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Introduction

The TELUS Business Connect Mobile solution is a professional call handling app for your
smartphones and tablets, so you can spend less time managing calls and more time on your
business. You can set customized greetings, call routing, and separate personal and business calls
with toll-free numbers all through your mobile devices.

This guide will help users set up and access the following TELUS Business Connect Mobile features:

Messaging

Call Log

Contacts

RingOut

User Greetings

Audio and Hold Music

Call Handling and Forwarding
Call Flip

Notifications

Outbound Caller ID

=7 TELUS ‘ Business
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Overview

The Overview page is your account home page.

It shows your recent voicemail, recent inbound and
outbound calls. Let’s take a look at the navigation bar
across the top of this page and see how to use it.
Some features are described in more detail later in
this document.

NOTE: Admin users will see the tabs at the top for
Admin Portal and My Extension. The pages discussed
in this section of the guide can be found under My
Extension. Users will only see this page and will not
have the option to switch to an Admin Portal.

~Z TELUS

Business

-7 TELUS

Overview Messages Call Log Contacts Settings
Recent MEssages - 3 saved messages
O From Name Date
0 acw» (416) 206-6341 (5, Add Contact Tue 04182017
0 aow» (866) 652-4625 [ TELUS Business © Mon 0411772017
] ac» (B66) 652-4625 [ TELUS Business C. Mon 041772017
» Delata () Block
Recent Calls
O Phone Number MName Date
O %  Te  (757) 2559277 15, Add Contact Today
O &  Te  (587) 3156726 [ User Admin Thu 0510472017
0 % Teo  (416) 206-6341 [ Add Contact Thu 05/04/2017
O % 7= (587)315-6849 [ Manager Oned4 Thu 05/04/2017
O & 7= (587) 3156726 (3 User Admin Thu 050472017
o Tor (587) 215-6726 (5 User Admin Thu 051042017
O &  Te  (587) 3156726 (T User Admin Thu 0510472017
G Te (365)300-2185 [, Office seat Thu 05/04/2017

[m]
% Delete () Block

Lagal Senvice Terms

© 2017 TELUS Communicalions Company

TELUS and the TELUS logo are frademarks of TELUS Infellectual Property.

Al gther marks, logos, designs and ofhenvise are the frademarks and intebectual property of RingCendral, inc

Tools v

Time
6:39 AM
6:27T AM

5:56 AM

Time
849 AM
I32PM
JR2PM
1218 FM
12:05 FM
1205 FM
1205 FM
1201 PM

@ KM | (366) 652-4625 Ext. 101 GelHelp  Log Out

Length
016
025

025

Length
0:00:37
00003
0:00:05
0:03:03
0:00:32
0:00001
000002
0:00:04

Shartcuts
User
Manage Users ¥
Company Call Handling & Greetings >
Manage Phones & Devices >
Manage Groups >
Announcements
Resources
[EyFeedvack
Powered by
RingCentral
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Messages

ur voi i . . U SED LI ) @) KIM | (266) 652-4625 Ext 101 GetHelp Log Out
Your voicemail messages are stored here TELUS
Under Messages, you can:
Overview Messages Call Log Contacts Settings Tools » 4
= Review inbound and outbound callers
= Listen to voicemail Inbox
= Forward messages by email LYy Inbox
. , Delete Mark read Mark unread Block Show. 10 v
®  Click on a caller’s number to call them back
n De|ete and Undelete items Open From Name Received Save Forward
li' Outbox (416) 206-6341 & Tue 0411872017
L BlOCk Ca”er a0y s Toronto, OM f.0d Lonisg B:20 AN ° Q
ao b 025 (866) 652-4625 =, TELUS Business . :_";"AE;‘””?W 4] o
B4 Sentitems ad b ozs (866) 6524625 = TELUS Business .. AT [+] (]
m Deleted Items
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Call Log

The call log provides customized reports on inbound and A’{T ELUS T -
outbound calls for the company number and specified
extensions. Select the time period, type of call (inbound or Overview Messages Call Log Contacts Settings Tools » %
outbound), blocked calls, or recorded calls. Save reports for
analysis or you can have the Call Log delivered to an email View: Simple | Detailed
address daily, weekly, or monthly on specified day. i e DTS T O e (EETEE = v [ B =
Open Advanced Featuras -
In the Type column you will see icons for the
Phene number Contacls Block Delete Download Purge ¢ Page1 »
following types of calls:
Type Phone Number Name Date / Time Action Result Length
‘K Inbound Call 15 To: (T57) 255-9277 [ Add Confact Today 8:49 AM VolP Call Call connected 0:00:37
L5 To: (587) 315-6726 [F, User Admin Thu 05/0472017 3:32 PM VolP Call Call connected 0:00:03
Lo Toc (416) 206-6341 (5, Add Contact Thu 050472017 3:32 PM VolP Call Hang Up :00:05
‘2 OUtbound Ca” 15 To: (587) 315-6840 [Z Manager Oneda Thu 05M042017 12:18 PM VolP Call Call connected 0:03:03
L5 To: (587) 315-6726 [ User Admin Thu 05/0472017 12:05 PM RingOut Mobile Call connected 0:00:32
Q( Missed Call v To: (587) 315-6726 3 User Admin Thu 05/04/2017 12:05 PM RingOut Mobie Hang Up 0:00:01
Lo To: (587) 315-6726 (5, User Admin Thu 05/042017 12:05 PM RingOut Mobile Call connected o002
L5 To: (365) 300-2185 (% Office seat Thu 05/0472017 12:01 PM RingOut Mobile Call connected 0:00:04
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Contacts

Contacts include Company contacts which are all the

users of your TELUS Business Connect Mobile solution. It
also includes your Personal contacts, which you can add
manually, or import from a comma-separated variable (CSV)
text data file, or from Microsoft Outlook.

=Z TELUS

Overview Messages

Call Log Contacts Settings Tools v
Company
Q Soft:  First Name v

AI0GABCDEFGHIJKLMNOPQRSTUVWXYZ

A
Announcement
K

KIM DEANS

M

Manager Onel4
Messages cement
T

Tesl Call Queue
u

User 102

User Admin

=7 TELUS ‘ Business
o KIM | (866) 652-4625 Ext. 101 Get Help  Log Out
L
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User Settings
Click the Settings tab at the top of the homepage to

r . ¢ Extension v § - X u
access your Settings page. On the Settings page, you will Zf’ TELUS PIAGHTRIREEh DS ek
see options for your User Extension, Phones & Numbers, Ovorricn F— Call Log P Settings Took v Y
Screening, Greeting & Hold Music, Call Handling &
Forwarding, Messages & Notifications and Outbound | Shortcut

ortcuts
KIM DEANS
Caller ID. : o
On your Settings page, you have Shortcuts that allow you L5 Ones & Humbers
to quickly access commonly used functions. e e . il e
= Manage My Call Forwarding m gcglzelegi:qgu,sireeting
= Manage Greeting & Call Screening | Howdol...
= Change My Voicemail Greeting _
. Q_)(. Call Han_dllng & Change my voicemail
= Manage My After Hours Settings » % Forwarding Forward calls to my ather phone or phones Change my voicemail
= Set My Caller ID Set up my netifications for calls and voicemails
M & Get more help

owdo e =)
If you need help setting up your phone solution, check out =7 TELUS®
the How do ... section for helpful articles. m (ST BITIHEE LA Change my voicemal
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Tools

This section allows you to obtain the latest tools to enhance your productivity and
customize your service to suit the way you work.

Mobile app

Download the iPhone, Android, or iPad app to take your TELUS Business Connect solution
on the go.

RingMe
The RingMe button gives your customers the ability to call you by clicking on the button
on your web site or email signature.

10
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Mobile app
With the TELUS Business Connect mobile app, you have
the convenience and power of your entire business phone

Zf”-l- E L U s @ KIM | (866) 652-4625 Ext. 101 GetHelp  Log Out

solution in the palm of your hand. Easily navigate the Overview Messages Call Log Contacts Settings Tools v %
interface to take calls, check messages, adjust settings,
and more — from virtually anywhere. Apps for your smartphone glies s b et bt
Select an App to Download With your smartphone you can
To download the TELUS Business Connect mobile app, iPh Anaroia SRR YUK SInch Do b o Vo ey
visit the iTunes App Store for iOS or Google Play Store i . e o

* Access voicemall messages and call logs
Change your personal greeting, business hours
and call screening oplions

* ACCESS your company directory

for Android.

11
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RingMe
RingMe is a click-to-call feature designed to help drive traffic from your website Tools w
or email to your telephone sales team and thereby increase lead opportunities.
Whether you are using a local or a toll-free number, you can provide your visitors Mabile Apps
a way to call you with a simple click of the mouse. oR‘“‘B""E
1. From the Tools tab, select RingMe.
2. Next to Callers will be routed to, select your preference from the =7 TELUS @ ipiSsmetin e
drop_down menu. Overview Messages Call Log Contacts Settings Tools » %
3. Under RingMe Style, select whether you’d like a hyperlink or a button. If R T I T
choosing a button, click > Change Button Style to see other color options. oo "“A:"R:[””” B
4. Under Security, check the checkboxes if you’d like to Use SSL mode and
Require callers to enter security image confirmation code. a s Ot LR
5. Under Generate Code, choose the type of code you'd like from the (O typak, ZRe
drop-down menu. o Securty “ UsesSLmose
6. Click Copy to copy your code to your computer’s clipboard. Then paste Raquire calle 1 ener securty image contimaton code. ©
the code wherever you’'d like to add your RingMe button. o R — S
<HTML>

The following code has been generated based on your above configurstion
Copy the code and use fo 8dd RingMe ta your web site

<img src="htips:flservice-telus uat fingcentral com/picture/dot gif' widih="1" heighi="1"/><div class="tools-ringme-ringmeLink" onclick='var wind = windaw; var winop = wind.open; winop{ https:i/service-lelus ual ringcentral.c

O -

12
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Do Not Disturb. '

In the upper right of every page of your online

account is a small colored icon next to your Zf{T ELU s My Exiension v [/

name. This icon displays your Do Not Disturb ¢ @ Take all calls
status. Click the icon to toggle between statuses:

Overview Messages Call Log Contacts Seftings ik @ Do 0ot soveptany calls

5 Do Not Disturb Off — Green means that you
are available to take incoming calls.

Recent Messages - no messages Setti
= Do Not Disturb On - Red means “Do not From Name Date Time Length
accept any calls.” All callers are sent to No Messages Admi
voicemail.
Recent Calls Mars
| Phone Number Name Date Time Length
| & Fom Unknown Uningwn Today 11:25 AM D:00:58 Comg
& Fom (213) 82 [ Add Contact Today 10:58 AM 00032
B e . R Today 10:58AM  D:00:34 o
¢ Fom +213 21352 . Add Contast Teday 10:58 AM 0:00:31 Mana
i t* Ta . - Today 10:58 AM D:00:31
i L 7o 151 - Today 10:58 AM 0:00:00
i T . - [ Add Contact Today 10:58 AM 0:00:13 Annd
[ & Fom (213) 51 7. Add Contact Today 10:55 AM 0:00:2
f > Ta R .- ' Today 10:55 AM 0:00:31
i LT 153 [ Add Contact Today 10:54 AM
. Delete (@) Block

Resci

D
i
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RingOut Q

RingOut enables one-touch calling from any phone or Internet-enabled computer,
allowing you to make calls using your business Caller ID from any location, such Qf:v
as a hotel room. The RingOut icon is located in the upper right of every online

account page. a

1. Click the RingOut icon in the upper right corner.
2. A pop-up dialer will appear.

3. Dial a number or use your keyboard to type a number into the text field. You can m
also choose from among recent calls, or from your contact list.
4. Once you have entered a valid number or chosen a contact, the Call button will o 1 2 3
turn green. 4 5 6
5. At the bottom of the pop-up you will see a drown-down menu with your different
o | 8 a
phone numbers. From here you can select the number you'd like to show as your
2 0 =

Caller ID. You also have the option to choose custom phone number from the
drop-down menu.

6. Check the checkbox next to Prompt me to press 1 before connecting the call if
you'd like the system to confirm that you would like to make the call before you are Custom phons number..
connected. When the system calls you, you will hear “Please press 1 to connect.”
This protects you in case you mistyped your own number, or if your voicemail picks
up too quickly.

7. Click Call. The system first calls you. When you answer (and press 1 as instructed
if you’ve selected this option), it then calls the other number and connects you.

Prompt me to press 1 before
connecting the cal

-

",

$11 calling not available. You cannot
m 011 e i a

T!
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Part 2

User Settings
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User Settings

As a user, you can change your Contact Info, Voicemail Greeting, Call Handling, " TELUS o Gt Help | Back to My Account
User Hours, Password, and more, but not the extension number that was assigned : )
o Overview IMessages Call Log Contacts Settings Tools » o L B
to you by the system administrator.
Your administrator may use the Roles and Permissions feature to control which settings @ Fis tame P s
users can access or edit. A role is a set of permissions that is assigned to a user. If )
. . . . P EEE Last Name:
some settings described here are not available to you, your administrator may not have S e R ; e

User extension overview
Vigw

granted you a role with permissions that can access or edit those particular settings. e
Screening, Greeting

& Hold Music Contact Phone:

User Details i s

q. “. Call Handling &
» W Forwarding

Email:

1. From the Settings tab, select your name and extension at the top of the list

of settings on the left. B et I
2. Under User Details, select and change the information you want to change.
i . . N User Hours Custom >
Be sure to click Save if you have changed any information. ) ouwounacaero :
" Voice Manager Password >
a. First Name _
Regional Settings ¥
b. Last Name P==g  Outbound Fax Status: Enabd
. ! Seiinds 7 > Additional Help
c. Record User Name: Use TELUS Business Connect Text-to-Speech name s &

to create a phonetic spelling of the user/ extension name so the system can
pronounce it correctly. Or click Record My Name to speak or import the
correct pronunciation. See the instructions here for more information.

d. Contact Phone

e. Mobile Phone

. Email: This address to be used for TELUS Business Connect communications
and notifications.

g. Department: Add your department title.

h. Roles: Lists the role assigned to you by your admin that controls what you can
do within the system. A role is a collection of permissions that could be based
on a job function.

16
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2. 1. User Hours: Set your working hours. Regional Setings :

. User Password: Set and reset password, PIN
Lk Haoiars:: o
and Security Question. e _ Time Zone:
k. Regional Setting: Time Zone, Time Format, e {GMT-08:D0) Facific Time (US & Canada) “

Country Code. @ Specify howrs (i

Time Format: (@ 12 h (AMPM) 24 h
User Hours:
Sunday Closed 5 Home Country Code:
Manday 8:00 AM - 5:00 PM > Canada {1} v'd
Tuesday 8200 AM - G:00 PM > User Language: (1
Wednesday 2:00 AM - 600 PM English -
Thursday B:00 AM - G:00 PM > i
Greetings Language: (i
Friday 9:00 AM - 6:00 PM >
Saturday Closed » English =

Regional Format: (i

R — : m m

» Forgot Voice Manager password

United States ~

Current Password

Change Password
Used 10 KGN 1 Your Voke Manager sients

New Password:
At least & characters, mix of letters, numbers, and symbols
Confirm Passwiord:

Piease enter the password again

Change PIN (&
Used o access your Vioke Manager accouni¥om a phane
Newr PIN:
810 numbers, non-repeating, non-sequential
Confirm PIN:

Flease enter the PIN again

Security Question

Usad 1o resel your Volea Manager password or i Klently your accouniwhen contacing Cusiomer
Senice

Security Question: In what city were you bom? v

Answer

Use § 0 mare cnaraciersnaleass sansme.

17
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Use text-to-speech name. ]
1. From the Settings tab, select your name and extension f TELUS

at the top of the list of settings on the left. Overview  Messages  Calllog  Contacts  Seftngs  Tools v &
2. Click Record User Name.

LS GHEIRDIL ) @) VAKIM | (888) 671-3202 Ext 101 GetHelp Log Out

3. A pop-up will appear with options for your recorded name. o o RIS User Details | Learning Canter
4. Select the radio button next to TELUS Business Connect ap  Faibs Fist Name v Overiow: User Extenaion
Text-to-Speech name. o e YADEANS )

N . a:z Record Usar Nai
5. Enter your name in the text field. (7 Phones & Numbe = 20 s
. Contact Phone: +1(305) 2591583
6. Click Save. | @ L::exmsloﬂmﬂlew
ﬁ Pl Screening, Greeting Mokt Fhone
s & Hold Music Email Kimberty deans@telus.com
Use email 1o log in (@
p¢  Call Handling & i
CC rowaring S
Roles: (D Super Admin
M & ser Hours ours
B=X  Notiteations ks ey
ioice Manager Password >

Regional Settings b

m Outbound Caller ID
>

Apply Template
Status Enabled

» Additional Help

Record User Name

(O Custom

i ELUS Business Connect™ text-to-speech name

o
%4

18
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Set a Custom name recording. meT—
—~TELUS g (A bk
1. From the Settings tab, select your name and extension at the top of the list of e e ————p—— 3
settings on the left.
2. Click I%lecord User Name. o & pawoess U
3. A pop-up will appear with options for your recorded name. vioEas 5
4. Select the radio button next to Custom. < P“““”mom"“m S mo || =
5. Click on the red button. A new screen with three choices appear. [ oo R -
6. Select how you'd like to set your custom recording: T
a. Record Over the Phone QO S | 1 ccord Userbarme
Next to Call me at, choose a phone number from the drop-down menu if S— T | @ peer
you have saved numbers or type a phone number in the text field. Click the T §F [EHES Etsness Conect st speect rame
Call Now button, and TELUS Business Connect will call you to record your B ovonacan “’
message.
b. Record Using Computer Microphone D I icx . 1ot t your sronuncaton. Ok @ 0 ecor e e agl
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow if TELUS » 0000/0000 ) w—mmm @ (D)
Business Connect asks to record through your computer.
The Microphone Test and Record settings will appear. When ready, click the red

Record button to record your User name through your computer microphone.

Stop the recording and listen to the playback. Record User Name
c. Import © cusim © oo

Browse for a WAV or MP3 file you want to use. Click Attach. Click the play () TELUS Business GomectT et lospecct nane O TELUS Business Connect™ testto-speech name

button to listen to your greeting. @ @

Recad s Compuer coprans ot recortoverneprove | T 1

TELUS Business Connect™ will call you to record your custom greeting over the phone. Microphone Test and Record

Callmeat (8)  Mobile: (416) 838-9999 v Please speak into the microphone and adjust the slider until the volume meter tums green

O O LI o) s—

Record User Name

@® Custom

(O TELUS Business Connect™ text-to-speech name

Upload WAV or MP3 file: @

Browse

Cancel

19
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Screening, Greeting, & Hold Music.

In this section, you can set your preferences for your different Greetings,
Hold Music, and Blocked Calls.

Set a User Greeting.

Your TELUS Business Connect Mobile solution comes with a default personal greeting
such as “Thank you for calling (user name).You can easily change this greeting to your
own custom greeting. Follow the steps on this page to record a custom greeting over
the phone or import a prerecorded greeting from your computer.

Under the Settings tab, select Screening, Greeting & Hold Music
Click On to turn on User Greeting
Click Set Greeting.
A pop-up will appear with the current greeting.
Choose your preferred type of greeting.
a. Default — Select the radio button next to Default.
b. Custom — Select the radio button next to Custom and select how you’d like
to set your custom recording:
= Record Over the Phone
Next to Call me at, choose a phone number from the drop-down menu
if you have saved numbers or type a phone number in the text field. Click
the Call Now button, and TELUS Business Connect will call you to record
your message.
= Record Using Computer Microphone
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow if
TELUS Business Connect asks to record through your computer. The
Microphone Test and Record settings will appear. When ready, click the red
Record button to record your company greeting through your computer
microphone. Stop the recording and listen to the playback.
" Import
Browse for a WAV or MP3 file you want to use. Click Attach. Click the Play
button to listen to your greeting.
6. Click Save.

ok o=

=7 TELUS ‘ Business

Overview

" TELUS

Messages

KIM DEANS
Ext 101

Call Log

Contacis Settings

Screening, Greeting & Hold Music

User greeting: (T}
® o O of
Phones & Numo‘ J

Screening, Greeting
& Hold Music

Call Handling &

v Forwarding

Messages &
Notifications

Outbound Caller ID

Set Greeting
Default Greeting: "Thank you for caling KIM DEANS.”

Set up call screening: ()

On (& Of
Set up a connecting message: (@
@ On off

SetMessage

Default Message: “Flease hold while | try to connect you

Audio while connecting: (D)

Set Audio

Music or Ringtone cabers will hear while connecting

Set up hold musk: (@

® On off

Select Music

Blocked Calls

5a

Default

Default

GetHelp Log Oul

Qearnmg Center

Set Greeting
e Dot Aew in | English
*Thank you for calling I®
Custom
> o OO0 00 e eE—

Set Greeting

Dataut \iew In | Engish

*Thank youtor calling

LE Rty B Sl =econd Using Compuier Micropnone mgar

TELUS Susiness Comect™ willal You 10 reGord O custam gresting aver fhe phane.

Caimeat | Ener anew mmbe

4 | CaNow

Set Greeting

s ‘Bewin | Engesn -
“Thiank you s calling
® Cuskam

RS TR Fecard Using Campuler Microghane Impart

Plasze enable Adobs Flash -anwm_ .

[ ——— 7}

Set Greeting

Cemu \fewin | Engish
“Thank yourtor calling
® Cusiom
Recoa v e mone ecord s G Mieigoone
Upsoad WAV of MP3me (§
Browsa
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Set up Call Screening.

Turn on this option when you want callers to announce
their name before continuing to connect the call. This
option lets you identify the caller so you can pick up the
call immediately.

1. Under the Settings tab, click Screening, Greeting
& Hold Music.

2. Under Set up call screening, click the radio button
next to On.

3. Under Ask callers to say their name before
connecting, select the radio button next to your
preferred condition.

4. Click Save.

~Z TELUS

Business

=Z TELUS

Overview

Messages

KiM DEANS
Ext. 101

Phones & Numbers

Screening, Greetin|
& Hold Music

Call Handling &
Forwarding

Messages &
Notifications

Cutbound Caller 1D

Call Log

Contacts Settings

Screening, Greeting & Hold Music

et

User greeting: (1)

Set up call screening: (1)

® on O of

Ask callers 10 say their name before connecting:
(®) I Caller ID not present

() I caller notin contact list

O Aways

Set up a connecting message: (1)
® on O of

Set Message

Default Message: "Piease hokd while | try to connect you.”

Audio while connecting: (D

Set Audio

Music or Ringtone callers will hear while connecting

Set up hold music. (@

® on O of

Select Music

Tools =

Default »

Acoustic >

>

Blocked Calls

@ KIM | (856) 652-4625 Ext. 101

Learning Center

Cwenview: Screening,
Greeting & Hold Music

=
Eallrry

Screening, Greeting & Hold Music overview

Gel Help Log Out

» Addifional Help
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Connecting message
Set the recorded message you want callers to hear to let them know the call will now
be transferred to your line.

1. From the Settings tab, select Screening, Greeting & Hold Music.
2. Under Set up a connecting message, select the radio button next to On.
3. Click Set Message.
4. A pop-up will appear with the current connecting message. Choose your
preferred type of message.
a. Default — Select the radio button next to Default.
b. Custom — Select the radio button next to Custom and select how you’d
like to set your custom recording:
= Record Over the Phone
Next to Call me at, choose a phone number from the drop-down menu
if you have saved numbers or type a phone number in the text field. Click
the Call Now button, and TELUS Business Connect will call you to record
your message.
= Record Using Computer Microphone
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow if
TELUS Business Connect asks to record through your computer.
The Microphone Test and Record settings will appear. When ready, click the
red Record button to record your company greeting through your computer
microphone. Stop the recording and listen to the playback.
= |Import
Browse for a WAV or MPS3 file you want to use. Click Attach. Click the Play
button to listen to your message.
If you’ve set a custom greeting, click the Record button to set a different
company greeting.
5. Click Save.

NOTE: Repeat this process, selecting the After Hours tab (if displayed), to set up a
Connecting Message for after business hours.

=7 TELUS ‘ Business

~7 TELUS

Overview Messages
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O on @ of
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® o O on

GetHelp Log Out
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\Aaw in | English
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D CED

e U
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Music or Ringlone callers wil hear while connecting
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m Suibeurx Galr | @ On oft LIRS T oo Using Computer Microphons imgart
Select Music Ac| TELUS Susinzss Comect™ wil el yau 10 record your cUStom grastng over he phane.
Call Now
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Audio while connecting.

Set the music you'd like callers to hear in the while — TELUS
waiting to be connected. Please note that the “Audio <3
while connecting” setting is applied on a rule basis, the Overview  Messages  Calllog  Contacts  Settings  Tooks v v
“Hold music” setting is applied for all calls. Hime
Screening, Greeting & Hold Music gl
1. Under the Settings tab, select Screening, :. Aer Hours
Greeting & Hold Music. T

2. Under Audio while connecting, click Set Audio.
A pop-up will appear with the current audio.

L
o
8

‘\__ Phones & Numbers

Datauit
4. Select the radio button next to your preferred estng: “Tham you fr camng Ring Tanss
choice of audio: o m Screening, Greeting Setup cam scresning LR o Music | Acousiic
. & Hold Music .
a. Ring Tones ¢ on or e | Bt
. . CUstam | oo
b. Music - Select audio from the drop- A eh e S e it
p Call Handling & Country

down menu. \. “- Forwarding » = Heliday

¢. Custom - Upload a .WAV or .MP3 file. M caier ot in camact st > 0O t:.zlz —
e tin
d. None ki Modem Jazz
) Messages & " o m

Press the Play button to listen to and press the B  |otifcations i S i i

rocord buton o e-ecord your custom greeting oo

or select a different type of audio. o PR =
. m Outbound Caller ID s s Ring Tanes
5. C“Ck Save. Detaurl Message: "Piaase Noid whie | Ty 10 connact you

Audio withe Conneceng: (§

o Set Ao AcOUstS

Music or Ringione caliers willl haar whiiz conneciing

S up Nokd Music Upbaad WAV or MP3 e (§

e On oft Srowss

SaaziMusis ACOUSEC m m
Ry

Ring Tanes

Music | Acoustic

Custom

%
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Set hold music.

Set the music you’d like callers to hear while on hold. — TELUS W
1
The hold music will be applied to all calls. :

Cverview Messages Call Log Coniacts Settings Tools +

1. Under the Settings tab, select Screening,

Greeting & Hold Music. ® Screening, Greeting & Hold Music | L
2. Under Set up hold music, select the radio button S8 el

next to On. o
3. Click Select Music. Q¥ Phones & Numbers ) o D &
4. A pop-up will appear with the current music. :fwg; Tran you for e » by
5. Select the radio button next to your preferred o m SR e, e y

choice of music: ¢ AR & e il G Fiing Tanzs

a. Ring Tones P & Musc Aot

ASK CIRS 1053y Talr name Defre COMacing.

b. Music — Select your choice of music from the L Esﬁfﬂ’:g%'gg & o i i v ekt :::W ge;;::;ul

drop-down menu. You have standard music W Egmer Tnn omtec me] Corporste

options as well as options that are optimized for S g f’::‘;;f

mobile devices at the bottom of the list. %S MNotiications Se11pa cameceng message » O JL:;
c. Custom - Upload a .WAV or .MP3 file. i, 7 0¥ ' mﬁ: Jazz o
d. None 2} outbound Caler ID e - Reggae

Detaut Massace: "Plaase haid whlie | Ty 10 connect you.

Press the Play button to listen to and press the i
ALKEQ WTBE CONNECENg

Record button to re-record your custom greeting
or select a different type of audio.

Fing Tanes
5=t Auda Acousic

Music | Acoustic

Music or Ringiane callers 'willl naar whila connacting

6. Click Save. o
Set up haid music

e O on
o Select Music ACOUSEC
Upioad WAV or MP3 e (5
D
Srowsa
Select Music

Ring Tones

Music | Acousiic
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B|0Cked Ca”S %-’T E LU S @ YAKIM | (888)671-3202 Ext. 11 GetHelp  Log Oul

Choose specific phone numbers that you’d like to block

and prevent from calling your number. You can also Overview Messages Call Log Contacls Sellings Tools ¥ (S
choose what message they will hear when they attempt
Screening, Greeting & Hold Music omocked Calls
to Ca”' ® YAKIM YADEANS
n Ext.101 User greeting: @ Please note: calls blocked for this extension (because it is the main administrator
i i extension) will apply to any calls to the company as well
1. Under the Settings tab, select Screening, 2oL on
. . = Block all calls (0
Greeting & Hold Music. \‘ Phones & Numbers Sel Givasng Dl 2
2 C||Ck Blocked Ca||s Default Greeting: “Thank you for calling YAKIM YADEANS Only block these numbers or area codes.
N . . Set up call screening i one Number:
You will now see options for call blocking. o m Soreeting resing it : .._ U"g ® Phone Numb
[ . & Hold Musi = Name {oplional)
4. If you are the administrator, you will see a message ol usie .
. . . . Ask calb 1 theis ey b Block
notifying you that calls blocked for this extension e e =
. P Call Handling & ) “Wrcakerinnol present Callers will hear I'm sorry. The number you diale... >
will apply to any calls to the company as well as o Forwarding ") if ealler not n contact ist
y0Ur own eXteﬂSIon O aways aﬂlockca Is with no Caller ID:
5. Select whether you’d like to block specific calls or M &
Y P [ il Setup 8 connecting message: @ e
a” Ca”S. ®) on () Of @ Callers will hear I'm somy. Calls that do not displ... >
6. Only Block these numbers or area codes: e — =
a. Enter Phone numbers (and names) of Speciﬂc m Outbound Caller ID Default Message: "Please hold while | try to connect you
numbers you’d like to block. Audio while connectng: (D)
b' C“Ck BIOCk' Set Audio Acoustic >
¢. Click Callers will hear to set the message Music or Ringlone callers will hear whie connecting
you'd like them to hear Setup hold music: ©
7. Block Calls with no Caller ID: ® on O of
a. Check the box next to Calls. Setect Music Acoustic >
b. Click Callers will hear to set the message 2

you'd like these callers to hear then click Save.

o EBlocked Calls 3
b Callers wil hear 7D Callers wil hear

Calars will hear: iewin | Engish - | (i Calers will hear: Viewin | Engsh -~ | (i
@ This numbsr ks not avaliabie from your caling arsa @ Cals withoul caler ID nod accepied
ER T LERL
O OO0 o e— » O CONT OO e —
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Call Handling & Forwarding.

Call Forwarding

As a user, you can set up different Call Forwarding rules for your extension(s). Add up
to 10 forwarding numbers for each extension assigned to you, and set calls to ring at
these numbers sequentially or simultaneously.

1. From the Settings tab, select Call Handling & Forwarding.
2. First Ring:

a. Select Smartphones to turn on notifications and set the number of seconds 0 \Sa%

to wait before forwarding begins.
3. Then forward calls to:
a. Enter other numbers to receive forwarded calls. These are then added to your
call list, where they can also be reordered and turned on or off.
b. Click the slider in the Active column to turn call forwarding to each number
listed on and off.
c. Use the drop-down menu to select the length of time for each phone to ring.
4. If you'd like to forward your calls to other users’ phones, click Add Phone.
a. Enter the Phone Number you’d like to forward calls to.
b. Click Save.

~Z TELUS

‘ Business

f.r ELUS @ KM |(385)852 4625 Ext 101 GatHsip Log Ou|
Overview Messages Call Log Contacts Settings Tools » Q:
Call Handiing & Forwarding Leaming Center
[ ] KIM DEANS
@ oo T ot | | W
Forwarding
Farstring K
i
st S on >
\‘ Phones & Numbs martghanes n B
Then forvward calls fo: Call Handling & Forwarding overview
Phone Active RingFor (D Move Ve
@ Screening, Greeting —
& Hold Music e c e
Home:
Call Handling & (418) 8887777
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Vilork
= Messages &
P i
Nofrfications PR
Create Ring Groups
m Outbound Caller ID Fhones will ring
(O Sequentaly (D ® Smutaneously (D
d-8-a& d0a
%’T ELUS _ ZOCRE @ K| (865) 6524625 Ext 101 GetHelp Log Out
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\‘ *  Phones & Numbers R L
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(416) 888-9999 () 20 secs v
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5. Click A(':id Phone button to add up to 10 . %"T ELUS @ YAKIM | (288)671.3202Ext 101  GelHelp Log Oul
forwarding numbers to each phone extension.
6. Click Create Ring Groups and select the phones Ehenen B e BN Call oo contacE B Setiings [ toceT &
that will ring at the same time your call comes in.
, Call Handling & Forwarding Smartphones
a. Check the checkbox next to the phones you’d @  YAKIM YADEANS
) ) &k Ext101 After Hours Advanced atity my Smartphone: (T
like to include as a group. it
. First ring ® on O off
b. Click Group. e . ——
., . . “*2  Phones & Numbers Smartphones On » Mait 5 “ | seconds before forwarding begins
You will see the grouped phones highlighted & Pones8 Numgers
Then forward calls fo L:nt!\ Save >
in blue with only one checkbox. == R
d. Click Done el | nome
. . = old Music . :
Groups will appear highlighted in blue under
Call Handling & Forwarding. (2(, CalHendings s
. . Forwarding
7. Make your selection for Phones will ring: o
a. Sequentially — Use the up and down arrows '
) )xi Messages &
next to each phone in the Move column to set LIS omu Phone
the order in which your phones will ring. “""‘“"”"""”e
b. Simultaneously — All phones listed will ring m Outbound Caller 'omu win g
at the same tlme Sequentially () Sm:.m?.neT..g\y (0]
. o]+ b 0 <&
5. Click Save. d-&-4 dia
< ao ()
Incoming Call Information >
Call Flip ¥
Create Ring Groups
EES:‘H'EWES]‘OId -.elu"ngasag\:u::: i
@ ~  BYOD IP Offica Phone
4155505590
c
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Incoming Call Handling.
You can choose settings in Incoming Call Information .
J "o . — TELUS
so that when you receive a call, either at your office
or forwarded to another of your phones, you will hear Overview Messages Call Log Contacts Settings Tools v
a recorded prompt that announces the name of the
extension the caller dialed. For example, it may say, Call Handling & Forwarding
@  YAKIM YADEANS
“John, you have a call.” Or “Sales, you have a call.” & Ext101 [Tr— After Hours Agvanced
Y Y
First ring
This feature helps users who are members of more (‘,; e Smartphones . il ——
than one department or who use phones that are both —— ”“’""”g S SRR
business and personal-answer the call appropriately. ) _ Phone Active  Ring For (p) | Moaming mumbsr dispiayed iome: (§
Screening, Greeting o @ ncoming Caser D
. . . s = Caled N
1. From the Settings tab, click Call Handling o N
& Forwarding. p ¢  Call Handling & Mom;'f — LIS Pknens Ceameet™ e = e i 1 ket
. . . \‘\\ Forwarding ’
2. Click Incoming Call Information, towards . Acd Tateend al e mumier
{
the bottom of the screen. ‘ Dispay Tes a8 iarmatian an:
. i m Messages & —— o e o
3. A pop-up will appear with your current Paal |\ tifications — & NOnTELUS Susiness Cameet™ phanes any (1
. . All phanes.
Incoming Call Information. e
m Outbound Caller ID Phones will ring Fiay announcemean bafore connecling
Sequentially (D) Simuitaneously ® Direct e
iy @ For non-TELUS Business Connect™ phanes anly
IR dHa o
WaS
o
o Call Queue calls: (i
Incoming Call Informafion o s 4
@ For nan-TELUS Business Conneci™ jphanes anly
Call Flip AlNIYE
«  INCUdS malinim Name in announcamsam Require my [pin 1o answer | §
[soe
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Under Play announcement before connecting for Call Queue calls, choose
one of the following options:

4. Incoming number displayed to me: 7.
a. Incoming Caller ID - Select this radio button to display the phone number of

the person calling. a. For non-TELUS Business Connect phones only — Plays the announcement
b. Called Number — Select this radio button to display the number that the caller when forwarding a call to your home or mobile phone (to help you distinguish

used to reach you. between personal and business calls) but not when forwarding to your TELUS
c. If number is blocked or unknown, display my main TELUS Business Business Connect phone.

Connect number as the Caller ID instead — Check this box if you’d like to b. Always — All calls will be announced before being forwarded to any of

add this option. your phones .
d. Add _____ To the beginning/end of the number — Check this box if you’'d c. Check the checkbox next to Include mailbox name in announcement if

like to add digits to the beginning or end of your phone number. (NOTE: Not all you'd like.

carriers support this feature.) d. Check the checkbox next to Require my Pin to answer if you want your pin
Display this call information on: number to be entered before connecting you to your incoming call. This is a
a. Non-TELUS Business Connect phones only — Select this radio button helpful security feature if you don’t want others to answer your calls, such as

to apply your incoming number display settings to Non-TELUS Business when you are at home or at another location.

Connect phones only, meaning regular Caller ID will appear on TELUS Business 8. Click Save.

Connect/IP phones.

b. All Phones — Select this radio button if you'd like to apply your incoming
number display settings to all of your phones.

Under Play announcement before connecting for Direct calls, choose one

of the following options:

a. For non-TELUS Business Connect phones only — Plays the announcement
when forwarding a call to your home or mobile phone (to help you distinguish
between personal and business calls) but not when forwarding to your TELUS
Business Connect phone.

b. Always - All calls will be announced before being forwarded to any of
your phones.

c. Never — All calls will be connected without an announcement (unless they are
from blocked numbers).

0 Dispiay s call imfrmiaian an:

@ Non-TELUS Business Connect™ phanes anly (§

e
o

Incoming Call Information

incoming number dispiayad fo me: (§
@ Incoming Caler ID
Catiad Numbar

i number I blocked or unknown, dEspiay my main
TELUS Businass Connac™ numbsr 35 e Caller 1D nstead

Add

Al phones

Piay announcament befors connecing
Direct cais: (§
@ Fornan-TELUS Businass Cannaci™ phanes anly

Anways

Haer

Cal Queve cats: (|
@ Fornan-TELUS Businass Cannaci™ phanes anly

Aways

v Inciude mashox nams in announcament

Tateand of the number

Fiaquire my ::1!:9
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Call Flip
TELUS Business Connect Call Flip lets you transfer %’T ELUS 3 ) CallFiip [p——
conversations from one device to another quickly and Use he armaws fa change the Fip Number assignad 1o The phanz number.
easily. Flip a call you are on to your mobile phone on e ~-tinc= S e e e s
your way out of the office. Or flip a mobile call to your ! e ST
home phone once you've finished your commute. @  YAKIM YADEANS Sehismsiing Bhomeig o «  BYOD IP Office Phone HETE T
&k Ext101 After Hours Advanced

Manage your Call Flip numbers. N T
1. From the Settings tab, select the Call Handling SR S T:m:":“‘ > .

& Forwarding. Actve  Ring For © Move -’.f
2. Click Call Flip. BB S ome A
3. A pop-up will appear with a list of numbers/ =

devices assigned to that user with a Flip number o & s 2?;?;\9 & Mabile

beside each. -
4. Click the arrows to move a device up or down Sz Messages &

to change its assigned number. You may skip “= Notifications Add Phone ~ o

or leave any number unassigned. EEEOETYEE D D
5. Click Save. ) outound caler 1D Phoncs wilring

Sequentially (D simultaneously (D

To use Call Flip. e dHa
When you are on a phone call, press the asterisk key (*)
and a number corresponding to the device to which it Incoming Gall Information 5
is assigned. The call is transferred immediately to that om Fip >

device. For example, if you have the number 2 assigned
to your home phone, clicking *2 while you are on a call
will instantly transfer the call to your home phone.
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Messages & Notifications.

Messages
In the messages section, decide whether or not you'd like to take messages, — TELUS
set your Voicemail Greeting, and choose how you’d like to be notified for Y ————
. . . Overview Messages Call Log Contacts Sel
different interactions. e Viewin [Ergn | (&
"Your call has bean farwarded o the wolcam.all for S - - ® Noong
Messages & Notifications 15 SUSIENE 10 13K JOUT C3U. ATME NS (VS35 MECONT JOUT MESSIgE. When

you've finished recoraing. Jou may hang up or press the = key for mare options.*

Set a Voicemail Greeting.
1. From the Settings tab, select Messages & Notifications.

YAKIM YADEANS,
Ext.101 OTake messages
® Yes O MNo

2. Under Take Messages, click the radio button next to Yes. CF  Phones & Numb, | recors ove e rnone [ R imgar
3 Click Voicemail Greeting Message Recipient ETE..JSBJS’ESCM""I‘. call you 10 record your cusiam gresting aver e phane.
Calmeat | Emer3new mumbs
i 1 H H 1 Cand
4. A pop-up will appear with the current Voicemail Greeting. Choose your preferred 3 | ERee < .
type of greeting. 2 S
R S e o P i
_ H so8  Calindam s Then press * and oW T pramgs.
a. Default — Select the radio button next to Default. (¢, CotHanding —

b. Custom — Select the radio button next to Custom and select how you’d like to
set your custom recording: O = o=

Notifications
" Record Over the Phone e

Detaut View In | Engesn - |

“¥our call has been forwarded o the volcemall for [RINA MENALOCHE Noone

Next to Call me at, choose a phone number from the drop-down menu if (1o | 15 3Vl o e o Cal. AT e s reC jr maSSage Wnen
QOutbound Caller ID you've frished recoring, you may NG Up or press the & key fir more qoions.”
you have saved numbers or type a phone number in the text field. Click o) cusom

the Call Now button, and TELUS Business Connect will call you to record
your message.

= Record Using Computer Microphone
‘ioicernail Greeting
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow if <

Notifications

TELUS Business Connect asks to record through your computer. S T ROl 1
The Microphone Test and Record settings will appear. When ready, click the S e e e e T BB et
red Record button to record your company greeting through your computer Gt
microphone. Stop the recording and listen to the playback. _ _
= Import > O ot et
Browse for a WAV or MP3 file you want to use. Click Attach. Click the Play N | eeesineae.
button to listen to your greeting. ;Eﬁzﬁﬁﬁﬁﬁﬁﬁﬁféﬁiﬁfﬁﬁiﬁ-
5. Click Save. i

Recwd Over MePRane | REcrd Using Campuler MicTopnane

Upload WaAWar MP3 e (§
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Notifications

Set your settings for email alerts when you receive a — TELUS o

voicemail message or missed call. Notify me of: By Email
Overview Messages Call Log Contacts Settings Tools v o Voicemail Messages =
1. From the Settings tab, select Messages & . Hicsed o
Messages & Notifications
NOtificationS . YAKIM YADEANS Send notfifications to:
. . . aa Ext.101 Take messages:
2. Click Notifications. B ve 03 s Email kimberly.deans@telus.com
3. A pop-up will appear with options for email e v e— Phone number — Select Carrier — v Add

Phones & Numbers

notifications to a recipient of your choice when

-
Q ,
Message Recipient Ext. 101, YAKIM YADEANS > Myicamesiis "meﬁ)
calls mISSGd: . , . . E s @ Advanced Notification Options
4. Set your notification settings by checking the & Hold Music

checkboxes and filling in email and phone

numbers. , . Mlentinl b 4b | Notifications
a. Click Advanced Notification Options to see Voicemail Messages:
more detailed notification settings. o By Messagesa RS e v
b. Set your Advanced Notification Options. © e e
c. Click Back to Basic Notification Settings. O owwomcaternd e e
5. Click Save. Email Kimberly deans@telus.com

Phone number: v -— Select Carrier — v Add
Missed Calts:
Notify me by Email

Send notifications to

+ Use same email and text address as for voicemail

@ Switch to Basic Nofification Settings

Cancel Save >
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Outbound Caller ID.

This option allows a user to display or block the Caller ID of their phone numbers v ‘
during outbound calls. As a default, your Outbound Caller ID is not blocked. { TELUS
Follow the steps below to change it.

Overview Messages Call Log Contacts Settings Tools v
1. From Settings tab, click Outbound Caller ID
; ; Outbound Caller ID
2. You have the option to choose different numbers ®  YAKIM YADEAN so
to d|sp|ay . Ext.101 Decide what phone number you want fo display as your Caller ID number for

a. By Phone — Choose a number to display for your softphone, mobile .

phone, or desk phone. T By Feature
b. By Feature — Choose a number to display for RingOut from Web, '\\ Fianes e RingOut from Web e
RingMe, Call Flip, and Alternate Caller ID. (888) 671-3202 - Tol-Free Company Number v

c. Internal Calls — Choose to display your extension for internal calls.

Screening‘ Greeting RingMe (Outgoing to Caller)
3. Click the down arrow next to a phone number to view the drop-down menu & Hold Music (888) 671.3202 - Toll-Free Company Number v
with a list of numbers to choose from. Select a phone number for which you ——
want to allow or choose the option to block Outbound Caller ID. ‘\} & Call Handling & N T >
4. Check the checkbox next to Display my extension number for internal » W Forwarding

. B . . Alternate Caller ID
calls if you'd like this feature.

5. Click Save. Messages &
Notifications Internal calls

Not-specified %

~ Display my extension number for internal calls. (8)

O I owonicaen ==

Internal calls

~ Cispiay my exiznsion numiber for imemnal calis. (1 o

I CED
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