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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:

The Telephony Toolbar are add-ons to Microsoft Internet Explorer, Outlook, and Mozilla Firefox, and provide access Call
Management features within your web browser and mail client.

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

@ %:& ] Services | @) @ rfﬁ [E] @ E _ﬁ Search - | Zayo Managed Services = _
! Dial Contact = Dial Mumber - sl @ ’l M|~

First Use

When starting the Telephony Toolbar for the first time some elements need to be configured. Once configured, users can
proceed to use the 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.

Until the Telephony Toolbar is configured, the options will appear gray, similar to the following:

@ &;,:& EEEI.IC-’:.’- . . é @] o . . I:I Zayo Managed Services = =
Dial Contact ~ I:I% II ﬁ N a fl v| =

1. Click on the login button @ in the Toolbar

2. Telephony Toolbar will prompt for your Zayo Managed Services account credentials (the username and password
are the same as your Zayo Managed Services web portal).

3. Check the 'Save Username' and 'Save Password' options if you want to save your settings (your password will be
encrypted).

General
%, Accounts
I' Connection
E Dialing Fules Usemame
I._J—I Outlook, Integration

d Contacts Password
@ Update
Eﬂ LDAR Integration

Eﬂ Diirectary Save Uzermame

webPop LIRL Save Password
&) About

Uszemname & Pagsword

Optionz

I OK ” Cancel I[ Apply ] I 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 may already be populated with the proper information.

General
\15 Accounts
B Connection
E Dialing Rules

.-_-;I Contacts

@ Update

Eﬂ LDAP Integration

E Directory

WWebPop URL
& About

I._J-I Outlook Integration

Server connection settings

Host &ddress:
Haszt Part: 2208
OK. ] [ Cahcel ] [ Apply

|

5. Click on the 'GENERAL' tab

6. Check 'Auto login on start-up' if you would like to connect to the server when you start Internet Explorer and/or

Outlook

7. Check 'Auto login when connected to network' to enable the Telephony Toolbar to connect to the server when a

network connection is available

General
‘i& Accounts
B Connection
Q Dialing Rules
l._J-I Outlook Integration
I._J-l Contacts
@ Update
Ea LDAP Integration
Ea Dirzctany
ffm] WwebPop URL
W About

Connection options

Auto login when connected to nebwork,

[ Turn off Call Maotification

[

[1]4 i[ Cancel ][ Apply

|

8. Click OK to save your settings and exit the dialog

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

@ @ ) Services | 8 @ ff:i LE,!;. @ E a Search ~ | Zayo Managed Services ™ _
Dial Contact = Dial Murber '&II@N*’| -

Using the Telephony Toolbar

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

The Toolbar

Detailed Description of Buttons

1. Login: Logs in and out of Telephony 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 Telephony Toolbar is attempting to log in. A red button indicates that your last login attempt
failed.

@

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

&

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

W] Services

4. 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, Telephony Toolbar opens the Services dialog to
the Remote Office page so you can configure the service.

5. 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, Telephony Toolbar
opens the Service dialog to the Simultaneous Ringing page for you to configure the service.



Zay

SERVICES

10.

11.

12.

13.

Telephony Toolbar User Guide

!
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, Telephony
Toolbar opens the Service dialog to the Call Forwarding Always page for you to configure the service.

"#OS% &%

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.

HOS% (&S

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
) (*

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

+ %* *

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

#

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

i

Search hunts for the contact specified in search field.

Search B

Telephony Toolbar - drop-down list  contains URLs pre-configured by your system provider. Select an item
from the list to navigate to that page in your web browser.
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Zayo Managed Services +

* 1% $

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

*O#

Dial Number dials a specified number.

Dial Mumber

N

Answer answers an incoming call.

.

"&$

Hold puts the current call on hold.

N

L%

Transfer to Voice Mail transfers the current call to your Voice Messaging service.

=1
)

0

1

Blind Transfer transfers the current call to another phone number.

4

+ %

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

#

#

End ends the current call.

¢

% #

Call Lines is a list of phone numbers you are currently connected to.
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Make a Call

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.

i Dial Contact - Dial Murmber - sl 4B “| Y|J

* 2

To re-dial a previously dialed number:
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.
2) Click on a number in the Dial Number list.
3) To place the call, press ENTER.
4) To end the call, click End.

@ ﬁ h'ﬂﬂer\fices Q @ & If.:?.l @ E:ﬁ Search = | Zayo Managed Services + =

Dial Contact = | Dial Number o \ II ﬁ N ‘ ’l -l
S PR T —T—
/1% 3 (

Dial from Web Page

To dial from a web page:
1) Select the phone number displayed on a web page.

2) Highlight the number with your mouse.

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

Contact Us

NORTH AMERICA EUROPI
Gaithersburg, Maryland Belfast
Corporate Headquarters Ireland
220 Perry Parkway EMEAH
Gaithersburg , MD 20877 Broads'
Tel of

Sales Informatig

Hotel Accommq  Copy
Map Quest

Select All
Montreal, Canal  pyint...
R & D Facility
7405 Transcang
Suite 201
Saint-Laurent, Gz
Canada Paris, F

Print Presiew. ..

| 4 3

Telephony Toolbar User Guide
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Dial from Contact List

With the Telephony Toolbar 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 Telephony Toolbar within
Outlook.

4) Select the type of number to call.

@ %} iﬂﬂer‘u’ices ] @ é If.:?] @ Eﬂ Search - | 72

Dial Cnntact*iDial Mumber N  F=ITE (D|
1 Business
« || 84 Contacts
Hame
-
IMobile Zayo Managed Services
¥ £ Full Mame: ay...
|85 Contacts Company: ay...
|85 Telephony Toolbar Business: [B66...
Current View = Business Home Page: ww...

"ok #

Dial from vCard

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

2) Double-click the contact you want to call. Outlook opens the contact’s vCard.

3) For Outlook 2005, click the arrow at the right-hand side of the Dial Contact drop-down list on the Telephony
Toolbar within Outlook

- Or -
For Outlook 2007, click the Telephony Toolbar tab

4) Select the type of number to call.

™= HELPDESK - Contact

! Fle Edit Wew Insert Format  Tools  Actions  Help

/E H9 a9 s Zayo Managed Services - Contal
H. - E ; ! .g
-:_Dlal SR :HEENE and Close % | d @ | ? \i? | - Contact Insert Format Text Add-Ins Telephony Toolbar
e L JaB 2SS E 8

B Haore . g
| Activities | Certificates | All Fields || | Business Home Mobile
Mabile :
Dial
[FulHame. ] |HELPDESK
Zayo Managed Services
Job Htle: T
Company: Zayo Managed Services g
Companty': |Bru:uau:|5u:uft Job title:
File as: |HELPDE5K File as: Zayo Managed Services M

tx # %
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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 Telephony Toolbar.

1) Click Group Directory on the Telephony 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 the Troubleshooting
section.

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. The Telephony Toolbar places
the call.

tact - Dial Murnber s AT ) “| l:\i;_.
Contacts « || &2 Telephony Toolbar - BroadWorks Assistant Enterprise - Group Directory

2] All Contact ltems - 3
My Contacts
& Contacts
&= Telephony Toolbar 1003,1002 +1-2404040753 40753

kol

y - %

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) To dial from the call history, click on the desired phone number. Telephony Toolbar automatically places the
call.

| 4y oo ABrasungs
= ‘e ASAIATANT-ENTERPRISE

Ig 1024 1024 Ron Kribk 1008 Ig 1024 1024
13/1/2008, 16:45:59 13/1/2008, 16:38:08 13/1/2008, 17:11:15
Ig 1022 1022 Ron Kribb % Ig 1022 1022
9/1/2008, 17:48:53 13/1/2008, 12:21:40 13/1/2006, 16:45:03
Ig 1022 1022 Carlos King 1010 Ig 1022 1022
9/1/2008, 17:48:49 12/1/2008, 12:15:33 13/1/2008, 16:44:18
Ig 1022 1022 Ron Kribb 1008 Ig 1022 1022
9/1/2008, 17:48:42 9/1/2008, 17:12:43 13/1/2006, 16:43:45
+ #

Speed Dial Directory
You can dial from the speed dial directory.
1) To open the Speed Dial Directory, click Speed Dial Directory on the Telephony Toolbar.

2) To dial from the speed dial directory, click the desired phone number and Corporate Telephony Toolbar places
the call.
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Dial Contact = Dial Mumber 4 FFIE R 1= ) -3
Contacts « || 8 Telephony Toolbar - BroadWorks Assistant Enterprise - Speed Dial Directory
2] Al Contact ftems - j eed Dia
My Contacts *x
&4 Contacts
|8 Telephony Toolbar 2
3
4
% * *

Dial from a Search

Use the Search drop-down list to search for a user or contact. The search results include all users in the Group,
Personal, and Outlook Express directories, if configured to do this. Your search returns all users that match your
criteria in any field. For example, if you enter “sa” as your criteria, your search might return users with the first name
“Sally” or with the last name “Sanders” as well as users in the department “sales”.

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.

Telephony Toolbar displays the results of your search.
3) Click the phone number you want to dial.
4) To end the call, click End.

! Dial Contact > Dial Mumber - & Ml b i 2t

BroadWorks Assistant Enterprise - Search

My Contacts

|85 Contacts in Mailbox - Paul Mat
|85 Contacts

|85 Telephony Toolbar
helpdesk [Call Center) 4-5335

To re-execute a previous search:
1) Select previous search criteria 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.

Telephony 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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Receive a Call

Answer a Call

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

To answer a call from Telephony Toolbar, click Answer .
To answer a call from the pop-up natification, click on it.

When using Telephony Toolbar with Outlook, if the incoming call does not provide a name for the calling party,
Telephony 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 populated with the
caller's number, or end the call directly from the pop-up notification.

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 Make a 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

Supervised 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 Make a Call.

2) Call the second number. This automatically puts the first party on hold.
3) Click Transfer on the Toolbar.

4) Wait until the called party accepts your call, and then click Transfer again to connect the patrties.

Open a URL
When you receive a call, Telephony 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 pop-up notification.

This opens a page in your browser window that contains information about the calling party encoded in its URL.
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=4 a8 [x]

% Incoming Call:
Board Room
0205

5 37 (

You can also transfer the caller to your Voice Mail, save a vCard for the caller, open a URL populated with the
caller's number, or end the call directly from the pop-up notification.

Save a vCard

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

You can click a button in this notification to save the caller's phone number and personal information as a vCard in
Outlook. To do this, click Add vCard in the pop-up notification.

=4 a ]

%ncnming Zall:
Board Room
0203

# % 37 (

You can also transfer the caller to your VVoice Mail, save a vCard for the caller, open a URL populated with the
caller's number, or end the call directly from the pop-up notification.

During a Call

Hold a Call

1) Tohold 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

', %

Initiate a Three-Way Conference

67 14 # % 8

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) Todrop only one participant from the conference, select the participant’s number from the Call Lines drop-down
list and click End.



Zay

SERVICES Telephony Toolbar User Guide

End a Call

You can end both incoming and outgoing calls directly from the Toolbar and from the pop-up notification window.
To end a call from the Toolbar, click End on the Toolbar.

To end a call from the pop-up noatification, click End Call .

ﬁ . Inc&ng Call: =

Board Room
0205

"% # 31/ ¢
Voice Malil

Transfer to Voice Mail
You can transfer calls to your Voice Mail from the Toolbar and from the pop-up call notification window.

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

=l

0 1

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

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

) *

Genggal
‘i& Accﬁts
B Connection
a Dialing Fules
l._J-l Outlook, Integration
l._J-I Contacts
@ Update
E LOAP Integration
Eﬂ Drirectomy
webPop URL
W) About

Connection options
[ Auto login on start-up

[ Auta login when connected to network

[ Tum off Call Motification

ok ]‘ Cancel I

The Auto login on start-up determines whether Corporate Toolbar automatically logs in to your service provider
when you start Internet Explorer, Firefox, or Outlook.

Auto login when connected to network automatically logs in to your service provider when it detects an active

network connecting on your computer.

Turn off Call Notification disables the pop-up notification window. When this box is checked, the pop-up
notification does not appear when Corporate Toolbar detects an incoming or outgoing call.

Accounts

The Accounts page allows you to specify your Platform user name and password.
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General
¢ i‘h Accrpnts
P Con&tion
Q Dialing Rules
l._J-I Outlook Integration
l._J-I Contacts
@ Update
E;'J LDAP Integration
Eﬂ Directary
] WebPop URL
o About

Usemame & Password
Usemame
Password

Options
Save Uzername
Save Pazsword

‘ 0K I[ Catcel ][

Apply

|

[ e ]

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.

Save Username determines whether Corporate 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.

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

Corporate Toolbar encrypts your password for greater security.

Connection

The Connection page allows you to specify the network address of the Platform server that Corporate Toolbar

connects to.

General
gy Accounts

P Connection

97| Dia.lﬁE ules

I._J-I Outlook Integration
l._J-I Contacts

@ Update

E;'J LDAP Integration

Ea Directary

WwhebPop URL
W) About

Server connechion zettings

Hast Address: |
Host Port: 2208
‘ 0K I L Catcel ] [ Apply

|
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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.

Host Address specifies the URL or IP address which Corporate Toolbar attempts to connect to when logging in.

Host Port is the port number used by the Platform server on the host specified above.

Outlook Integration

The Outlook Integration page enables and disables the use of Corporate Toolbar with Microsoft Outlook.

* /9

Genesal
£k Accourts
_ Connection
[d Disling Rules
8]} Outiook Integration
J-. Co®t
@ Update
5] LDAP Imegration
E Directon
[=] WebPop URL
&) About

Activation

) 0n

@ 0ff

| oK

|| Cancel | Help

3

When “On” is selected, the Outlook integration features are activated.

When “Off” is selected, the Toolbar is unavailable within Outlook, and you are unable to dial contacts directly.

Contacts

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

list.
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General
(& Accounts
WP Connection
(] Disiing Fules
| 5] Dutiock Integration
@l
G Update Contact bookup
[ LDAP Integration
[°5] Ditectory
webPop URL
&) About

Contact retrieval

[ ok ]| cance | Help

[ # 3
The Retrieve contacts from default contact folder only option searches for and retrieves contacts stored in the
default Contacts folder within Outlook.
The Retrieve all contacts option searches for and retrieves contacts stored in any Outlook folder.

Use Outlook contacts as preferred CLID lookup for incoming calls determines whether Corporate Toolbar uses
the information saved in your Outlook contact list when displaying information about callers, instead of using
group settings or other calling line 1D information.

Web Pop URL

The Web Pop URL page allows you to configure a web page that you can open from the call notification window,
which contains information about the caller in its URL.

For example, you could configure Corporate Toolbar to find your caller's name, e-mail address, or phone number in
a third-party directory or customer relationship management (CRM) system.



Zd

MAGED

SERVICES

About

S,
O
-

B
=t

Telephony Toolbar User Guide

Genatal

‘:'1‘.1 Accounts

@ Connection

[ Dialing Rules

| 5] Dutiook Integration
[3] Contacts

@ Update

Eﬂ LD&P Integration

F5] Ditectory

i) About

3
URL to show for calls

‘web screen pop URL:

[ ok || cancel |

* ;4 353

The Web Pop URL determines the URL that Corporate Toolbar opens when you click Web Pop URL in the

notification window.

The URL you specify may contain any of the following special strings that are replaced with the corresponding
information about the other party in the call, if available:

__ REMOTE_PHONE__: The phone number of the other party
__ REMOTE_NAM__: The name of the other party (when available)

IMPORTANT NOTE: There are double underscores at either end of the variable, and one separating multiple

words.

The About page displays the version, copyright notices, and product disclaimers associated with Corporate Toolbar.
It can be useful when providing information to support representatives for your service provider.
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- Outlook Integration

Contacts

o Update

E% LDAP Integration
E% Directony

fiwe] “w'ebPop URL
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Wersion

Broadw/orks Assistant - Enterprise 14.00 ECY
[Build: 44, Revigion: 1]

Dizclaimer

“wharhing : Thiz computer pragram iz protected by copyright law and
international treaties. nauthonzed reproduction or distibution of this
pragram, or any portion of it, may result in severe civil and criminal
penalties, and will be prosecuted to the maximum extent possible
under the law.

Copyright® 2007 BroadSoft. All Right: Rezerved. Broadworks® and
Broadw/orks Azsistant[Th) are rademarks of BroadSoft.

I [1]4 II Cancel I Apply
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Services Dialog

The Services dialog allows you to configure the calling features provided by Toolbar, such as Voice Messaging,
Web Express profiles, Call Forwarding, and Call Waiting. 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.

Click OK to save all changes and close the dialog.

Click Apply to save all changes without closing the dialog.

Click Cancel to close the dialog without saving your changes.

Incoming Calls

The Incoming Calls pages in the Options dialog configure the services that apply to calls that you receive.

Anonymous Call Rejection

The Anonymous Call Rejection service blocks all incoming calls from people who have restricted their phone
numbers from being shown to their call recipients.

U Incoming Calls 4\
(Z) Anonymous Call Rejection o
é Il Formarding Alwags Anonpmous Call Rejection
é Call Forwarding Mo Answer
& Call Farwarding Busy
I’E] Do Mot Disturbs
f} CommPilot Express
& Awailable-n Difice
& Awailable-Out of Office
ﬂog Busy
Unavailable
EA Esternal Calling Line 10 Delivery
B8 Internal Caling Line 10 Delivery
@ Simultaneous Ringing
0 Outgoing Calls
Lfﬁ Automatic Callback
!} Calling Line 1D Delivery Elocking

Zmorwmous Call Fejection () On (O

I Call Cantrol Anonymous Call Rejection: Prevent a caller from reaching you when
® Remote Office | the caller has explicitly restricted his/her number.
A Tl b sibinn lud]
o] o]
* /& # < 3

Call Forwarding Always

The Call Forwarding Always service forwards all incoming calls to a specified phone number.

To activate this service, click Call Forwarding Always on the Toolbar. This highlights the button.
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Call Forwarding No Answer

The Call Forwarding No Answer service forwards all incoming calls to a specified phone number if you do not
answer within a specified number of rings.

*lHOS% (& $ 3

To activate this service, click Call Forwarding No Answer on the Toolbar. This is highlighted when turned on.
Calls Forward to specifies the phone number to which Toolbar redirects all calls forwarded using this service.

Numbers of rings before forwarding is the number of times your phone must ring before Toolbar forwards an
incoming call.
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Call Forwarding Busy

The Call Forwarding Busy service forwards all incoming calls to a specified phone number when all available lines
are in use.

To activate this service, click Call Forwarding on the Toolbar. This button becomes depressed when on.

* J# $% 3

Do Not Disturb

The Do Not Disturb service forwards all incoming calls to your Voice Messaging service. If you do not have a Voice
Messaging service configured, callers hear a busy tone.

) * /*(* 3

To activate this service, click Do Not Disturb on the Toolbar. This is highlighted when in service.
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Play Ring Reminder when a call is forwarded determines whether Toolbar notifies you each time the Do Not Disturb
service forwards a call to your Voice Messaging service.
External Calling Line ID Delivery

The External Calling Line ID Delivery service allows you to view the calling line information for incoming calls from
external phone numbers.

+ * 12 # i 3

Internal Calling Line ID Delivery

The Internal Calling Line ID Delivery service allows you to view the calling line information for incoming calls
from members of your group.
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Simultaneous Ringing

The Simultaneous Ringing service rings multiple phone numbers for each incoming call. Any of the phone numbers
specified for this service may be used to answer those calls.

* 3

To open this page, click Simultaneous Ringing on the Toolbar. This becomes highlighted when activated.

When the Don't ring my Simultaneous Ring Numbers if I'm already on a call option is selected, the Simultaneous
Ringing service is temporarily deactivated whenever you are engaged in an active call.

When the Ring all my Simultaneous Ring Numbers for all incoming calls option is selected, the Simultaneous

Ringing service rings all numbers specified in the list that follows for each incoming call, regardless of whether you
currently are engaged in an active call.

Sim Ring Phone List specifies the list of additional phone numbers that ring for each incoming call.

Web Express

64 4 2 = % # ( =# $% =

Web Express allows you to manage your personal services using four configurable profiles. These profiles control

your incoming calls automatically. Even when off-site, you can still manage your active profile on the web or over
the phone.

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

Available - In Office

The Available — In Office profile determines how incoming calls are handled when you are working at your desk.
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Also ring this phone number specifies an additional number for Toolbar to ring for each incoming call. Calls may be
answered from either this number or your main number.
If you select:

If Busy: Have Voice Messaging take the call, Toolbar forwards all incoming calls to your VVoice Messaging
service if you have no available open lines.

If Busy: Forward to this Phone Number, then all incoming calls are forwarded to the specified phone number if
you have no available lines.

If No Answer: Have Voice Messaging take the call, Toolbar forwards all incoming calls to your Voice Messaging
service if you do not answer after a set number of rings.

No Answer: Forward to this Phone Number, Toolbar forwards all incoming calls to the specified phone number if
you do not answer after a set number of rings.

Available — Out of Office

The Available — Out of Office profile determines how incoming calls are handled when you are not working at
your desk, but are still able to receive calls.
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If you select:
Have Voice Messaging take the call, all incoming calls are forwarded to your Voice Messaging service.
Forward to this Phone Number, Toolbar forwards all incoming calls to a specified number.

Also e-mail me when a call comes in at determines whether Toolbar also sends an e-mail notification to the address
you specify below it each time you receive an incoming call.

The E-mail address specifies the e-mail address Toolbar notifies when you receive an incoming call.

Busy
The Busy profile determines how incoming calls are handled when you are busy.

* /4 2 6 3
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Send all calls to Voice Messaging except calls from these Phone Numbers forwards all incoming calls to your
Voice Messaging service, when selected. You can configure up to three numbers to be excluded from this
service in the blank fields provided. Calls to these numbers are instead forwarded to the phone number you
specify below it.

Which will be forwarded to determine the phone number to which Toolbar forwards the excluded callers
specified above.

Also E-mail me a notification when a Voice Message is received to should be selected to receive an e-mail
notification each time you receive a Voice Mail message.

Unavailable

The Unavailable profile determines how incoming calls are handled when you are not free to take calls, such
as during outside business hours or when on holidays.

! * /4 2 65 3

If you select:

Send all calls to Voice Messaging except calls from these Phone Numbers, all incoming calls are forwarded to
your Voice Messaging service. You can configure up to three numbers to be excluded from this service in the
blank fields provided. Calls to these nhumbers are instead forwarded to the phone number you specify. To
determine which phone number Toolbar forwards the excluded callers to, select Which will be forwarded to.

No answer Greeting, its standard “no answer” greeting message plays to incoming calls.

Unavailable Greeting, your VVoice Messaging service is enabled to play its standard “unavailable” greeting
message to incoming calls.

Outgoing Calls

The Outgoing Calls pages in the Options dialog configure the services that apply to calls that you initiate.

Automatic Callback

The Automatic Callback service allows you to have Toolbar monitor a busy party in your group and to automatically
establish a call on your behalf when the busy party becomes available.
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Calling Line ID Delivery Blocking

The Calling Line ID Delivery Blocking service prevents other parties from seeing your phone number or calling line
information when engaged in calls with you.

Call Control

The Call Control pages in the Options dialog allow you to configure your Call Control services.

Remote Office

The Remote Office service allows you to substitute a different phone number for your office phone number. You
can open this page by clicking Remote Office on the Toolbar. The button is highlighted when turned on.

Remote Office Number specifies the alternate phone number to substitute for your office number.
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Call Waiting

The Call Waiting service allows you to answer incoming calls while engaged in another active call.

I+ * [# # 6# 4

Messading

The Messaging pages in the Options dialog allow you to configure your Voice Management settings.

Voice Management

The Voice Management page specifies how the system handles your voice messages.
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When the Use unified messaging option is selected, you can access your voice messages via e-mail and phone.
Messages are sent as mail attachments to the e-mail address configured for your account.

“Use Phone Message Waiting Indicator” determines whether your phone provides an alternate dial tone and a visual
indicator on some phone models to indicate that you have a message waiting.

If the “Forward it to this e-mail address” option is selected you will be able to access your voice messages only by e-
mail. Messages are sent as mail attachments to the specified e-mail address, and are not available for retrieval by
phone.

“Notify me by e-mail of the new voice message at this address” determines whether the system sends a notification
e-mail to the specified address each time it records a voice mail. This notification will contain the date and time the
voice message was recorded, but does not contain the content of the voice message itself as an attachment.

Pop-up Notification

When you initiate or receive a call, Toolbar displays a notification window above the system tray that includes the
other party’s phone number and other information about the call.

The pop-up notifications automatically close five seconds after they emerge.

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

13/ (
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Troubleshooting

This section contains information that may aid those having difficulty using Toolbar. If your problem is not listed in
the index, contact your service provider for assistance.

Using Toolbar with Microsoft Windows Service Pack 2 (SP2)

When you open the Group Directory or Personal Directory from the toolbar, Internet Explorer or Firefox may display
the following warning message:
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This warning is triggered by the JavaScript used by Toolbar to sort directory listings.
The following instructions override the warning and open the directory:
3) Click the message.

The notification turns blue and displays a pop-up menu.

4) Select Allow Blocked Content from the pop-up menu.
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Another security warning appears.
5) Click Yes.

(I 2 4

Toolbar is not Visible in Outlook

If the Toolbar is not visible in Outlook, follow these steps. If the problem is not solved, contact your service provider.
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To confirm that the Telephony Toolbar is installed:
6) Open Internet Explorer.
7) Click the Options icon in the Toolbar.
8) Click General in the tree view on the left of the Options dialog.
9) Verify that the “version” area of the page lists Telephony Toolbar.

Make the Telephony Toolbar visible:
10) Right-click an empty area of the toolbar region in Outlook.

A menu appears listing all the toolbars currently registered.

11) Make sure that the Toolbar entries (Telephony Toolbar Call Control and Telephony Toolbar Services) are
checked, as shown in Figure 66 Outlook Toolbar Options.
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If the Toolbar entries are not listed, continue with the next step.

Reaqister Toolbar within Outlook
12) Click on Help or About Microsoft Office Outlook.

"ok =r %

13) In the dialog box select Disabled Items. If the Telephony Toolbar is visible on the list, click Enable and restart
Outlook.
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| Have Not Been Licensed to use Toolbar

This error indicates that your service provider has not added the Toolbar Client License to your list of services.

Contact your service provider to activate Toolbar for your account.

)] (

Toolbar is not visible in Internet Explorer

If the Toolbar is not visible in Microsoft Internet Explorer, follow these steps:

1) Right-click an empty area of the toolbar region in Explorer.
A menu appears listing all the toolbars currently registered.

2) Make sure that the Toolbar entries (Telephony Toolbar Call Control, Telephony Toolbar Services) are checked,
shown in Figure 70 Internet Explorer Toolbar Options.



