NEC

Send/ i

Receive Sl
Operator Messagin:
Console s )

Intelligent Presence
Routing
Email
Queuing

Fax
Queuing
Web
Interactions,
Based
Routing

Reportind
Administratio® Desk t
mi at esk to
@ s Desk Chat
Screen
Pops
Custom Microsoft
Announce Jif Desktop Embedded
Contact JJFax to/from Tools
Handling DID

gonsole Operg, 5
',

Personal
Greetings

Instant
Messaging

Caller

Quick Reference Guide

Executive Insight User
5.1

This document provides quick reference procedures for Executive Insight Users



Contents

Getting Started With EXeCULIVE INSTIGNT ..o 2
Start UP EXECULIVE INSIGNT.....iiiii e e e e e s e s e e e e e e s e st e e e e e e e s s snnbaeneeeeeesaannrenneeeaeas 2
The EXeCULIVE INSIGNT INTEITACE ... et e e e e es 2
QLI e Yo | 0T U= SRR RR 3
SNOW OF NIAE TOOIDAIS ...ttt e et e e e s e sttt e e e e e e e e aanbae e e e e e e e s e annnbeeeeaaaeas 3
[ 10T o TSI oo ] | o =T PSP SOUPUPPPRRR 3
IS =T =T R o o] = 1 SO 3
V0iCe MESSAGING TOOIDAN ........eiiiiiiiie e e e e e e et e e e s e st st e e e e e e e s s snntaneeeeeeesannnnnenes 4
[ aTeY aT=T oToTol Q¥ o ox To ] o =R TP 4
ACCESS the PRONEDOOK ...t e e s et e e e e e e s e e bt e e e e e e e e s aneneeees 4
SYCT= Vol oI (o] = W @ ] = o SRS 4
F e (o I= W L=V O o] ] = Tod AP OO PP PPUPTRPPO 4
Edit CONTACT DELAIIS ......eeeeiiiie ettt e e e ettt e e e e e s bbb ettt e e e e e s aabbbreeeeaeasaannbbbneeeaeeseanns 5
(D= [ (SO0 o] = Tt A I 1= = 1 PSR PSERR 5
Presence FUNCLIONS AN BUTTONS ......uiiiiiiiiiit ettt e e e e e s bbb e et e e e e e annbbbneeeeeeeeannes 5
PresencCe BULIONS ... 5
Presence Button SYMDBOIS ... 6
Yo =TS Lot TN o o) {1 = SRS 7
ST B I SRS 7
PIESENCE STALUS ... 8
AT 8 PrESENCE NOTE....ciiiiiiiieit ettt e oo ettt et e e e s e s h bbb et e e e e e e s e aabbbee e e e aeeesaabnbeeeeeaeeesannnnnees 8
Add a NeW PreSence PAge - WIZAIT ..........iiiiiiiiieiiiee ettt ettt st e e e e e e e e neee 8
Rename a PreSencCe Page ... 8
Delete @ PreSENCE Page......ccooo oo 9
Add 8 PreSENCE BULTON ...ttt ettt e e e e e bbbttt e e e e e s e aabbbe et e e e e e e s e e nbnbeeeeaaeeesanrnnnees 9
Delete @ PreSENCE BULION ... eiieeeiee e e ettt e ettt e e e e e s et ee e e e e e saste et eeeeeeesantsteneeaeessannnsnnnneaeeessannns 9
=T T= Vo 1 o = 11 = 9
Y= LS T - 1| SRS 9
ANSWET @ CBlL... ettt e oottt e e e e e e o a bbbttt et e e e e e e b bbb e et e e e e e e e babeeee e e e e e e e nnrne e 9
Phone Calls Pane — ACtiVe Call FUNCHIONS ........coiiiiiiiiiiieee e e e 10
Transfer a Call using the PhONEDOOK ... 10
MANAQGING VOICE IMESSAQES ..uvvvveuuurrerurerereuersreenesesusueasasrsrsrerereretere.—.—.—.—.—.—.—..................eeerenrennrnrnrnne 10
PIAY 8 VOICE IMESSATE ....eeeeeieiiiitiitiet e e e ettt e e oo ettt et e e e a4 e o a bbbttt e e e e e s e anb e be e et e e e e e sanbbbeeeeaeeeeaannbbbneeaaaaaeannns 10
FOrWArd @ VOICE MEBSSAGE ... iuetieieeiie ettt ettt e e e e et e e e e e e s e e bt b et ee e e e e e e e nbabeeeeaaeeeeannbbbneeaaeeaeanns 11
DeElEte @ VOICE MESSAGE .. ..eeieiiitiiee ittt ettt ettt ettt e e e st e e e s bt e e e sttt e e e aabe e e e e aabe e e e e anbeeeeeanbbeeeeanbeeeeeanbaeeaeans 11
DESK 10 DESK CRAL ..ottt e e oo ettt e e e o4 e e s b bbb et e e e e e e e e nbbbeeeeeaeeeaanbbbeeeeaaaeeaann 11
Chat Toolbar buttonNs and CONLIOIS.........cieii i e e e e e e e s e et reer e e e e e s e annrerareeees 11
MEKE @ Chat Call ... ...ttt e oottt et e e e o e bbb et e e e e e e e e abbbe e e e e e e e e sannbbbeeeaaaaaeaanns 12
oo = O oL O | TP PUPPPPPPRTP 12

ii QRG102NA5101



F N TS = W O g = A O | N 12

TranSTEr @ Chat Call.... ..ot e e e e s ettt e e e e e e s s abn b e e eeaaeeesaanbnbaeeeaaeeeaannnnes 12
Invite Additional Chat PartiCIPANTS .........couiiiiiiiiiei ittt e et e e e st e e e s nbreeeeaaes 12
PHIVALE CRAL .....eiiiieiie ettt r et e st e e s h e e e R et e s R e e e R e e a R e e n et e R e n e ennes 13
(O T L 1Y 1T Vo 1SS 13
Create and USE TEMPIALES .......ooiiiiiieiiiiie ettt et e s et e s et e e e b b e e e et et e e e nnbre e e e aneeas 13
Additional Chat FUNCLIONS ...ttt e e e e e s et e e e e e e e s st et e e eaaeeseansbeneeaaeeesaannnes 13

QRG102NA5101 iii



Executive Insight User Quick Reference Guide

Getting Started with Executive Insight

Start up Executive Insight
Executive Insight does not start automatically when you start Outlook. Click on the 2" S2nREEE 140 at
the top of the display to start Executive Insight.

You can set an option to automatically start Executive Insight. Open the Tools>Phone menu and check
the Load on Start option. Executive Insight will now start automatically when Outlook is started.

Executive Insight creates a folder in the Outlook mail folders named Phone. You can return to the
Executive Insight view at any time by opening this folder, or by clicking your extension in the menu bar.

The first time you start Executive Insight you may be prompted to complete some initial setup using the
Setup wizard.

The Executive Insight Interface

[ Microsoft Outlook i - = x
. Your Extension
: File Edit View Go Tools Actions Help Type a question for help =
A New - @ @ %Send!Regei\re ~ | [ Searchaddressbooks - | (@) | @ B @Back @) & A | & Q outlook:Phone -
| # Dial # Hang-up | % Hold [§ Park &3 Forward All " Go Mobile . } <In the Office> -~ | g P =
- o 2 Toolbars
: & snaglt [ | window o
]
Mail « |3 Phone - — |
Favorite Folders & T o £ [= )
S [ calls | 7 pr | = c ces | () Chat Function
i Panes =n
L@ Unread Mail @ Buckland @h g* L] @ ' ] ﬂh&i '59 @F @ & g
E}.‘i For Follow Up 9 Akld Suppart
E Sent Ttems ,’ Mebaias Aimee Z Andrea K Brady C ce F Candace H
Mail Folders 2 ||| D e ehit | & (@ & |2 EN P EN R
g] All Mail Items - g gslA Cathy P David W Ernie W Henk E Jason B Jason G
{9 Sales —
= 25t Mailbox - Trevar Chen “ | D Sydney @ g* s @haa s @hs s @ g* Ry @h\'& s @lgaa '59
3 @Z Personal A Personal Jason K John D John P Michelle C Miles V Rachel M
[ @ZE-mail
@ Deleted Items @ 8* g @ & -Sﬁ @ & g @ &9 é\F @hw Bt
@ Drafts Ranee 5 Ruth E Sergio M Steve C Tom G
@ Inbox
(gl Junk E-mail 1
Cutbox =
T Phone Phone Folder
R35 Feeds
Sent Items
[ 5pam
ECI Search Folders
&9 Archive Folders Presence Status
b
= ﬁ 8 & 3@ - || 8 <Inthe Office>  Schedule:On & Free Until: 5:30pm  #” <click to enter presence ndte> |
! 59 BenAdams &9 Belle Peters - | [ Customize _
| o Speed Toolbar
Done All folders are up to date. £3 Connected to Microsoft Exchange ™
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Toolbars

Show or hide Toolbars

1. Select Toolbars from the View menu and check/uncheck the items to display/hide the toolbars.

Phone Toolbar

# Dizl T Answer | B Hold [F Park &3 FwdaAl

%< Cancel % Complete | % Hold [F Park &5 Fwdall

I Answer Answer a call (only appears when a call is presenting)
2 Dial Dial a contact
#} Hang-up Hang up a call (Normally grayed out; button is available when you are on a call)
2~ Hold Hold/Unhold a call
[ Park Park/Unpark a call
{53 Fwed Al Forward all calls/Cancel Forward
%~ Cancel Destination Cancel - Cancel Transfer
% Complete Complete Transfer
Speed Toolbar

Speed Buttons for frequently used Phonebook contacts can be placed on a Speed Toolbar to provide
quick dialling and a visual indication of an internal user’s Presence status.

! 5 BenAdams &9 Belle Peters | &9 Dave]ohnﬁgn &9 Sally Clark é‘qCustnmize £

Dave Johnston
Current Profile: <In the Office> - At my Desk

Add a Speed Button:

1. Click Customize on the Speed Toolbar.

2. Select Add Speed button and using the Phonebook select the contact name and click Add Button.
Making a Call using the Speed Buttons:

1. Click on the Speed Button of the party that you wish to call and click on the phone number or
extension that you wish to dial.

Transferring a Call using the Speed Buttons:

1. Whilst on a call, click the Speed Button of the party that you wish to transfer the call to and then
click on the phone number or extension that you wish to transfer the call to.

View a User’s Availability: & sally Cla

Sally Clark
Forwarded To: Mailbox
Current Profile: In a Meeting
Due back: 4:30 pm
Calendar: Conferencing

1. Hover the mouse pointer over a Speed Button to view Presence status
and their ETR, if set.

QRG102NA5101 3
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Request Availability Notification:
1. Click on the Speed Button and select:
¢ Notify Me when [Name] is back: Use when the extension is forwarded.
¢ Notify Me when [Name] is off the Phone: Use when the extension is busy.

2. You will receive a popup notification message.

Voice Messaging Toolbar

<In the Office> - @ | e g =

‘ <In the Office > - View or change the current active Presence profile.
eﬁ Click to access your Mailbox setup.
b View your mailbox status.

Click the Mailbox button to automatically call Voice Messaging
ip Redirect an incoming call to Voice Messaging as a fax.

The mailbox button displays the mailbox status, using one of four icons:
No messages
1 or more ordinary messages

Caller currently recording message.

ERER

1 or more urgent messages.

Phonebook Functions

Access the Phonebook

o+ Dial

To open the Phonebook click on the telephone toolbar, then click W to open the Phonebook.

Search for a Contact

1. Type the contact’s name in the Look for field. As you type the list of Look for |
matches will be refined.

2. Optionally refine your search by selecting a specific search & Global Directory v
directory. @ Al Directories ~
3. Select the contact’'s name in the Found Contact pane to display a, Fersonal Directory

* Global Directory

the associated contact numbers.

Add a new Contact
1. Select the appropriate directory from the drop-down list.
2 Click the '* symbol above the Found Contacts pane.
3. Enter the contact details in the New Contact window and click OK.
4 Select the new contact in the Found Contacts list.

4 QRG102NA5101
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5. Click the '* symbol above the Numbers/Addresses pane.

6. Choose a number type from the drop-down menu. Populate the required details such as country
code, area code and number. The number must contain a country code, area code and the actual
number; otherwise it can not be dialled from the Desktop Application.

Note: (New Zealand only) Area Code does not require the leading "0" (zero).

7. Click OK to store the information. Repeat steps 5 and 6 to add additional contact numbers.
Edit Contact Details

1. Select either the contact name or the contact number.

2. Click the £Z icon above the pane or select Properties from the right-click menu to edit the

information.

3. Update information as required and click OK to save.
Delete Contact Details

1. Select either the contact name or the contact number.

2. Click the — icon or select Delete from the right-click menu to delete the information.

3. Click Yes when prompted to confirm the deletion.

Presence Functions and Buttons

Presence buttons provide real-time visual

InfOI’matIOI’l on the WhereabOUtS and 2 Auckland |f) Akld Support || £ Melbourne || £ Sales || P Sydney || A Persnnall
availability of staff. If they are out of the office BrE P & w[E & P2 v B & ¥|[E & ¥ 2
or in a meeting you can see when they will be st Hlex W Hecy Antor Cl Antan Olenon 89561 frian ¥
back and if they are away from their desk or [ & 7| Gkt 2 e B) [P ER| yrent profie: Mesting & #|L
ona Ca” you can I’equeSt an automatlc Barbara § Belinda T Blair K Catheril Due back: 4:00 pm Eraig O

. . . . 3 [} - [} 5, [} 5 [} 3 »,
notification when they are available again. B & B & B & B & B8 FMEE&
Presence buttons can a|so be used to |n|t|ate Craig P David B David I Deborah M Deepak K Dinshaw M

B &% V& E AL HEE FE S 7B &

a call to that person. Presence buttons can i . S | | it ety | @

be grouped and arranged on separate pages.

Presence Buttons
There are two types of Presence buttons: @ @
e External (telephone numbers outside your office) David K Jack 1
> & 7| [G@pea F
¢ Internal (in-house extension numbers) Catherine J Wayne M

Internal Presence buttons enable you to view the user’s extension status by viewing icons and the status
tool tip. You can also perform advanced call functions for an extension using the right-click popup menu.
The user’s name displays in mustard text if they are logged into queues as an agent.

Left click - more numbers F g &
Click the phone status icon to display additional contact numbers. Click the & 4008
number you wish to call. il +64 (9) 3551234

B +64(21) 54722401
4 belle@trainco.com

QRG102NA5101
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Right click - other functions

Right-click on the Presence button to display the pop-

up menu.

Note: The actual options available will depend on the
type of PBX being used, how the system is setup and
your enabled security permissions. Certain options will
also only be visible when there is an active call on your

extension.

i Call ‘user’ on extension

to ‘user’

Supervised Transfer

B Blind Transfer to ‘user’

B Transfer Call

& Park for ‘user’

P] Advanced Park

o Lty uren

) Forward all Calls

d Leave a Voice Message
& Ask ‘user’ to call me back
J Transfer to Mailbox

= Record Conversation

to Mailbox

Send Message to

digital Phone

Select Presence Profile

Rename

Delete

Presence Button Symbols

Phone Call Types

8 supervised Transfer to Jo Cousins on 78003
% Blind Transfer ko Jo Cousins on 78003
(@ Park For Jo Cousins
ﬁ Advanced Park. ..
B Motify me when Jo Cousins is back
=i Forward all Calls. ..
B Transfer to Mailbox
=4 Record inta this Mailboox
Seleck Presence Profile L4

Renarme
Delete

Initiate a call to the user on the designated telephone number.

Transfers your Active Call to the user’s extension and enables
you to talk to the user before completing the transfer.

Transfers your Active Call to the user’s extension.

Transfers your Active Call to the user’s extension.

Holds the Active Call at your extension; you can then retrieve the
call.

Parks your Active Call and pages the user.

A screen-pop will inform you when the user is in the office and
available to take your call.

Forwards all your calls to a specified internal or external number.
Record a Voice Message for the recipient.

The user will receive a pop-up call-back request on their return.
Transfers your Active Call to the user’s Voicemail mailbox.

The conversation is saved to the current user’s mailbox (if
installed).

Send a short text message to the LCD screen of the user’s digital
phone.

Change the user’s Presence profile.
Rename the Presence button.

Delete the Presence button.

(Gray) Extension is idle

(Various colors) Extension is ringing or 'offering'

(Various colors) Extension busy (on the phone)

Extension is forwarded to another number (internal or external)

Forwarded to Voicemail

QRG102NA5101
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Set Presence Profile

Select and set your Presence Profile from the:

Executive Insight User Quick Reference Guide

(Green) Inbound non-queue call
(Pink) Outbound non-queue call
(Yellow) Inbound queue call (if queuing is installed)

(Blue) Outbound queue call (if queuing is installed)

In the Office
In a Meeting
Out of the Office
On Vacation

(Gray Head) Agent is logged in to queues

No messages

1 or more ordinary messages

1 or more urgent messages

5] &,
Be

B Leave Voice Message
@3 Forward all Calls...

1. Presence button (right-click), or
Select Presence Profile 182 In aMeeting
£ <In the Office>
% On Vacation
Contact Properties... COut of Office
View as... 4
Scheduled
<In the Office> |y ] —
2. Presence Toolbar. dweg

Set ETR

Your Estimated Time of Return (ETR) can be set for those Presence profiles used when you are not
available. Selecting one of these profiles will automatically display the ETR window.

Note: Setting of ETR can be skipped unless ETR is set as Presence Profile: Out of Office X

mandatory in the system settings.

Please specify the approximate date and time of your retum.
Expected Time of Retum

1. Select your date of return using the calendar function. T
. . . OIS, July 2009
2. Select your approximate time of return using the standard 30 mintes Von Tos Wed T B 53 S
times in the left panel or by setting the time using the clock Zhors § 7.8 9 10 11 12
function Monday next week EE s 16 17 18 19
. 0 0 2 23 24BN

3. Click OK to save the ETR and activate the selected

Presence Profile.

QRG102NA5101
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Presence Status

Your own Presence status is indicated in the & <nthe Office> _ Schedue:On__ O Free Urtil 1200pm 2 This s an example of a note
status bar and this information can be viewed by other 5 o
users via your Presence button or from the Phonebook slider. v C
Call Trevor Chen on
Add a Presence Note Dl - e
Free Until: 12:00 pm

You can add a personal Presence note to your Status bar in Desktop, allowing you to communicate
additional information about your activities and availability to your coworkers.

1. In the Status Bar, click on the Presence note text <type Presence note here>.

2. Type in your presence note in the field and press Enter. This Presence note will persist until you
clear it or enter a new note.

Add a New Presence Page - Wizard

The Add Presence Page wizard can be used to create either Standard or Dynamic Presence Pages. A
Dynamic Presence Page lists the contacts for a company or department automatically, while contacts on
a Standard Presence Page are added and arranged manually.

Note: Only Users with System Administrator rights can add or edit Global Presence Pages.

1. To start the Add Presence Page wizard: | Add a new Presence Page... |

e select Add new Presence Page on the File menu, or Add & new Presence Button. ..

. . v Auto-Arrange P Butto
e right-click in the Presence pane and select Add a new HITATENGE FrEssrice BUtons

=i ’
Presence Page. View as...

Delete Page

2. Select the Create Personal Presence Page option. Only )
Page Properties...

administrators can create global pages.
3. Select the type of page to be created.
Standard Page Presence buttons must be added and arranged manually.

Automatic Page  Presence buttons are automatically added and updated for the selected
company/department.

4, Create Standard page:
Type a name for your Presence page; go to step 10.

5. Create Automatic Page:
Select a company from the listed companies.

6. Optionally select to list all contacts or only contacts from selected departments.
Note: This step is only displayed if departments have been defined.

Select the department(s) to display if the department option was selected in step 6 and click Next.

8. Optionally click the checkbox and specify the number of buttons per page.
This defines a maximum number of Presence buttons per page and automatically creates an
additional page when this maximum is reached.

9. Enter a name for your Presence page and click Next.

10. Verify the settings and click Finish to create the Presence Page.

Rename a Presence Page

1. Right-click in the Presence page and select Rename this Page from the pop-up menu.

2. Type in the new name for the page and click OK.

8 QRG102NA5101
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Delete a Presence Page

1. Open the page you want to delete and right-click on any blank area. Select Delete This Page from
the pop-up menu.

2. Click Yes to confirm the deletion when prompted.

Add a Presence Button

1. Right-click on the Presence page and select the Add a
Presence button option.

B Phonebook
on

[l +64 19) 123567609

2. Select either the contact name or the contact number
and click OK to create a Presence button. i

&

Note: You can also simply drag a contact name or
number from the phonebook to the Presence page to
Create a Presence button [ Seeet [ ca [ cee |[ e

Delete a Presence Button

3. Right-click on the Presence button and from the pop-up menu, select Delete.

Managing Calls

Make a Call

You can make a phone call from your Executive Insight interface in several ways:

Using the Phonebook

2, Dial

1. Click in the Phone toolbar.

2. Click & to open the Phonebook.

3. Locate the contact and select the number to dial, then click the button, or press Enter.

Using Presence Buttons or Speed Button

1. Click the Presence button to make a call using the default number, or
2. Click the Phone status icon @ on the Presence button and click the required number, or
3. Click a speed button on the Speed toolbar and click one of the numbers.

Answer a Call

+

1. Click the Answer Call button ﬂ on the Phone toolbar, or
LT

2. Click Answer “= """ on the Phone Calls pane.

QRG102NA5101 9
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Phone Calls Pane - Active call functions

4 Hanaup Hang up the active call. e | .
4 Hangup &7 Hold [ Pak ®~ Transfer (=) Record

37 Hold Place the active call on hold. @ Direct Call Dt 0:03
@ Park Park the active call. —

e Transfer the active call. Enter a transfer destination number.

% Complete Transfer Complete the transfer. (Click button or hang up the phone).
% Cancel Cancel the transfer.

'EE L Swap (Connects you to your original caller, or the transfer destination.)

[=§ Record Record conversation from the active call.

Transter a Call using the Phonebook

P w D E

42 Dial

While on an active call, click and then click the & putton to open the phonebook.

Select the contact you wish to transfer the call to from the Found Contacts list.
Select the contact’s number from the Numbers/Addresses list that you wish to transfer the caller to.

Click the Transfer button to transfer the call.

Note: To assist the transfer stay on the line until the party has picked up, otherwise release the call
straight away.

Managing Voice Messages

A Voice Message is indicated in the Calls pane by an envelope with a speaker symbol.

Play a Voice Message

1.

10

Double click the Voice Message in the 89637 oo etined 1.[943] 2651090
Calls pane, or 2 B9E37 Call this Number £4 [3) 3095943
Select Play Message from the right-click = 83637 Ad to Persenal Fhoneboo.. B4 (9 2633333

Add to Global Phonebook...

pOp-UD menu to listen to the message' _ Assodate with Existing Contact... _

To listen to the message, select either the 89637 Idie | Mark as Unread

Phone @ or Speaker L option and then <= = @ ::;k::;:;zd
the click the Play button B No Active  Forward Message...
While the message is playing, You can: ::ii”essage
e stop the playback 4
e adjust the volume

oo

e rewind, pause or fast forward the message ™"

To save the message as a .wav file on your PC, click Save and use the Save As dialog box to save
the file. This file can be played back using Windows Media Player or another compatible
multimedia program.

QRG102NA5101
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Forward a Voice Message

Use the Forward Message option in the right-click popup menu to forward the Voice Message to a

Mailbox user or a

distribution list.

Note: If you do not check the Keep a copy option, the message will be deleted from your mailbox.

Delete a Voice Message

The Delete Message option in the right-click popup menu is used to delete a voice message.

Desk to Desk Chat

Desk-to-Desk chat is used to have a 'conversation' in real time with other internal users by typing text.

Click on the Chat

tab in the Phone bar to open the Chat screen.

Chat Record Current Chat
Tree Session

N

] | & chat |

- f
%) Chat Messages | |@ Oliver Stanley

f; End Conversation ,—-}Transfer.. & nvite.. | a2 Copy HSave Converzation l

Chat Toolbar

S Oliver Stanley
a Trevor Chen
.

’AChat Parties

Hi

Thanks

all good

Oliver Stanley 11:27 am

Thank you for the information you gave me yesterday.

Trevor Chen
Pleasure. Hope it helped

Oliver Stanley

11:29 am

Dialogue and

Message Entry 11:30 am

3= Send Text
v -9 -

| s Inthe Office 54 Schedule: On 9 Free Until: 5:30pm & <dick to enter presence note>

Chat Toolbar buttons and Controls

2 Initiate Chat..

f; End Conversation

,—-’ Transfer...

& Invite....

=3 Copy
H Save Conwerzation

3=]5end Text

ﬂ Cloze

QRG102NA5101

Click to start a new chat call to either a selected chat User or Chat Queue.
Click to end the current Chat call.
Click to Transfer the current chat call to either a selected Chat User or Chat Queue.

Invite one or more chat users to join the current chat call. Invitees must accept the
invite to join.

Select the chat dialogue and click the Copy button to copy to the clipboard.

Save a transcript of the chat conversation in a text format to a specified disk directory.
Click to transmit the typed text. Alternatively simply press the keyboard Enter key.
Close the current chat pane.

Add, edit or delete standard chat phrases or commonly used URL links

11
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— Select saved text phrases from the drop-down list. These are sent directly to the other
7 chat parties.
. Select saved URLs from the drop-down list. These are sent as links directly to the
= other chat parties.
&} Send Curent URL Push your current Desktop browser URL to the chat recipients.
& Tree AL Automatically send a seies of web page URLs as you navigate using the Desktop web
browser. The Trace URL button toggles the feature on/off.
@ Trevar Chen Pink - Outbound Chat conversation
(5 Trewar Chen Green - Inbound Chat conversation
Make a Chat Call
Click the ' nisteChat... hytton to start a new chat call.
2. Select either the Chat User or Chat Queue option and then select the specific entry from the drop-
down list.
3. Click the Chat button in the dialog window. A new conversation pane opens.
4, Type in the message in the message text field, then click 2% = or simply press the keyboard
Enter key to transmit the typed text. An outbound chat call will be shown as waiting in the Active
Calls pane until the recipient answers the call.
End a Chat Call
1. Click the | % EndCemesaton pytton,
2. Optionally, click the = Sa=Canvession yjtton to save a transcript of the chat conversation in a text
format to a specified disk directory.
3. Click the |B¢tes= pytton to close the conversation pane.
Answer a Chat Call
1. When a new chat call pop-up message is displayed:
e Click Accept on the pop-up message to answer the —.'I' ) '
chat call, and then navigate to the Chat pane by 7 Incoming Chat Call
clicking on the Chat tab, or T Erar
Good morning
e Click Show Call on the pop-up message to display the | Aceept Show call
Chat pane, and then click the ' <%=t pytton.
2. Type in the reply message in the message text field, then click #2°#4™ or simply press the
keyboard Enter key to transmit the typed text.
Transfer a Chat Call
1. Click the (@ Tenser. huytton to transfer the current chat call.
2. Select a chat User or Queue from the drop-down list. Optionally check the Include current chat
conversation box to give the recipient access to the prior dialogue.
3. Click the Transfer button to complete the call transfer.

Invite Additional Chat Participants

1. Click the #=Imi=. hutton to access the Invite Participants screen.
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2. Select one or more chat users to join the current chat call. Optionally check the Include current
chat conversation box to give the invitees access to the prior dialogue.
3. Click the Invite button to send the invitations. Invitees must accept the invite to join.
Private Chat -
.. £ Trevor Collin
When there are three or more chat participants you can have a #8 Paul Eiin (invitad)
private chat with a selected participant. L
™5 Private Chat to Alex Wilson
1. Right-click on the participant name and select the Private %5 Nudge Alex Wilson...
Chat option. ‘,- MNudge with Text...
[El contact Properties...
2. A new chat window opens to enable the private chat session.
Chat Messages
> Chat
2 3
4’/ Initiate Chat... | T,r Chat Templates... | (=,
=+ Chat Show messages from: Yesterday | 7 days | 30 days | All available

4 V Chats Participants ‘ Date ‘ Time | Type | Dluration ‘ Queue
B} Chat Histary

E Chat Uisers _=|Lee Stemn 9/06/2010  350:06 am.  Outbound 253
“zlLee Stem 9/06/2010 112342 a, Answered 215
2= Oliver Staley 9/06/2010 1127684 Answered 242

Chat Messages provides an organised listing of chat conversations and chat users. Select the required
category and then use the right-click menu to access the available functions for the selected chat session
or user. Refer to the online help for more details.

Create and Use Templates

Templates enable you to save and use commonly used phrases and URLs when chatting.
Create Template

1. Click the ™ ChaTemphies.. | hytton

2. Choose either the Phrases or Links tab in the Templates dialog window. Existing entries are
displayed and can be edited or deleted.

3. Click Add and enter a suitable label and the associated text or URL

4, Click OK.

Use Template

1. Open the drop-down list of either '~ or ® - and select the required item from the list.

2. The.text phrase is automatically sent to the other chat parties. The URL is pushed to the other chat
parties.

Note: when a URL is received in:
Desktop — it is shown as an active link and the built-in Web Browser automatically opens the web

page.
Executive Insight - it is shown as an active link.

Additional Chat Functions

Refer to the online help for additional less frequently used functions and configuration settings.
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UNIFIED COMMUNICATIONS FOR BUSINESS

NEC Corporation welcomes user comments and reserves the right to revise this document and/or make updates to product specifications,
products, or programs described without notice at any time. NEC makes no representations or warranties regarding this document. The
names of actual companies and products mentioned herein are the trademarks of their respective owners.

NEC and all its logos are trademarks or registered trademarks of NEC Corporation and may be used publicly only with the permission of NEC
and require proper acknowledgement. Other listed names and brands are trademarks or registered trademarks of their respective owners.

© Copyright 2010 by NEC Corporation. All rights reserved. No part of this publication may be reproduced without the prior written consent of
NEC.
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