: Password:
|

Figures Options DialédJpdate Page
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NOTE The proxy server is not used to corfleetétPackor telephony services; it is
used onlto silently check for availabtébaupgrades.

12) To configure your general settings, click General in the tree view to the left of the
Options dialog.

13) Check Auto login on start-up to have Toolbar connect automatically to the TelPack
server when you start Internet Explorer, Firefox, or Outlook.

14) Check the Auto login when connected to network to have Toolbar connect
automatically to the TelPack server when a network connection is available.

15) The Language drop-down list allows the option of changing the language from the
default English (U.S.). The language options are:

— English (U.S.)

—  French (France)

— German (Germany)

— ltalian (Italy)

—  Spanish (Spain)

— Spanish (CALA), for Central and Latin America

— Simplified Chinese (PRC), for Peopleds Republ
— Any custom language the administrator has specified

Selecting the desired language, click OK and restart Toolbar for the changes to take
place.

16) Synchronize language with service profile, when checked, enables Toolbar to
automatically match the application language to the language set within the TelPack
subscriber& profile after signing in.

NOTE If no profile match is found, the lamgunaigset to the current language.

17) Click OK.
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]

General
L :Qn_.‘ Account _
@ Connection Gereral Options
£ Dialing Rules Ata login when conrected to network
I.__)-I Outlook Integration

I.__)-I Contacts
@ ‘web Screen Pop Blerts
G |Jpdates
@ About [ Hide call notifications

Language
Language w

[ Synchronize language with service profile

T

FigureZ Options Dialédgseneral Page
18) Click Login again to finish the login process. If your configuration and credentials are

correct, you are connected to the TelPack server and the buttons on your toolbar are
enabled.

0] m W] Services E Amywhers ~ 8 @ CommPilot - None v é & & E] Q Zl .‘\ & Search | ) Conferencing/VolP Services =
Dial Mumber » ‘ﬂ

Figure3 Enabled Toolbar

1.3 Subsequent Use

Once you have configured The Telephony Toolbar with the settings it needs to connect to
your service provider, you can log in without having to provide that information again.
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2 Using Toolbar

When you have successfully logged in to Toolbar, most of the buttons on your toolbar are
enabled.

2.1 The Toolbar

0] m W] Services E Amywhers ~ 8 @ CommPilot - None v é é a @) @ Zl .‘\ & Search | ) Conferencing/VolP Services =
Dial Mumber » ‘ﬂ

Figure® Toolbar

The following provides the names to the buttons. This is followed by more detailed
information.

Detailed Description of Buttons

Login: Logs in and out of Toolbar. The color of this icon indicates your login status.

A grey icon indicates that you are not logged in. A green icon shows that you are
currently logged in. A disabled button shows that Toolbar is attempting to log in. A
red button indicates that your last login attempt failed.

O

FigurelO Login Button

Options: You can configure your TelPack account, connection settings, and dialing rules
through this dialog. This icon is highlighted when open.

Figurel1 Options Button

Services: You can configure the Call Management services provided by Toolbar. This
icon is highlighted when in use.

] Services

Figurel2 Services Button

Anywhere: Displays the list of all available BroadWorks Anywhere locations configured in
the system and allows you to enable or disable BroadWorks Anywhere locations by
clicking to the left of the location entries. An enabled location has a check mark
beside it.

Anywhere =

Figurel 33 Anywhere Dralown List
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ui I,
v 11111111 Johan

1112291 Thomas
v 44445555 Navanit

Figurel44 Anywhere Drajpwn List Expanded Listing Available Locations

Remote Office: When activated, this service allows you to use an alternate phone, such
as a mobile, home, or hotel phone, as your main business phone. When this service
is enabled, the icon is highlighted.

If Remote Office is not yet configured when you use this icon, Toolbar opens the
Services dialog to the Remote Office page so you can configure the service.

Figurel® Remote Office Button

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. While the service is enabled, the icon
remains highlighted.

If Simultaneous Ringing is not yet configured when you use this icon to activate the
service, Toolbar opens the Service dialog to the Simultaneous Ringing page for you to
configure the service.

Figurel® Simultaneous Ringing Button

Current CommpPilot Profile sets the current CommPilot Express profile, which
determines the way the system handles incoming calls. You can configure the
settings for your CommPilot Express profiles in the Services dialog.

ZommPilat - Mone w

Figurel77 CommPilot Profile Button

Call Forwarding Always Service automatically forwards all incoming calls to a specified
phone number. When this service is enabled, this icon remains highlighted.

If Call Forwarding Always is not yet configured when you use this icon to activate the
service, Toolbar opens the Service dialog to the Call Forwarding Always page for you
to configure the service.

Figurel 8 Call Forwarding Always Service Button
Call Forwarding No Answer Service automatically forwards all incoming calls to a

specified phone number when you do not answer within a specified number of rings.
While the service is enabled, the icon remains highlighted.
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)

Figurel® Call Forwarding No Answer Service Button

Call Forwarding Busy Service forwards all incoming calls to a specified phone number
when you are busy on other calls. While the service is enabled, this icon remains
highlighted.

If Call Forwarding Busy is not yet configured when you use this icon to activate the
service, Toolbar opens the Services dialog to the Call Forwarding Busy page for you
to configure the service.

Figure® Call Forwarding Busy Service Button
Do Not Disturb Service automatically forwards all incoming calls to your Voice

Messaging service, or plays callers a busy tone if you do not have a Voice Messaging
service configured. While the service is enabled, this icon remains highlighted.

2
Figure1l Do Not Disturb ServicedButt

Speed Dial Directory allows you to dial phone numbers saved in your speed dial list by
clicking them with your mouse.

Figure2 Speed Dial Directory Button

Call History opens the list of your most recent received calls, missed calls, and dialed
calls.

-
-
—

Figure33 Call History Button

Personal Directory allows you to dial phone numbers saved in your personal list by
clicking them with your mouse.

Figure44 Personal Directory Button

Group Directory permits you to dial phone numbers saved in your personal list by clicking
them with your mouse.

i)

Figure2% Group Directory Button
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Search hunts in the group, personal, Outlook Express, and Lightweight Directory Access
Protocol (LDAP) directories for the criteria you enter.

Search b

Figure@ Search Button

Toolbar i Corporate drop-down list contains URLs preconfigured by your service
provider administrator. Select an item from the list to navigate to that page in your
web browser.

Figure77 Toolbair CorporatBropdown List Button

Dial Contact dials the business, home, or mobile number of a selected contact within
Microsoft Outlook.

Figure8 Dial Contact Button

Dial Number dials a specified number.

Dial Murmber W

Figure® Dial Number Combo Box

Answer answers an incoming call.

%

Figure8M Answer Button

Hold puts the current call on hold.

N

Figure811 Hold Button

Transfer to Voice Mail transfers the current call to your Voice Messaging service. If the
color of the envelope icon on the Transfer to Voice Mail button changes, as illustrated in
Figure 338, then a new voice mail is available.

&

Figure82 Transfer to Voice Mail Button
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Figure83 Transfer to Veid/ail Button with Voice Mail Waiting Indication

Blind Transfer transfers the current call to another phone number.

M4

Figure844 Blind Transfer Button

Conference Call starts a conference call that can include 3 to 32 callers. This button only
becomes enabled when you are connected to two other parties at the same time.

Figure8® Conference Call Button

End Call ends the current call.

%

Figure86 End Call Button

Call Lines lists your phone numbers you are currently connected to.

Figure377 Call Lines Dralown List

2.2 Make Call

2.2.1 Dial Number

To dial a new number:
1) Type the number in the Dial Number box.

2) To place the call, press ENTER.
3) Toend the call, click End.

| Dial Number b % ﬁ % firstmamel lastnamel [Incoming]

Figure88 Dial Number Box

To redial a previously dialed nhumber:

1) Select a number by clicking on the arrow at the right-hand side of the Dial Number
box.

A list of up to 10 previously dialed numbers is displayed.
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2)
3)
4)

Click on a number in the Dial Number list.
To place the call, press ENTER.
To end the call, click End.

ontact ~ iIther - & II ﬁ N * ’| |-

Figure8® Ralial Previous Number

2.2.2 Dial from Web Page

To dial from aweb page:

1)
2)
3)

Select the phone number displayed on a web page.
Highlight the number with your mouse.

Right-click the highlighted phone number and select Dial from the pop-up window.

HNORTH AMERICA EUROP
Gaithersburg, Maryland Belfast
Corporate Headquarters Ireland
220 Perry Parkway EMEAH

Gaithersburg , MD 20877 Broads
04401 The Inn

{ Copy

Select All
Montreal, Canat  pyjnt,,,
R & D Facility
7405 Transcang
Suite 201
Saint-Laurent, (=
Canada

Print Prewiew. ..

Figuret0 Dialing from Web Page

2.2.3 Dial from E-mail

NOTE At the tintbis document warénéd,this featuneas only available in Outlook 2002
and Outlod003.This isby desigra limitatiorf @utlook 2000 and Outlook 2007.

Make sure that the e-mail you wish to dial from is in the HTML format. To dial a contact
from an outlook e-mail, follow these steps:

1)

2)
3)

Open the e-mail that contains the phone number you wish to dial. Make sure it is
either an open message or in the preview format.

Use your mouse to highlight the number you wish to dial.

Right-click the highlighted number. A drop-down list appears. Click on Dial. The
phone call is now placed.
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[555 5555

=3 Copy

Save Picture As. ..

Save Background As. ..

Select Al

Views Source

Edit Message

4 LookUp...

ig  Translate..,

=1 Properties

| Dl

Figured1l Rightlick toDial from nail

2.2.4 Dial from Contact List

With Toolbar i Corporate you can dial the home, business, or mobile number of any
contact directly within Outlook.

1) Click Contact in the folder list.
2) Select the contact you wish to call from the contact list.

3) Click the arrow at the right-hand side of the Dial Contact drop-down list, on the
Toolbar within Outlook.

4) Select the type of number to call.

§D|al Contact v | Dial Number . % II ﬁ o N

Home
Mobile CON HELPDESK
pox - Paul Mat| Business: 51 Business: +1 (240) 364-5335
8 Contacts E-mail: helpdesk@broadsoft.c... E-mail: helpdesk@broadsoft.c...
] Telephony Toolbar First Name:  HELPDESK First Name: ~ HELPDESK
% | Telephony Toolbar

Current Yiew
&) address Cards

O Detailed Address Cards
() phone List

Figured2 Dialingrbm Contact List

2.2.,5 Dial from vCard
To dial from avCard in Outlook 2000/2002/2003:
1) Click Contacts in the folder list.

2) Double-click the contact you want to call. Outlook opensthe cont act 6s v Car d.

3) Click the arrow at the right-hand side of the Dial Contact drop-down list, on the
Toolbar within Outlook.
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4) Select the type of number to call.

! Fle Edit Yew Insett Format  Tools  Actions  Help

{|Dial Contact ! [l Save and Closs ﬂﬁ =TT 4 I
Business |:|||:|| |B I U= =

Harme
Activities Certificates all Fields
Maohbile
FullNare. .. HELPDESE
Job kikle: IT
COmpant: Broadsoft
File as: HELPDESK.

Figuret3 Dialing from vCard

To dial from a vCard in Outlook 2007:
1) Click Contacts in the folder list.

2) Doublecl i ck the contact you want to call. Outl oo
3) Click the Telephony Toolbar tab.

4) Select the type of number to call.

Dn [ a* ¥ |5 Contact - Contact = X
— Contact Insert Format Text Developer Telephony Toolbar L7
Home Business Mobile

Dial

Figured44 Dialing from Outlook 2007 vCard

NOTE If there is no number specified for a contact, but you click on the Hpone, Business
Mobile buttons in your vCard riblmoessagappears t at i ng fiNo number i s spe
c o nt ac tbypdemgnaTritat®n of Microsoft Outlook 2007 API.

2.2.6 Dial from Personal Directory

You can directly dial any number stored in your personal directory as it is integrated with
the contacts in Toolbar.

1) To open the personal directory, click Personal Directory on the Toolbar.

This page can be printed using the host application. Users with Microsoft Windows
XP Service Pack 2 installed may encounter a warning when opening the Personal
Directory. For more information, see section 5 Troubleshooting.

2) To sort the personal directory, click on a column header. The table is sorted, in
descending order, according to the information in the column you selected.

3) To change the sort order between descending and ascending, click on the same
column header again.
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4) To dial a number from the personal directory, click on the desired phone number.
Toolbar places the call.

@ @ &) Services Q @ CommPilat - Mone = Lfs & '5 @] @ . |§ & Search = | Assistant Enterprise = B
{ Dial Contact = Dial Number '\II@N"| i’ .|‘_.

Contacts « || 84 Telephony Toolbar - BroadWorks Assistant Enterprise - Personal Directory

}3] All Contact Items hd )\

My Contacts &

&= Contacts

&= Telephony Toolbar

Figurel® Personal Directory

2.2.7 Dial from Group Directory

You can directly dial any number stored in your group directory that integrates the group
contacts, provided by your service provider, with Toolbar.

1) Click Group Directory on the Toolbar.

This list can be printed using the host application. Users with Microsoft Windows XP
Service Pack 2 installed may encounter a warning when opening the Group Directory.
For more information, see section 5 Troubleshooting.

2) To sort the group directory, click on a column header. The table is sorted, in
descending order, according to the information in the column you selected.

3) To change the sort order between descending and ascending, click on the same
column header again.

4) To dial a number from the group directory, click on the desired phone number.
Toolbar places the call.

P 83| g semices | @ | D) | CommPilot - None BB AA @R A ﬁSearch - | Assistant Enterprise - 1=
i Dial Contact ~ Dial Mumber '\II@N*’| l:T_Y_-

Contacts « || 84 Telephony Toolbar - BroadWorks Assistant Enterprise - Group Directory

2] All Contact Items - a2

My Contacts =

G5 Contacts

& Telephony Toolbar 1002,1003 +1-2404040753 40753

Figurel® Group Directory

2.2.8 Dial from Call History

Call History allows users to view their missed calls, received calls, and dialed calls. These
are listed in reverse chronological order.

1) To open the Call History, click Call History on the toolbar.

2) Todial from the call history, click on the desired phone number. Toolbar automatically
places the call.
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9/1/2006, 17:48:53
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2/1/2008, 17.48:49

Ig 1022 1022

5/1/2008, 17:48:42

Ron Kribb 1008

132/1/2008, 18:28:09

Ron Kribb 1 %E
13/1/2008, 12:21:40

Carlos King 1010
12/1/2008, 12:15:33
Ron Kribb 1008

9/1/2006, 17:12:43

Ig 1024 1024
13/1/2008, 17:11:15
Ig 1022 1022
13/1/2008, 16:45:03
Ig 1022 1022
123/1/2008, 16:44:18
Ig 1022 1022

13/1/2008, 18:43:45

)

0rks

AEadu
=t ATal3 TANT-ENTERFRISE

Figurel77 Call History
2.2.9 Dial from Speed Dial Directory
You can dial from the speed dial directory.
1) To open the Speed Dial Directory, click Speed Dial Directory on the Toolbar.

2) To dial from the speed dial directory, click the desired phone number and Toolbar
places the call.

® @ CommPilat - Mone

@ @ ) Services - lf} é & LE’!.I @\. .H & Search ~ | Assistant Enterprise ~ |

atact = Dial Mumber v&llﬁ“* ’| |-Y_.
Contacts <« | 54 Telephony Toolbar - BroadWorks Assistant Enterprise - Speed Dial Directory
2] Al Contact Items -
My Contacts 3
& Contacts

| Telephony Toolbar

@ e W

Figurel8 Speed Dial Directory

2.2.10 Dial from Search

Use the Search drop-down list to search for a user or contact. The search results include

all users in the Group, Personal, Outlook Express, and LDAP directories, if configured to

do this. Your search returns all users that match your criteria in any field. For example, if

you enter fisad @aeayaclhr mdrgihttemiea urynyowrser s with

t h
with the | ast name ASanderso as well as users in

You can also search for users by phone number.

To search for a user:
1) Type your criteria in the Search box.

2) Press ENTER to execute the search.

Toolbar displays the results of your search.
3) Click the phone number you want to dial.
4) To end the call, click End.
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@ @ ) Services | Anywhere ~ g @ CommPilat - In Office - & ng @ 3 :ﬁ & Search ~ | Assistant Enterprise > _

Dial Contact ~ Dial Mumber - @ O &1 b4 # ¢ calLines z B

Contacts « | &9 Telephony Toolbar - BroadWorks Assistant Enterprise - Search Results
2] All Contact Items - *
My Contacts F3

& Contacts

Pl PPN Lo

Figurel® Search Bar

To re-execute a previous search:

1) Select a previous search criterion by clicking on the arrow at the right-hand side of the
Search box.

A list of previous search criteria is displayed.
2) Select an item in the list.

Toolbar displays the results of your search.

3) Click the phone number you want to dial.
4) To end the call, click End.

Figue 50 Search Bar History

2.3 Receive Call

2.3.1 Answer Call

NOTE You can only answer a cdlbabpaif you havan Advanced Call Control (ACC)
compliant phone.

When you receive a call, Toolbar displays a call notification window on top of the system
tray. You can answer this call by picking up your handset from the Toolbar or by clicking
the call notification (only if you have an Advanced Call Control [ACC] compliant phone).

A To answer a call from Toolbar, click Answer.
A To answer a call from the call notification, click on it.

When using Toolbar 1 Corporate with Outlook, if the incoming call does not provide a
name for the calling party, Toolbar checks the number against your Outlook contacts and
displays the corresponding name if it finds a match.

You can also transfer the caller to your Voice Mail, save a vCard for the caller, open a
URL popul at ed nurberhorenditle call diréctlyérom&he call notification.
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2.3.1.1 Call Naotification

When you initiate or receive a call, Toolbar displays a notification window above the
systemtray, whichi ncl udes the other partyds phone number
the call. Clicking the hyperlinked text in the call notification automatically answers the call.

The call notification stays open for the duration of the alerting call.

If you initiate or receive another call while the first notification is open, the call notifications
stack on top of one another.

=4 a8 [x]

Incoming Calls
Board Room

{b 0203

Figuré1 Call Notification

2.3.2 Blind Transfer

Use this method to transfer a call to another specified number without providing an
introduction to the destination party.

Calls may be transferred this way while active, held, or ringing on your phone. In the latter
case, the system redirects the call before it is answered.

1) If the first party is not already on the line, dial a number on your phone or select a
number using any of the methods described in section 2.2 Make Call.

2) Call the second number. This automatically puts the first party on hold if the first party
is not already on hold.

3) Initiate the transfer by clicking Transfer on the toolbar. The parties are now
connected.

X

Figuré2 Transfer Button

2.3.3 Consultative Transfer

Use this method to transfer a call to another specified number and (optionally) provide an
introduction to the destination party. Calls may be transferred this way while active, held,
or ringing on your phone.

When a supervised transfer is initiated, the primary call is placed on hold and a call is
made to the party intended to receive the call. The receiving party may be consulted prior
to accepting the call.

1) If the first party is not already on the line, dial a number on your phone or select a
number using any of the methods described in section 2.2 Make Call.

2) Call the second number. This automatically puts the first party on hold.

3) Wait until the called party accepts your call, and then click Transfer to connect the
parties.
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2.3.4 Open URL

When you receive a call, Toolbar displays a call notification window on top of the system
tray.

To open a URL in your browser, click Web Pop URL in the call notification.

This opens a page in your browser window that contains information about the calling
party encoded in its URL.

= 8 [X]
% Incoming Call:

Board R.oom
0205

Figures38 Opening URL throsiiNotification

You can also transfer the caller to your Voice Mail, save a vCard for the caller, open a
URL populated with the call er 0s cahnotifidaten., or end t

2.3.5 SavevCard

When you receive a call, Toolbar displays a call notification window on top of the system
tray.

You can c¢click a button in this notification to s
information as a vCard in Outlook. To do this, click Add vCard in the call notification.

=1 8 [X]
%ncnming Call:

Board Room
0205

Figures44 Saving vCard thro@dlINotification

You can also transfer the caller to your Voice Mall, save a vCard for the caller, open a
URL popul ated with the call er 6s cahnotifidaterr., or end t |

2.4 During Call

241 Hold Call

1) To hold a call, click Hold on the toolbar. The Hold button is grayed out to indicate the
held status of the call.

2) Toresume a held call, click Answer (highlighted) on the toolbar. The hold returns to
its normal state to indicate the active status of the call.

N

Figur&ss Hold Button
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2.4.2 Initiate Three-Way Conference

NOTE You must have the Thky Call service assigned to you to use this feature.

You can initiate a conference with two other parties directly from the toolbar. To establish
two simultaneous active calls, you must have only two phone numbers listed in the Call
Lines drop-down list. These calls may have been initiated either by you or by the other
parties.

1) To start the conference, click Three-Way Conference on the toolbar.

2 To drop only one participant from tiom confer enc
the Call Lines drop-down list and click End.

2.4.3 Initiate N-Way Conference

NOTE You must have thevidy Call service assigned to you tosufsature.

You can initiate a conference with two or more (up to 31) other parties directly from this
toolbar. You must have at least two phone numbers listed in the Call Lines drop-down list.
All calls on the list are added to the conference. These calls may be initiated either by you
or by the other parties.

1) To start the conference, click N-Way Conference on the toolbar.

2) To add new incoming or outgoing calls to the conference, click N-Way Conference
on the toolbar.

3) Todroponly one participantfromthe conf erence, select the partic
the Call Lines drop-down list and click End.

2.5 End Call

You can end both incoming and outgoing calls directly from the toolbar and from the call
notification window.

A To end a call from the toolbar, click End on the toolbar.

A To end a call from the call notification, click End Call.

= { E3)
Incating Calls

Board Room
0205

Figures® Ending Call througliNotification

NOTE When you end an incoming call before the calldrasn®zed, the caller continues
to hear the ringing tone until the caller hangs up.
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2.6  Voice Mail

2.6.1 Transfer to Voice Mail

You can transfer calls to your Voice Mail from the toolbar and from the call notification
window.

To transfer a call to Voice Mail from the Toolbar, click Voice Mail Transfer on the toolbar.

=l

Figure&s77 Transfer to Voice Mail Button

To transfer a call to Voice Mail from the call naotification, click the Voice Mail Transfer icon
in the notification window.

2.6.2 Check for New Voice Mail

If the color of the envelope icon on the Transfer to Voice Mail button changes, then a
new voice mail is available. Otherwise the envelope is grayed out.

Al

Figuré8 Transfer to Voice Mail Button Indicating New Voice Mail

2.6.3 Retrieve Voice Malil

Make sure that you are not currently engaged in a call. No entries must be present on the
Call Lines drop-down list.

Transfer yourself to your Voice Mail by clicking Voice Mail Transfer on the toolbar.

2.7 Use Call History

You can view and delete old call logs using the Call History feature. You can also make
calls from Call History. Viewing and deleting call logs is described in the remainder of this
section. For more information about making calls, see section Error! Reference source
not found. Error! Reference source not found..

2.7.1 View Call Logs
To view call logs, click Call History on the toolbar.

E

Figures9 Call History Button

The Call History window appears where you can view your dialed, received, and
missed calls.
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Figureés@ Viewing Call History

2.7.2 Delete Call Logs

To delete selected call logs:

4) Select the calls you want to clear, by checking the corresponding check-boxes.
Alternatively, to select all calls in a specific call log (Dialed Call, Received Calls, or
Missed Calls), click the corresponding Select All button.

5) Click the corresponding Clear button.

To clear all call logs in all log categories:
Click Clear All, at the top-right of the Call History window.

NOTE 1 When you select Clear or Clear All, a warning message appears. When you click OK,
the delete request is executed. When you click iQances, the request. (This warning
message may differ depending on how it was configured by your system administrator.)

NOTE 2You need to refresh@adl Log Histaxyview the changes.

2.8 Enable and Disable Anywhere Locations

You use the Be Anywhere menu item on the Telephony toolbar to enable or disable
Anywhere locations.

This drop-down menu shows the list of all available locations configured in the system.

An item in the menu shows the phone number, the description, and the enabled/disabled
state of that location. If the location is enabled, it is checked.

6) To enable a location, click to the left of that location. A check mark appears next to
the location.

7) Todisable a location, click the check mark next to it.

TELEPHONY TOOLBAR i CORPORATE USER GUIDE PAGE 27 OF 61



Dial Number o ﬁ

@ @ ) Services E - @ @ CormmPilat - None >3 é E,) @ E .\ & Search 4
v 11111111 Johan
Action cancelg | 11222t Thomas
: 2 ¥ 44445555 Navanit

Figuré1l Telephonyoolbag Anywhere Locations

2.9 Set CommPilot Express Profile

NOTE When using CommPilot Express, you should not enable other services such as Call
Notify, Call Forwarding, or Simultaneous Ringing.

Your CommPilot Express profile allows you to manage your personal services using four
configurable profiles. These profiles control your incoming calls automatically. Even when
offsite, you can still manage your active profile on the web or over the phone.

With CommPilot Express, you can manage your calls based on your schedule. This
allows you to work efficiently without unnecessary interruption.

You can quickly set your CommPilot Express profile using the CommPilot button on the
Telephony toolbar.

1) To setthe active CommPilot Express profile, select a profile from the CommpPilot drop-
down list on the toolbar.

2) Todisable all profiles, select CommPilot i None.

@ &% | gservices  Anywhere | @ £2) | CommPior - In OFfice - S @ 3 Ak
Dial Cantact + Di . C ilok - Mane B
Dial Contact - Dial Number HE CarnrPilak - In Office | =
i i CommPilok - Cut of Office
Mail “ || L4 Inbox |CommPiot - Busy
wne C Filot - L ilabl
Favorite Folders v B v A Fra ST - nevaree Subiect

Figuré62 CommPilot Profiles
You can also set the active CommPilot Express profile on the CommPilot Express page of

the Services dialog. The Services dialog for Telephony Toolbar allows you to configure
the settings that apply to each of your CommpPilot profiles.
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3 Options Dialog

The Options dialog allows you to configure the connection and account settings that
Toolbar uses to communicate with your service provider. The left-hand side of the dialog
contains a tree view, listing the configuration pages you can access. The configuration
pages you select in the tree view are displayed on the right.

1) Click OK to save all changes and close the dialog.

2) Click Apply to save all changes without closing the dialog. Cancel closes the dialog
without saving your changes.

3.1 General

The General page allows you to configure the automatic login behavior of Toolbar.

24 Telepheny Toolbar - Options
Sign-ln Information

Q Dialing Rules Usemame
l.__)-l Outlook Integration

|'_J-| Contacts Pazsword
@ wieh Screen Pop .
@ Updates igreln Options
W) About

Change Pazzward
o) (e

Figureé3 Options Dialdgseneral Page

A Auto login when connected to network automatically logs in to your service provider
when it detects an active network connecting on your computer.
A Hide Call Notification disables the call notification window. When this box is checked,

the call notification does not appear when Toolbar detects an incoming or outgoing
call.

The Language options are as follows:

A The Language drop-down list allows the option of changing the language from the
default English (U.S.). The language options are:

— English (U.S))
—  French (France)

— German (Germany)
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— ltalian (ltaly)
— Spanish (Spain)

— Spanish (CALA), for Central and Latin America

—  Simplified Chinese ( PR C) ,

for

Peopl eds

—  Any custom language the administrator has specified

Republic

Selecting the desired language, click OK and restart Toolbar for the changes to take

place.

p=

Synchronize language with service profile, when checked, enables Toolbar to

automatically match the application language to the language set within the TelPack

subscriber& profile after signing in.

NOTE If no profile match is found, the lamgunageset to the current language

3.2 Account

The Account page allows you to specify your TelPack user name and password.

& Telephony Toolbar - Options

.1

General

Sign-ln Infarmation

B Connection
D Dialirng Rules: Usemame
I._J-l Outlook [ntegration

I.__J-l Contacts Pagsword
@ ‘web Screen Pop S
@ Updates ign-n Options
W About

Change Password
[ 0K, ] [ Cancel

Figureés4 Options DialégAccount Page

Contact your service provider or system administrator if you do not know the appropriate
settings. Once you successfully log in, the controls on this page become inactive.

A Save Username determines whether Toolbar saves the user name you provide.
Check this box to avoid having to specify your user name each time you log in to the

program.
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A Save Password determines whether Toolbar saves the password you provide above.
Check this box to avoid having to specify your password each time you log into
Toolbar.

Toolbar encrypts your password for greater security.

3.2.1 Password Change Dialog

Click Change Password on the Options Dialog i Account page to display the Password
Change dialog.

0ld Pazgwaord:
Mew Pasgword:

Coanfirmn Mew Pazsward:

[ OF. ] [ Cancel

Figuréé® Options Dialag®assword Change

To change your password:
8) On the toolbar, click Options.

Assistant opens the Options dialog.
9) Click Accounts.
10) On the Account page, click Change Password.
The Password Change dialog box appears.
11) In the text boxes, enter your old password and then your new password twice.
12) Click OK.

To cancel you changes, click Cancel.

NOTE All fields in tRassword Chandi@log box are mandatory.
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3.3 Connection

The Connection page allows you to specify the network address of the TelPack server that

Toolbar connects to.

& Telephony Toolbar - Options

General
\&5 Account
i
Q Dialing Rules Host Address:
l._J-I Outlook Integration

.-_J-| Cantacts Huost Port:
Web Screen Pop

@ Updates

& About

Service Connection Infarmation

[ OF. l ’ Cancel

Figurés6 Options DialégConnections Page

Contact your service provider or system administrator if you do not know the appropriate
settings. Once you successfully log in, the controls on this page become inactive.

p=

when logging in.

b=

TELEPHONY TOOLBAR i CORPORATE USER GUIDE

Host Address specifies the URL or IP address which Toolbar attempts to connect to

Host Port is the port number used by the TelPack server on the host specified above.
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3.4 Dialing Rules

The Dialing Rules page allows you to configure special dialing rules for Toolbar.

2 Telephony Toolbar - Options

General
L inj Account

. Prefix Dialing
B Connection )

To access an outside line for calls, dial:

.-_-;I Outlook, Integration
.-_-;I Contacts
@ Web Screen Pop

@ Updates

o) About

ok JI

Cancel l

Figures7 Options Dialéddialing Ruldzage

To access an outside line for calls, dial specifies a prefix number that Toolbar includes

automatically when dialing external numbers.

If entered, this number is pre-pended only to dialed nhumbers that contain more than six

digits. Up to five digits may be entered in this field.

Valid characters are t
character, it must be the first character in the field.
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3.5 Outlook Integration

The Outlook Integration page enables and disables the use of Toolbar i Corporate with
Microsoft Outlook. As of Outlook 2007 you are unable to dial a contact in your in box
using the right click-to-dial function.

b Telephony Toolbar - Options

General
l iﬁ Account
B Connection
Q Digling Fulez
o]
I.__)—I Contacts
@ wieb Screen Pop

@ pdates

W About

Outlook Integration

[] Enable Outlook Integration

I OK H Cancel ]

Figureés8 Optios Dialog Outlook Integration Page
The Enable Outlook Integration check box, when checked, makes sure that the Outlook

integration features are activated. When unchecked, the toolbar is unavailable within
Outlook and you are unable to dial contacts directly.
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3.5.1 Contacts

The Contacts page allows you to configure the way Toolbar integrates with your Outlook
contact list.

2 Telephony Toolbar - Options

General
‘:L‘l Account
WP Connection
Q Dialing Rules
l._J-I Outlook Integration
@ Weh Screen Pop Contact Lookup

@ Updates

W] About

Contact Retrieval

[ QK. H Cancel H Apply l [ Help

Figure® Options DialdgContact Page

A The Retrieve contacts from default contact folder only option searches for and
retrieves contacts stored in the default Contacts folder within Outlook.

A The Retrieve all contacts option searches for and retrieves contacts stored in any
Outlook folder.

A Use Outlook contacts as preferred CLID lookup for incoming calls determines whether

Toolbar uses the information saved in your Outlook contact list when displaying
information about callers, instead of using group settings or other calling line ID
information.
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