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= Double-click 3
OfficeLink i
icon on desktop

= Type in password,
if requested

LOGGING IN/OUT

Logging In to Server

= Click Q=

® Click Log in Server

® Answer the desk phone
when it rings

Logging Out of Server

m Click

B Click  Lag out Server

ACD FUNCTIONS

Logging In
= Click
® Click Login ACD j
Change Status from
Stoplight
= Click (B to
change ACD status:
0 Green = Available
o Yellow = After Work
0 Red = Unavailable
Change Status from
System Tray
= Right-click (DR
in system tray
m Select the Status or
Log In/Out function
required

= Click €3 or [CHEREHN

= Dial the number

ANSWERING CALLS

Auto-answer enabled

A tone signals a new
incoming call

Auto-answer disabled

PC “rings” to signal a new
incoming call

= Click ﬁ and speak

TRANSFERRING CALLS

m Click  Transfer

® Dial the number

= Click 429 after first ring
or announce call then

click a

® To cancel transfer,

CliCk connect r

&L Officelink -- User ID: Cindydnderson Ext: 3384 Current Profile: ipoffice

PLACING CALLS ON HOLD

m Click Hald }
= Click the flashing
to retrieve the call

USING SPEED DIAL

Speed Dialing

™} CliCk Speed Dial r

m Click the button you want
to dial

Adding Numbers

m Click Speed Dial r

m Click an empty button

= Enter name and number
m Click OK to save

ENDING CALLS

= Click ﬁ or _ Reesse |
= DO NOT hang up the
desk phone

COPY & PASTE DIALING

= From any Windows
application, highlight the
required telephone number

m Right-click and select Copy

® Position the mouse in the
OfficeLink yellow call
display area, right-click and
select Paste

The number is dialed

m Click e to open online
Help

RETRIEVING VOICE MAIL

When you have new voice
messages, the flag on the
mailbox icon goes up. To get
messages:

® Click once on the j
mailbox icon
or

® Double-click the mailbox
icon in the Windows
system tray Q

CONFERENCE CALLING

m Establish a call

and click ﬂ)

® Dial number of second party

m Click Conference | to connect

all parties or repeat steps to
add other parties

® To disconnect last added

party, click  conrect |

J

Note: Some features may not be enabled for your configuration.
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Yﬂllr [:Uﬂflgllratlﬂn ‘ Click @ to customize OfficeLink

To display the Voice Malil icon in the
Windows system tray when you have

To see the dial pad each time you =
log in, select this option. x—ﬂlﬁ:ebnk Option:
v ShnwD\aI Pad ~ Toolbar Position
L ¥ Automatic Appearance on Incoming Call * Top I Always on
¥ Beep on Dial " Bottom
. . . e [~ Enable Yoice Mail System Tray £
If you want OfficeLink (if minimized) to Netification R e
appear on top of all other applications © Single Lamp
when you receive a call, select this option. Bl mLamu
Login/Logout Entieg———————————————— r—Dial Infc
Logir: I Access Voice Maik IESE‘S N
To hear indicator beeps from your lama — Calback Number [
computer as you dial numbers, select S —
this option. -
Edit Yoice Mail Commands j. Advanced. |

1[4 I Cancel I Help |m’\

Select Single Lamp or Three Lamp to
enable the ACD Stoplight icon in the
Windows system tray.

PROFILES

Selecting a Profile

m Select the correct profile from the
drop-down list

Adding a New Profile

m Click Advanced button

m Click Profiles button

= Type Profile name

= Enter callback phone number

m Enter 5 for Number of Rings

m Select Continuous Connection Type
m Enter 3 for Callback Attempts

VOICE MAIL SETUP

m Click to change voice mail settings

unheard voice messages, select this
option.

" = Enter the button label(s) in the left column

= Enter the corresponding sequence in the
right column

\.

Right-click the OfficeLink softphone
to access additional features.

Shortcut Menu

m Select Call Log
® Scroll up and down to view calls
® Double-click a number to make a call

TELEPHONE BOOK

m Select Telephone Book

m Enter the first few letters of the name
of the person you wish to call

® Double-click their number to dial
or
m Use the scroll bars to find the contact

® Double-click to select a contact and
dial the number

iate § Time

‘edial Last

® |ze Phone
s WalP
Discanmect Yaice

Skins. ..

Cal Log...
Telephione Book, ..

Switch to AutoClient Mode —

Exit

SWITCHING TO VOIP/VOICE
m Select Use Phone/Use VolP

SOFTWARE APPEARANCE

m Select Skins
m Select the required skin from the list

® Make sure that the Windows Settings
support the selected skin

USING OFFICELINK WITHOUT A PC
m Select Switch to AutoClient Mode

J

Note: Some features may not be enabled for your configuration.
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