QUICK REFERENCE GUIDE QVTSL

Cloud Communications

Work from anywhere with V-CX, our easy-to-use cloud communications app
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VIl. How to transfer a call Your new pin can be found in the V-CX App. Go to My V-CX, then Profile and you will see your new

VIIl. How to cancel a transfer PIN displayed.
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II. OVERVIEW OF INTERFACE

Dialpad
Used for dialling numbers and answering calls

Address book
All contacts: internal, external &favourites

Call History
View recent and missed calls,

My V-CX
Access voicemail, greeting and pin

Confernece

Create a video conference Conference

Do not disturb
Turn off or on

Settings
Access settings such as ring tone, volume, etc.

Presence
Shows if you are logged in/available

<)
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Used to add window
an additional
party to a

Click DTMF for a dialpad, so that
you can select options when on a
call (e.g. press 1 for operator)



[[l. ADDRESS BOOK & CONTACTS

V-CX App
Types of contacts T
Office36s . ¢
* Favourites: select favourties by clicking the 'pin' symbol in the contact e
record TM  Tom Maliackan
Click contacts and you will :
* Internal contacts: these should be automatically populated see a drop down menu B o vk
with the three contact °
e Office 365: these are contacts that you import from Office options. Selct the contact
list you want to see. FF Domas Poliakas
How to make a contact a 'Favourite' How to import contacts from Microsoft 365

3) To log out of
Microsoft Office,
click on the
Settings icon,
which will open up
the Settings
window. Then click
Account from the
1) V-CX will prompt you to sign in to your Microsoft lefthand menu.
Office account. Click on the button above, which

will open a new window for Settings.

Office365 i

1) Click on the contact
LA LUCY Antunes to open ’rheir contact [ Please sign in with your account ]
record, and click on

the little 'pin' symbol.

CONTACT INFO

sip
3m

Settings
LA 2) Press Save. You = Ofiics 355 Ancauni Confinuesiion: [ ! Microsoft contacts
will then see the ? : . 8 sign out from Microsoft
. & Let this app access your info? Usid secaut:
contact appear in e ‘oo e
Sl Weyantmas your Favourites list. B " o e e g
88 comvons + na your grofee
R
Ui m Ll * Hires bl sccest 1o your calendans
Bt ; bl

4) Click the Sign out from Microsoft button.
You will then be signed out from Microsoft
Office and your contacts will no longer be

2) Enter your Microsoft Office user name & password,  accessible in the V-CX app.

then press Yes (above). Your contacts will then be

imported. You can close the Settings window.
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V. HOW TO MAKE A CALL

There are several ways to make a call. You can call someone through the Dialpad, Contact lists or Call History.

Option 1: Dialpad Option 2: Contacts Option 3: Call History
V-CX App V-CX App
Phone number Internal C = G Search here... Q
e y j/- All Missed Inbound Outbound
1 2 3 ~
‘ L | o ‘ Tom Maliackan
‘ 5 6 ‘ Today
L | | mmo
7 Blessen Panicker Nicola White
‘ PQRS | T§U’ 1 w‘;?rz ‘ NW \f
‘ * 0 # ‘ Domas Poliakas M ot
L J\ ks I J Nicola White 2
ON CALL NW 5 ‘G
% Alban Scribbins
Tom Maliackan -
Select Dialpad in PR ™ L
FAVOURITES m 49
the lefthand menu, ;
Originator Dialed | Targe! Talk Time Action
1 and type the David Walton :m: 21 907:13:)103994 00:12:49 | Twinned
number in. Then =
press the blue call - Fremtim Bliacak Y
buHon ) Robert Walton
Nicola White
Clair Watts NW ‘:‘
Nicola White Nicola White
IcOl Nw ; q
Lee Zweig Lucy Antunes
R - ‘2’
Alternatively, click the
contact YOI); wish to call Select Contacts in the lefthand menu. Click Select Call History from the lefthand menu.
from the Favourites on a contact from the list to open the Click the phone icon associated with the
displaved contact. Then click the little phone symbol contact you wish to call. Note that if you click
played. to call them. Note that contacts that are on a on the contact, details will appear.

call will display the red 'On Call' badge.
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V. HOW TO ANSWER A CALL

V-CX App

< Keypad

07946433593
07946433503
lm:oming call

e Call Group 1

(]~

Press the green button to answer an incoming call.
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VI. HANDLING MULTIPLE CALLS

V-CX App V-CX App
- Keypad
Phone number Phone number
®
1 2 3 1 2 3 ||
ABC JL DEF _ aBC ] DEF |
4 5 6 4 5 6 |
GHI JKL MNG GHI JKL MNG |
z 8 9 7 8 9 ||
PORS Y WXYZ PQRS UV WXYZ |
U \ * 0 # * 0 #
Lucy Antunes f
3111 INCOMING ACTIVE
0:07 " Tom Goldsw... |
& Tom Goldsworthy & 041 Return to Call |
+ @@ °
ACTIVE ON HOLD
Lucy Antunes Lucy Antunes
B Return to Call  SPRa— Retumn to Call
g x w
_ _ _ 4
When you are on a call, VCX will display the This will bring up the home screen showing You can now toggle between calls by
active call screen. details of the 2nd caller. Simply click the 2nd clicking on the relevant call.
call to take this call. This will automatically
If you receive a 2nd call, you will hear a gentle place the Ist caller on hold.

audio tone to alert you to the call. To view
details of the call click on the words 'Keypad' at
the top.
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VII. HOW TO TRANSFER A CALL

From a call you want to transfer, press 'Attend’ Call to the person you want to transfer to Connect the 2 calls

You can type an extension
or number here

V-CX App V-CX App V-CX App
& Keypad € Keypad
Transfer call
® ®
Y
o | | 5 6 |
r select L =TI |
someone e poj:;s | T§v | w%z |
from your :
Favourites or * | 4 I * | LA
Contacts @
07946433593 A e Lucy Antunes
07846433593 07946433533 2 meomr i:;;;
0:02 On Hold !
S FAVOURITES (])) @ e @
X
LA' Lucy Antunes
G )w = % )X
1) Either initiate or answer a call. To transfer 2) You will need to initiate a call to the person you 3) When the person picks up, you can
the call, click on the Attend transfer button, want to transfer the call to. You can do this by tell them who you have on the line.
circled above. typing their number or extension in the area above The person you are transferring can
the dial pad that says Transfer Call, and then press not hear you. To then connect the
The call will then be on hold. the blue call button. Or you can select the person two parties, press the Transfer
you would like to transfer the call too from your symbol at the bottom of the call
Favourites or Contact Lists and call them. window. This will end the call for you
but the other two parties will be
A call to the person you want to transfer the call to connected.

will now be initiated.
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VIII. HOW TO CANCEL A TRANSFER

V-CX App V-CX App
Siltoyped Enter number to transfer call to Lucv Antunes
® 3111
0:14 /
1 2 3
ABC DEF lﬂl} 'QI
4 5 6
o || akL MHO
7 8 9 3) If they are unable or do not wish to take the call,
4 1% - oy e then hang up by selecting the red button.
Tom Goldsworthy
01342319055 * 0 i#

14:04
* @@ °
Select Attended Transfer

/

Tom Goldsworthy

2319055

\‘ On Hold
oYX

4) This will return you to the original call. Select the
reen ‘play’ icon to take the call back off hold.
2) Enter a number to transfer the call to, or select a 9 play
contact from Contacts. This will initiate a call to that
person while your original call is on hold.

TRANSFER

Tom Goldsworthy %
& \ On Hold Return to Call

1) Select the Attended Transfer icon to
begin the call transfer.

TRANSFER

. Tom Goldsworthy If at any stage, if you wish to return to the original call,
* s On Hold % Return to Call you will have this on screen.

FAVOURITES
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IX. HOW TO CONFERENCE SOMEONE IN

From a call, press 'Add call' Call the new party Then merge the two calls together

V-CX App V-CX App. V-CX App
< Keypad < Keypad
Add call
0) g ®
‘ 1 2 H 3
ABC DEF
GHI JKL MNO
LA L2 LS8
‘ = o “ 5
L PQRS I Tuv . WXYZ
= L2 e AO
I " al
07946433593 ACTIVE Audra Oliver
p— —— +447896945467
& o Return to Call 0:07
0:07 g:27
FAVOURITES i) @ @ g You can
i()) @ @ ) merge or
Lucy Antunes split the
calls with
this button
g >
L)X # < @
1) To conference someone in, click the Add 2) You then need to initiate a call with the 3) Once the new party has answered, you
call button (circled in red). new party. Do this by typing the number or can then merge the two calls by
extension where it says Add call above the pressing the Merge calls symbol (circled
This will put your call on hold. dialpad, or by using your Favorites or above). This same button will also split
Contact Lists. the calls if you need to do that.

Repeat this process to add additional
people to the conference call.
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