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Welcome

The Telephony Toolbar is a carrier class lightweight desktop communications management product for
everyday users of Microsoft® Outlook®, Internet Explorer and TelPacks telephony soft switch platform.
Telephony Toolbar employs the latest technology platforms and communications facilities. In this regard
Telephony Toolbar fully interoperates with IP Telephony platforms.

Getting Started

After you have installed the Telephony Toolbar, you should read the following topics to get you using its
many features quickly and easily:

First Use

When starting Telephony Toolbar for the first time some elements need to be configured. Once
configured, users can proceed to use Telephony Toolbar without needing to reconfigure, as indicated in
the section entitled Subsequent Use. Tool-tips appear when hovering over individual toolbar components,
giving a title to the function each component performs.

Before configuration, the Telephony Toolbar for Microsoft Internet Explorer looks like:
0 @ @ JConFerencing,l'Uoip Services =

When all services have been assigned the Telephony Toolbar in Microsoft Outlook should look like the
following before configuration:

E : A Services & | CommPilak - Mone A 2 =| & Search w | [ conferencing { Yoip Services =
: L& 2 @] L&)

D=l iurnber] v D Q 29 | 3032786700 [Active v

Click on the settings button @ in the toolbar

1.
2. Telephony Toolbar will prompt for your IP Telephony platform account credentials.
3. Check the SavE UsErRNAME and SAVE PASSWORD options if you want to save your settings (your
password will be encrypted).
€4 Telephony Toolbar, Options E|
General
Accounts
Connection Uzemame & Pazsword
Dialing Rulez ] u
Outlook Integration sename
Contacts “ Passwiord
Update
About Options
Save Usemame
Save Paszword
0K l [ Cancel ] [ Apply ] ’ Help
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4. Click on the ConnECTION tab and enter the server URL and port number for the server. This
information is available from your system administrator or service provider.

[? Telephony Toolbar Options

General

Accounts

Connection

Dialing Rules

Outlook, Intedration
Contacts

Update

About

Server connection gettings

|“ﬁ Host Address: |

Host Port; |22DS

3

[ 0k l l Cancel ] l Apply ]

l Help

l

NOTE: If your web traffic is proxied, enter the details in the "Proxy Connection Settings" region of the 'CONNECTION'
tab. The particulars are available from your network administrator. The proxy is only used for silent upgrade
checking, and is in no way related to the server connection.

oo

Explorer and/or Outlook

Click on the GENERAL tab
Check AuTto LoGIN ON sTART-UP if you would like to connect to the server when you start Internet

7. Check AUTO LOGIN WHEN CONNECTED TO NETWORK to enable Telephony Toolbar to connect to the
server when a network connection is available

? Telephony Toolbar Options

General

Accounts

Conhection

Dialing Rules

Outloak, |nteqration
Contacts

Update

About

Telephony Toolbar End-User Guide

Connection options

o

Auta login when connected to network:

QK l [ Cancel
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8. Click OK to save your settings and exit the dialog

9. Click the login button @ and if your configuration and credentials are correct the toolbar will be
displayed as follows (note the green login button and the colorized icons).

%} @Services E g |C0mmPiIot—None V|@r_€j @ 3 rﬁ i GConFerencingWoiD Services -
= O © Q () €3 3032786700 [Active v

Outlook
@| Sj; | @Services | ® | cammPilat - Mane @ & LE’!J | @ E @Wh ~ | Corferencing | Yoip Services = !
EEaI Conbact - Dial Murnber - @ O QD O 9| '|!

Subsequent Use

If you have chosen to check the boxes in steps 6 and 7 above, then the Telephony Toolbar will
automatically be active when you launch either Internet Explorer or Outlook. If you have not chosen to
check the boxes, follow the directions below for subsequent use.

1. To connect to the server, click the login button @ on the Telephony Toolbar.
2. If you did not check the SAvE UserNAME and SAVE PASSWORD options, you will be prompted for
those parameters again.

[ Telephony Toolbar, Options E|
General
Accounts
Connection Uzermame & Pazsword
Dialing Bules U
Outlook, [ntegration ERMMAME | |
Contacts Pazsword || |

Update
About Ophons

Gave Usermame

Save Pazsword

[ QK l [ Cancel l [ Apply l [ Help

3. Enter your Username and Password, then Click OK to exit the dialog

4. Click the login button @ to connect to the service
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The Telephony Toolbar

Successful login to Telephony Toolbar will enable the various functions. The toolbar is actually divided
into 2 separately movable toolbars. Each toolbar functions as described below. The Explorer toolbar is
unigue from the Outlook Toolbar, but they share most functionality.

e Shared Functionality
e Explorer Functionality
e Outlook Functionality

Toolbar 1 (Explorer)

2 r i . =] " 3 . . .
2 (%) = e [ £
@ ﬁ; |‘, Services ﬂ ] |C0mmP||0t - Mone v | & é & 7 @ 3 & & Search ~ | [ Conferencing | Voip Services -

Toolbar 2 (Explorer)
|Dial Murnber v |

Toolbar 1 (Outlook)
@ | 3;:& | &SBrvices | g | CammPilat - None - | & é é E?] | @ E é«. _ﬁ | Search - | Conferencing | Yoip Services © !

Toolbar 2 (Outlook)

{ Dial Confact - Dial Mumber - 3 (D ) (O ) &3 3032786700 [Active] - !

Shared Functionality
The Explorer and the Outlook toolbars share the functionality described below.

|Dia| Murmber j

L] Answer o
e Hold m

e Voice Mail Transfer

e  Transfer (:’

. Dial Other

e 3-Way Conference =

e End 9

IMGT Lab [Held]
7204972505 [Held]
13032786700 [Active]

e  Active Call Management

i®

e  Options

A services
e  Services 4
e Remote Office '!

e Shortcuts |Commpict -Unavailable  *| | 5y & A A @ 2 A A&
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e Search Search ﬂ

fl. Telephory Toaolbar [%

Conferencing Login

Voip Services

e Links
Dial Other
|Dia| Mumber ﬂ

The Dial Other drop-down list enables you to dial a previously-dialed number directly, or specify
the number you want to call. To place a call:

1. Enter the number into the designated box, or select a previously entered number by
clicking on the arrow and choosing from the list
2. Pressthe ENTER key on your keyboard to place the call.

NOTE: The Dial Other drop down remembers only the last 10 numbers entered.

Answer

v

With the Telephony Toolbar you can answer calls by clicking the toggle button. The answer
button is only enabled when you have a call coming in, or on hold. The button can be used for
answering an incoming call, or taking a call off hold.

Hold
O

With the Telephony Toolbar you can initiate hold a call by clicking the toggle button.

Dial Voicemail/Voicemail transfer

With the Telephony Toolbar you can dial voicemail, or transfer an active call to voicemail by
clicking the toggle button.

Transfer

Q

With the Telephony Toolbar you can transfer a call by clicking entering a new number in the ‘Dial
Number’ field and clicking the toggle button.

3-Way Conference

Q

With the Telephony Toolbar you can initiate a 3-way conference by clicking the toggle button. The
3-Way Conference toggle button is only enabled when the currently logged in user has exactly 2
calls in either active or held states.

End

X

With the Telephony Toolbar you can end a call by clicking the toggle button.
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Active Call Management

E

[MET Lab [Held]
7204972805 [Held]
13032786700 [Active]

With the Telephony Toolbar you can manage active calls by picking them from the drop down list.

Options

i®

The Options window allows you to add/modify the user and server settings for connecting
Telephony Toolbar to your service provider. This window is divided into six tabs.

General

Accounts
Connection
Outlook Integration
Dialing Rules
About

General

[? Telephony Toolbar Options

)

General

Accounts

Connection Connection options

Dialing Rules a

COutlook, Integration ﬁ
Contacts

Update
About

Auto login when connected to network,

[ ak. l[ Cancel l

v' Check the AUTO LOGIN ON START-UP to automatically log into the Telephony Toolbar upon
the startup of Internet Explorer and/or Outlook.

v" Check the AUTO LOGIN WHEN CONNECTED TO NETWORK to automatically connect to the
Telephony Toolbar server when it detects a network connection.

Accounts

The Accounts tab shows/captures the information needed to connect to your service provider.
Using this tab is explained above in the ‘First Use’ and ‘Subsequent Use’ section.
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Connection

The Connection tab displays the information required to connect to your service provider. Using
this tab is explained above in the ‘First Use’ section.

Qutlook Integration

Outlook Integration through Telephony Toolbar provides contact management for end-users.

[ Telephony Toolbar Options

General
Accounts
Connection
Dialing Rules

Outlook [ntegration:

Contacts
Update
About

Activation

ca

() On

O 0ff

Lo |

Cancel ] ’

Apply

|

X

General
Accounts
Connection
Dialing Rules

Update
About

2 Telephony Toolbar Options

Contact retriessal
€

Contact lookup

() Retrieve contacts from defaulk contact folder only

(%) Retrizve all contacts

[]Use Outlook contacts az preferred CLID lookup for
incoming calls

[ Prompt to add vCard for unmatched incoming call:

Ok,

H Carncel ”

Apply ]

v" Check the RETRIEVE CONTACTS FROM DEFAULT CONTACT FOLDER ONLY option if you would
like Telephony Toolbar to attempt to resolve an unknown number through your Outlook

contact repository.

Telephony Toolbar End-User Guide
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v" Check the RETRIEVE ALL CONTACTS option if you would like Telephony Toolbar to attempt
to resolve an unknown number through ALL Outlook contact repositories (including
company public contact folders) NOTE: This can slow down the lookup process.

v' Check the USE OUTLOOK AS PREFERED CLID LOOKUP FOR INCOMING CALLS option if you
would like Telephony Toolbar to attempt to resolve an unknown number through your
Outlook contact repository.

v" Check the PROMPT TO ADD VCARD FOR UNMATCHED INCOMING CALLS option if you would
like Telephony Toolbar to display a prompt to add the incoming number to the contact
repository for incoming calls whose number cannot be resolved through Outlook and the
Service Provider.

Dialing Rules

Dialing Rules allows you to specify the prefix number used to dial external numbers. If entered,
this number is pre-pended to dialed numbers that span more than 6 digits. Up to 5 digits can be
entered as a prefix for outgoing calls. The valid characters are numbers 0 to 9, and '+'. However,
the '+' can only be the first character.

[? Telephony Toolbar Options E|
General
Accounts
Connection Prefix dlallng
Dialing Fiuies ) ﬁ To access an outside line for calls, dial
QOutlook Integration @
Contacts
pdate
About
Ok l [ Carcel l [ Apply ] [ Help

About

The About tab displays the version, copyright notices and product disclaimers associated with the
Toolbars. It is useful in assisting support representatives from your service provider.

Telephony Toolbar End-User Guide Page 10 of 30



Services

[’ Telephony Toolbar Options

General
Accounts
Connection Wersion
Dialing Rules "‘
QOutlook, [ntegration ' I
Contacts
Update

Dizclaimer

Telephony Toolbar 13.0RC
[Build: 26, Revision: 1]

YWwarning : This computer proaram iz protected by copyright law and
international treaties. Unauthorized reproduction or distribution of this
program, or any portion of it, may result in severe civil and criminal
penalties, and will be prosecuted to the masimum extent possible
under the lav.

Copyright® 2006 BroadSoft. &l Rights Rezerved. Broadw/orks® and
Broadworks Azsiztant[TM) are trademarks of BroadSoft.

X)

0K

” Cancel ” Apply ] [ Help

@ Setvices |

The Services window allows users to enable/disable Telephony Toolbar's advanced features.

Anonymous Call Rejection

Call Forwarding Always

Call Forwarding No Answer

Call Forwarding Busy

Do Not Disturb

CommPilot Express

External Calling Line ID Delivery
Internal Calling Line ID Delivery
Simultaneous Ringing
Automatic Callback

Calling Line ID Delivery Blocking
Remote Office

Call Waiting

Voice Management

Anonymous Call Rejection

This option enables Telephony Toolbar to reject anonymous calls.

The settings can be changed via the

Telephony Toolbar End-User Guide

@ Services |

button in the Telephony Toolbar.
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[£ Telephony Toolbar Services

%)

Incoming Calls

Ano gl

all Rejection

Call Dlwarding Always Anonymous Call Rejection

Call Forwarding Mo Answer L

Call Forwarding Busy Anonymous Call Rejection O 0On &) 0Of
Do Mot Disturb

CommPilat Express
Available-ln Office
Available-Out of Office
Busy
Unawailable
External Calling Line 1D Deliveny
Internal Calling Line [0 Delivery
Simultanzous Ringing
Outgoing Calls
Automatic Callback
Calling Line 1D Delivery Blocking
Call Cantral
Remate Office

Call ' aiting Anorwmous Call Bejection: Prevent a caller from reaching you when
Mezzaging the caller haz explicitly restricted his/her number,

Yoice Management
] ] [ Cancel

Call Forwarding Always

This option enables Telephony Toolbar to forward 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.

‘3 Services |

The settings can be changed via the button in the Telephony Toolbar.

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

2 Telephony Toolbar Services Pz|

Incoming Callz
Anonymaous Call Fejection

Call Forwarding Always Call Forwarding Slways
Call Forwarding Mo Angwer )
Call Forwarding Busy Call Forwarding &hways =) 0n ) 0if

Eon:r:;'ill:ujjltsltiu;;ess * Callz Forward to:
Available-In Office
Available-Out of Office
Buzy
Unavailable
Esternal Calling Line 1D Delivery
Internal Calling Line 1D Delivery
Simultanieouz Ringing
Outgaing Callz

Automatic Callback,

Calling Line 1D Delivery Blocking
Call Control

Remate Office

[]Play Ring Reminder when a call is forwarded

Call'/aiting Call Forwarding dlways: dutomatically fonsard all pour incoming callz
tezzaging to a different ohone number,

Woice M anagement

QK ][ Cancel ][ Apply ] I Help
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Call Forwarding No Answer

This option enables Telephony Toolbar to forward 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 Oservicss ) tton in the Telephony Toolbar.

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

%)

[Z Telephony Toolbar, Services

Incoming Calls
Anorwrmous Call Rejection

Call Fonwarding Always Call Forwarding Mo dnswer

Call Forwarding Mo Answer )

Call Forwarding Busy r Call Forwarding No Answer & 0n O O
Do Mat Disturb

CammPit Express * Callz Farward ta: 5674

Available-n Office

Available-0ut of Office Mumber of rings before forwarding:
Busy Oz ®3 Ot O5 Os
Unavailable

Eutarnal Calling Line ID Delivery
Interal Calling Line |D Delivery
Simultaneous Ringing
Outgoing Calle
Automatic Callback
Calling Line 10 Delivery Blocking
Call Contral
Remate Office Call Forwarding Mo &nswer: Sutomatically farward wour calls to a
Call w/aiting different phone number when you do not answer your phone after a
teszaging certain number of rings

Woice Management

] 4 ][ Caticel ” Apply ] I Help

Call Forwarding Busy
This option enables Telephony Toolbar to forward all incoming calls to a specified phone number

when all the lines on the phone are in use. The settings can be changed via the Q) services
button in the Telephony Toolbar.

When this service is activated, the ff’ icon in the toolbar changes to '&
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[Z Telephony Toolbar Services

X

Incoming Callz
Anaonyrouz Call Rejection
Call Forwarding Slways Call Fanwarding Busy
E::: Ezixz:g:gg gssﬁ-:nswer é Call Forwarding Busy ®0on OO
Eoor:lr:li'iilts:fu;sress = Calls Forward te: | 5674
Awailable-ln Office
Awailable-Out of Office
Busy
Unawailable
Esternal Calling Line 1D Delivery
Intemal Calling Line [0 Delivery
Simultaneous Ringing
Outgoing Callz
Autornatic Callback,
Calling Line ID Delivery Blocking
Call Cantral
Remate Office
Call '/ aiting Call Farwarding Busy: Automatically fansard your calls to a different

tMeszaging phaone number when your phone is busy,
Yoice Management

Ok, ” Cancel ” Apply l I Help

Do Not Disturb

This feature allows all incoming calls to be forwarded to a voice messaging service, and
notification of the user when this occurs, if desired. The settings can be changed via the

Qservices pition in the Telephony Toolbar.

2 2
When this service is activated, the 4 icon in the toolbar changes to o

[z Telephony Toolbar, Services

3

Incoming Calls
Anongmous Call Fiejection

Call Fonwarding Always Do Mat Disturb

Call Forwarding Mo Angwer ) .

Call Fanwarding Busy [ ’/i Do Not Disturb @on OO0

Do Mot Digturb

CommPilot Express [v]iPiay Bing Reminder when 2 call is forwarded

Available-n Office
Available-Out of Office
Buzy
Unawailable
External Calling Line ID Deliveny
Internal Calling Line 1D Delivery
Simultaneous Ringing
Outgaoing Callz
Automnatic Callback
Calling Line [D Delivery Blocking

Call Contral
Fiemote”thce Do Mot Dighurb: Automatically forward pour callz bo pour voice
Call\/aiting meszaging service, if configured, othenwize the caller hears a buzy
teszaging tone.

Yaice Management

0K ][ Cancel ][ Apply ] I Help

Web Express

Web 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. These profiles are analogous
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to cellular phone profiles. 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.

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

The profiles available are:

e None

e Available — In Office

e Available — Out of Office
e Busy

e Unavailable

Web Express (CommPilot 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.

: 4 Telephony Toolbar Services @

Inzoming Calls
Call Forwarding Shways
Call Fonwarding Mo Angwer
Call Forwarding Busy
Do Mot Digturb
CarmmPilat Express
Awailable-ln Office
Awailable-0ut of Office
Busy
Unavailable
Euternal Calling Line D Deliven
Intermal Calling Line 1D Delivery
Simultaneousz Ringing
Outgoing Calls
Automatic Callback,
Call Contral
Remaote Office
Call ' aiting
M ezzaging
Yoice Management

CornmPilot E spress

A

CormmPilot E xpress: CommPilot Express allows you to pre-configure
four profiles to contral your inbound callz. These profiles can
quickly be changed wzing the web or phone when pou leave your
dezk or when wou are at a remote location,

Current Profile | CommPilat - Mone j

If you use CommPilot Express, it takes precedence over some of
your other zervice zettings associated with processing incoming
calls.

Mone turns this service off 2o that none of your other services are
affected.

]

Cancel

Web Express (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.

Telephony Toolbar End-User Guide
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£ Telephony Toolbar Services @

Incoming Calle
Call Forwarding Always
Call Forwarding Mo Angwer
Call Forwarding Busy
Do Mat Disturs
CommPilot Express
Available-n Office
Awailable-Out of Office
Bugy
Unavailable
External Calling Line 1D Delivery
Internal Calling Line 1D Dielivery
Simultaneous Ringing
Outgoing Calls
Autormatic Callback.
Call Contral
Remate Office
Call ‘W aiting
M eszaging
Yoice Management

CarrmPilat Express : Available - 1n Office

If Buzy :

Alzo ring thiz phone number;

|55?3

* Have Woice Messaging take the cal

" Forward to thiz Phone Mumber:

IF Mo Answer :

* Have Yoice Messaging take the calt
" Forward to this Phone Humber;

CarrmPilot Exprezs - Available : 1n the office profile iz used when
wou are working from pour desk where your phone iz located

Cancel

(o]

Telephony Toolbar End-User Guide
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Web Express (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.

§ Telephony Toolbar Services &l

Incoming Callz
Call Forwarding Always
Call Forwarding No snswer
Call Forwarding Busy
Do Nat Disturb
CormrmPilat Express
Available-n Office
Available-Out of Office
Busy
Unavailable
Esterral Calling Line 1D Delivery
Internal Calling Line [D Delivery
Simultaneous Ringing
Outgoing Calls
Autamatic Callback,
Call Contral
Remaote Office
Call ‘W aiting
Meszaging
Yaice Management

CornmPilot Express  Awvailable - Out of Office

E :l wihieh a call comes in:

*+ Have Yoice Meszaging take the call

" Forward to this Phone Mumber

v Alzo email me when a call comes in at:

Email Address:
johniEdoe. com|

CommPilat Express - Awvailable : Out of office profile iz used when
wou are working away from pour desk for an extended period of
time,

Cancel

]

Web Express (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.

£ Telephony Toolbar Services &l

Incoming Callz
Call Forwarding Always
Call Farwarding Mo Answer
Call Forwarding Busy
Do Mot Disturb
CommPilot Espress
Available-ln Office
Available-Out of Office
Busy
| Unawailable
External Calling Line [D Delivery
Internal Calling Line 1D Delivery
Simultaneous Ringing
Outgoing Callz
Autornatic Callback,
Call Contral
Remate Office
Call " aiting
Meszaging
Yoice Management

CommPilot Express ; Busy

(3

v Send all callz to Woice Meszaging exncept calls
from these Phone Mumbers

|55?a

|2345

Which will be farwarded ta |E|8?51

Alzo E-mail me a notification when a Yoice
v . ; i
teszage is received to :

|inhn@dne.c0m

CommPilat Express - Busy : Busy profile iz uzed when you are
tempararily uhavailable to take calls, when you are in a meeting for
instance.

Cancel

o]

Telephony Toolbar End-User Guide
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Web Express (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 CornmPilat Express : Unavailable
E::: Ez:x::j::g gss.jnswer & v Send all calls to Voice Meszaging except callz
from theze Phone Mumbers
Do Mot Digturb
CammPilat Express |3455
Available-ln Office
Awailable-Dut of Office |55?ﬂ
Busy
Unavailable |
Euternal Calling Line 1D Delivery
Internal Calling Line ID Delivery “hich will be forwarded to : |8?85

Simultaneous Ringing

Outgaing Calls Have Woice Messaging take the call using :
Automatic Callback, & Mo answer Greetin
Call Control g
Remote Office " Unavailable Greeting
Call s zitiry ; . ; _ .
W . & CommPilat Unavailable : Unavailable profile is used outzide of
essaging

; busziness hourz, or when pou are o vacation or halidagy.
Waice Management

Ok, | Cancel

External Calling Line ID Delivery
This feature allows the user to view incoming call line ID information for external numbers.

X ] Telephony Toolbar Services &l

|rizaming Calls
Call Farwarding Always
Call Forwarding Mo Answer
Call Fonwarding Busy @ Esternal Calling Line [D Delivery @ 0On = 0ff
Do Mot Disturb
CommPilot Express
Available-In Office External Calling Line 1D Delivery: Provides Calling Line |D
Available-Out of Office information of an external caller.
Busy
Uniavailable
Euternal Calling Line ID Del
Internal Calling Line 1D Delivery
Simultaneousz Ringing
Outgoing Calls
Automatic Callback
Call Canbral
Remate Dffice
Call'w aiting
Meszzaging
aice Management

Estermal Calling Line 1D Delivery

Ok | Cancel
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Internal Calling Line ID Delivery

This feature allows the user to view incoming call line ID information for group member numbers.

k 4 Telephony Toolbar Services

Incaming Callz
Call Forwarding Ahways
Call Forwarding Nao Angwer
Call Forwarding Busy
Do Mot Disturb
CommPilot Express
Avyailable-n Office
Avyailable-0ut of Dffice
Busy
Unavailable
Euternal Calling Line 1D Deliven
Internal Calling Line 1D Delive
Simultaneous Ringing
Outgoing Calls
Automatic Callback
Call Contral
Remate Office
Call \/aiting
Messzaging
Woice Management

=0

Intermal Calling Line 1D Deliveny

@ Intemal Calling Line 1D Delivery (+ On " Off

Intemal Calling Line ID Delivery: Provide Calling Line |D information
of graup member when called.

X

o]

Cancel

Simultaneous Ringing

This feature enables Telephony Toolbar to alert other phones when incoming calls are received.
The user has the option of disabling this service during calls.

k Telephony Toolbar Services

Ihcaming Callz
Call Forwarding Abways
Call Forwarding Mo Angwer
Call Forwarding Busy
Do Mot Disturb
CommPilot Express
Available-ln Office
Available-0ut of Office
Buzy
|Unavailable
Euternal Calling Line 1D Deliven
Interal Calling Line D Deliveny
Simultaneous Ringing
Outgoing Calls
Automatic Callback
Call Control
Femate Office
Call ‘w'aiting
tezzaging
“Woice Management

Simultaneous Ringing

s 78

Simulkaneaus Ring ; i+ On i

Howw to handle incoming callz
r Cran't ing my Simultaneous Ring Humbers if I'm
already on a call

A Hing e_.II my Simultahieous Ring Mumbers for all
incaming calls

Sim Ring Phone List:

GE7a
3456

Simultaneous Ringing: &llows you ta list numbers youw would ke to

fing in addition to pour buziness phone when pou receive a call

X

o]

Cancel
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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.

] Telephony Toolbar, Services E|

Incoming Calls .
Call Forwarding Always Autornatic: Callback
Call Forwarding Mo Answer o
Call Forwarding Busy JE Automatic Callback. ¢ 0On
Do Mt Dvighurk
CoarmmPilot Express
Auvailable-ln Office

Automatic Callback: Allows you to monitor & busy party in pour

Awailable-Out of Office aroup and automatically establish a call when the buzy party is
Busy available.
Unavailable

External Calling Line 10 Deliven
Internal Calling Line [0 Delivery
Simultaneous Ringing
Outgoing Calls
Autornatic Callback,
Call Contral
Remate Office
Call*+aiting
Meszaging
Yoice Management

ak. | Cancel

Calling Line ID Delivery Blocking
This feature allows a toolbar user block the delivery of their calling line id on outbound calls.

[ Telephony Toolbar Services g|

Incaming Calls
Anonymous Call Rejection

Call Forwarding Alaays Calling Line [0 Deliveny Blocking
Call F ding Mo &)
C:II inxz:d::i Bjsy e E} Block Outgoing Caling Line 1D ®idn O OF

Do Mot Disturb
CommPilat Express
Awvallable-n Office
Available-0ut of Qffice
Buzy
Unavailable
Estemal Calling Line 100 Delivery
Internal Calling Line 1D Dieliveny
Simultaneous Ringing
Outgoing Calls
Autamatic Callback
Calling Line 1D Delivery Blocking
Call Cortral

Remote Office Calling Line [0 Delivery Blocking: Elock your number from being

Call W/ aiting shawn when calling ather numbers. Members of vour aroup can stil
Meszaging see vour number when thev are called.

Waice Managemant

akK ] [ Cancel ] [ Apply ] I Help

Remote Office
This feature allows the use of another phone instead of the normal business phone.
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(X)

# Tele phony Toolbar Services

Incoming Callz )
Call Fomnwarding &lways Remote Dffice
Call Forwarding Mo dnswer =
Call Forwarding Busy @ Femate Office: & On 0
Do Mot Disturb
CommPilat Express Femate Office Humber:
Available-ln Office
Available-Out of Office foe7
Buzy
Utavailable
E=ternal Calling Line |0 Delivery Femate Office: Allows pou to use your home phone, your cell
Internal Calling Line 1D Defiven phaote o even a haotel photie as your business phone.

Simultaneous Ringing
Outgoing Calls

Automatic Callback
Call Cantral

Remoate Office

Call'w aiting
Meszaging

Waice Management

ak. | Cancel

Call Waiting
This feature allows a toolbar user to answer a call while they are on a currently call.

# Telephony Toolbar Services &|

Incoming Calls
Call Fonwarding Always
Call Fonwarding Mo Anguwer
Call Fanwarding Busy (ﬁ Call'\Waitng & 0On 0O
Do Mot Disturb
CarnmPilot Express
Available-In Office Call‘waiting: &nswer a call while already on anather call.
Available-Out of Office
Buzy
Unavailable
External Calling Line 1D Delivery
Intemal Calling Line 10 Delivery
Simultaneous Ringing
Outgaoing Calls
Automatic Callback
Call Contral
Remate Office
LCall "% aiting
Messaging
Yoice Management

Call "aiting

Ok | Cancel

Voice Management

Telephony Toolbar Voice Management allows users to specify how voice messages are handled.
Unified messaging allows voice messages to be captured and forwarded to a particular 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.
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# Telephony Toolbar, Services

Incoming Callz
Call Fanwarding Abvaans
Call Fanwarding Mo dnswer
Call Fonwarding Busy
Do Mot Disturb
CommPilot Express
Available-In Office
Available-Out of Office
By
|harailable
Euternal Calling Line 1D Delivery
Irternal Calling Line 1D Delivery
Simultaneous Ringing
Outgoing Callz
Automatic Callback
Call Contral
Femate Dffice
Call ' aiting
Meszaging
Yaice Management

Woice Management

4

Yaoice Meszaging. ¢ On ° 0Of

When a woice message arnmives...
g E

[v Usze Phone Meszage Waiting Indicator

" Forward it to this e-mail address

Motify me by e-mail of the new

! ! |ion@doe.cnm
yolce mezzage at thig address

Email a carbon copy of the

; |iane@doe.com
woice message to

Transfer on '0° to Phone EG7D
e nurnber : |
Woice Management; dllowes you to zpecify how to handle your
WOICE Mesrages

Cancel

o]

Remote Office

»

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

“ miPA Corporate Services

Incoming Calls
Call Farwarding Alwayz
Call Forwarding Mo Answer
Call Fonmarding Busy
Do Mot Digturb
CommPilat Express
Available-In O ffice
Avallable-Out of Office
Busy
Unavailable
External Calling Line |0 Delivery
Internal Calling Line 1D Delivery
Simultaneous Ringing
Outgoing Calls
Autornatic Callback
Call Contral
Remote Office
Call ‘W aiting
Mezzaging
‘Yoice Management

X

Remote Office

@1 " On (e 0Off

Remate Office :

Femote Office Mumber:

Femate Office: Allows you ta uze your home phone, pour cell
phiohe or even a hatel phone as your business phaone.

oK | Cancel |

Shortcuts

|C|:|mmF'iI|:|t - Unavailable

Aé&adsd @38ad

The shortcuts available in the toolbar provide quick access to parameters which would otherwise
have to be accessed through the Telephony Toolbar Service Settings. Shortcuts include:

e Web Express
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Call Forward Always
Call Forward No Answer
Call Forward Busy

Do Not Disturb

Speed Dial

Call History

Directories

Web Express (CommPilot Express)

IC-::mmF‘iI-:ut - Unavailable j

By using the Web Express dropdown list, you can quickly select any of the Web Express profiles
described in the ‘Services’ section above. Profiles include:

e None

¢ Available — In Office

e Available — Out of Office
e Busy

e Unavailable

Call Forward Always

3

This activates the Call Forward Always feature as described above in the ‘Services’ section.

Call Forward No Answer

)

This activates the Call Forward No Answer feature as described above in the ‘Services’ section.

Call Forward Busy

Ch

This activates the Call Forward Busy feature as described above in the ‘Services’ section.

Do Not Disturb

(=]
[ |
This activates the Do Not Disturb feature as described above in the ‘Services’ section.

Speed Dial

@

When you click on the Speed Dial icon, you should see a screen load in the main pane. The
screen should look similar to the one below.

’ @ Speed Dial Directory

key  Qwumber ______________Joescripton
2

1008 Ron K
Click on any of the numbers in your Speed Dial list to place a call.

Call History

|

The Call History feature of Telephony Toolbar allows users to view their call history in reverse
chronological order. Calls included are:
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e Missed Calls
e Dialed Calls
e Received Calls

When you click the Call History button in the toolbar, you should see a screen load in the main
pane. The screen should look similar to the one below.

s T

Ron Kribb 1008 Bob Tester 1012 Unavailable 01
/52005 1709 /52005 16:58 2008 1710

Jill Tester 1001 Sophie Allan 1005 Bob Tester 1012
/52008 18:30 RB2005 1503 /52008 1710

Click on any of the numbers in your Call History list to place a call.

Directories

& i

Telephony Toolbar supports two types of server-based phone directories:
e Personal Directory

e Group Directory

Click on the & button in the toolbar to access your Personal Directory, and on the & button to
access your Group Directory. When you click on a Directory button in the toolbar, you should see
a screen load in the main pane. The screen will look similar to the one below.

» Personal Directory

D
Acme Support 80001
Doctors 2341251200
Rdom 2318505920
Tirn West

437519921
Click on any of the numbers in your Directory list to place a call.

Search

ISearch j

The Search drop-down list enables you to search for a previously-searched user or contact

directly, or specify an ad-hoc user/contact query. The Search queries both Group and Personal
Directories, and your Outlook Contacts list.

NOTE: The Search drop down remembers the last 10 dialed numbers for quick selection.

Links

i Telephory Toolbar
I

Conferencing Login

Voip Services

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

e Conferencing
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e Voip Services

Receiving a Call

Telephony Toolbar displays a call notification window on top of the system tray when you receive a call.
If more than one call is received, the call notification windows stack on top of one-another. These
windows automatically close 5 seconds after they emerge. This window gives you 3 options:

e Answer
e Transfer to Voice-mail
e End

Answer

You can answer an incoming call by:

1. Picking up your handset
2. Clicking on the popup natification if you have an Advanced Call Control (ACC) compliant

phone.

| xfer-vM____END X |

Click Here
to Answer

NOTE: If more than one call is received, the call notification windows stack on top of one-another.
You can answer these calls by first making a selection between these 2 calls and then picking up
your handset / clicking on the notification.

Transfer to Voice-mail
An incoming call can be redirected to your voice mailbox with a single click.

Click Here
to Transfer
to Voicemail

Terminating a Call
Incoming and outgoing calls can be terminated easily with a single click.

Click Here
to End Call
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Explorer Functionality

Web Portal Login

@

By pressing the Portal Login button on the Telephony Toolbar you can automatically log into the
TelPack Web Portal. When you use the Portal Login button, you will see the following Portal

Home Page:

Options: .

B Profile PI 'Dfll'E
Incoming Calls Basic
Dutioing Calls Profile
Call Cantral Display and configure profile information such as your narme,
Messading numher, extension, address, department, and device.
L s Passwords

Setweb access and voice portal passwoards.

Time Schedule
Add, modify, or remove fime schedules

Dialing from a Web Page

To dial a phone number from a web page, perform the following steps:
1. Select the phone number displayed on a webpage.
2. Right-click over the selected phone number and select DIAL.

Outlook Functionality

Dialing from Outlook Contacts

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

El--@' Outlook, Today
----- % Calendar
_ontacks
{3 Deleted Items
----- £ Drafts

-4 Inbo

{ﬁ Journal

----- Mokes

-1 Outho

----- £12 Sent Irems
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2. Select the contact you wish to call from the contact list.

Phone Contacts

Business:

Doe, Jane

Business:

Doe, John

[r01f) G55-5A5G
£

[316) 555-4545

3. Use the DiaL ConTACT pull down list from the Telephony Toolbar to select the contact phone

number you wish to dial.

Dialing from a vCard

| Dial Conkact

Busines:
Harne

Mobile

Dial Murnber

ith

e I

1. Click on the 'Contacts' entry in the folder list.

Folder List

-

_ontacks
[EI---@ Deleted Items (32)
5Bk Drafts
[ Inhos
{ﬁ Journal
Motes
@ kb

-2 Sent Ikems

- Tasks

EI--@ Cutlook Today
B Calendar

2. Double-click the entry for the desired contact. The vCard / Contact dialog should appear.

EE Hugh J Trotman - Contact
File Edit Yiew

Dial Contact ~

Insert  Format  Tools

Ackions

Help

Type a question For help

Eiaveandclosela =N 4 ®—é TR SR

General l Details ] Activities ] Certificates I All Fields I

g Full Mame. .

Job title:
Company:

File: as:

“Ir, Hugh J Trotman
Software Archibect

ciz

Trotman, Hugh a

Business

e
Home ~|tiEmeesemr
Business Fax :I l—
Moble x|[siEonesress

~lolx|

Address..

Buswness

ﬁ

™ This is the mailing address

E -mail ﬂ hught@c12.net

Display as: |Hugh 1 Tratman (hught@c12.net)

Web page address: |

IM address: I
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4. Use the DiaL ConTACT pull down list from the Contact item to select the contact phone number
you wish to dial.

Dial Mumber

Dial Contack

Horne

Mobile
e I T

Troubleshooting Telephony Toolbar

This section presents three common scenarios to further ease the use of Telephony Toolbar.

1. When starting Outlook or Internet Explorer, Telephony Toolbar is not visible

2. Telephony Toolbar is visible in Internet Explorer but not in Outlook

3. When_ogging in, Telephony Toolbar displays a dialog box indicating that | have not been licensed
to use it.

If your problem persists please contact your Service Provider.

Scenario 1:
When starting Outlook or Internet Explorer, Telephony Toolbar is not visible.

1. Right click on the toolbars region in Outlook and/or Internet Explorer. Upon doing so a menu
should appear, similar to the following image.
| w Standard Buttons
v Address Bar
v Links
v Lock the Toolbars
v Snaglk
W
v

Telephomy Toolbar Services k
Telephory Toolbar Call Contro

Select TELEPHONY TOOLBAR SERVICES and the Services toolbar should appear immediately.
Select TELEPHONY TOOLBAR CALL CoNTROL and the Call Control toolbar should appear
immediately.

4. Another method is to select the View > Toolbars menu in Outlook or Internet Explorer.

wn

Favaorites  Tools  Help

v Stakus Bar v fddress Bar
Explarer Bar ¥ Links
v Snaglk
GoTo b g

v Telephory Toolbar Services

Sk E
REIzll:It:’lesh F:: v Telephony Toolbar Call Cont R|
] v Lock the Toolbars
Text Size b ]
| ] Cuskomize, ..,
Encoding 3
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Scenario 2:

Telephony Toolbar is visible in Internet Explorer but not in Outlook
This occurs when Telephony Toolbar is successfully installed for both Internet Explorer and Outlook, but
right-clicking to view the toolbar in Outlook yields no Telephony Toolbar option.

1. Select TooLs > OpTIONS from the Outlook menu.

( Tools |D Actions Help
N—

Send/Receive 3

Find »
[ AddressBook... Cirl+shift+8
-Li‘\; Rules and Alerts...
@ Empty Deleted Items” Folder

E-mail Accounts...

Customize,..

—
(oo
SN——__——

o

2. Click on the OTHER tab and then press the AbvANCED OPTIONS button.

Options

Delegates SafetyBar
Preferames | Mail Setup Mail Format Speling Security

E-mail

=

Tasks
=

8=

Maotes

x|

Calendar

Contacts

Change the appearance of messages and the way they are handled,

[ Jurk. E-mail. . I[E-mail Options. .. ]

Customize the appearance of the Calendar,

Default reminder: | 15 minutes hd | [Calendar Options. .. ]

Change the appearance of tasks,

Reminder time: |8:DEIP.M v|[ Task Options, .. ]

Change default settings for contact and journal,

[Contact Cptions... ] [ Journal Options., .. ]

Change the appearance of notes,

Mote Options.. .

a4 ] ’ Cancel
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3. Press the COM ADD-INS... button

General settings

Startup in this Folder: iInbox | [ Browse. .. ]

Watn before permanently deleting items

When selecting text, automatically select entire word
[ Provide feedback with sound

Show Paste Options buttons

Use Unicode Massage Format when saving messages
["1Enable mail logging {troubleshooting)

[ Allaws script in shared Folders

Allow script in Public Folders

Appearance opkions

Date Mavigator: [ Fant. .. ]|8pt.Tah0ma

When wigwing Notes, show time and date

Task working hours per dav: |8
Task working hours per week: | 40 |

[ Reminder Options., ..

[ &dd-In Manager... ]

[ Custom Farms...

|
|

4. Click App... then select ‘TELEPH~1\bin\MIPA_C~1.DLL’ from the bin directory in the Telephony
Toolbar install directory. After doing so the following dialog should be visible.

COM Add-Ins

Add-Ins available: o

Cloudmark. SafetyBar
Telephony Toolbar

Cancel

i,

Rermaove

Location: 2 \PROGR A1 TELEPH~1bin MIPA_C~+1.0LL
Load Behawior: Load at Startup

Scenario 3:

When logging in, Telephony Toolbar displays a dialog box indicating that | have not been licensed
to use it.

Telephony Toolbar

1 Please contack your service provider,

- J ¥ou hawve not been licensed to use Telephony Toolbar
Press Retry to attempt ko reconnect, or bry again later,

Retry | Cancel

NOTE: This error indicates that your Service Provider has not added the Telephony Toolbar Client
License to your list of services. Contact your Service Provider to activate the Telephony Toolbar for your
account.
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