


Telstra Business Connect -

PC Desktop Client )
ey PC Desktop Client

. SigningIn

. Adding your Profile Picture . . . . . . .
d Telstra Business Connect is a unified communications application

- Presll designed to increase business productivity by simplifying the way
. Contacts users communicate — whether they are at their desk or on the road.
. Instant Messages (Chat) “It’s like having the power of your desk phone in the palm of your hand.”

. Using the Dial Pad

. Making a Call Telstra Business Connect can be deployed on mobile devices such as
o MR 02020202020 iPhones, iPads, and Android phones and tablets, and PC Desktops.
e Telstra Business Connect allows the user to search their enterprise
directory for contacts and after searching, they can easily click to call
C 00000000 the user or, optionally, add them to their Telstra Business Connect
12.Transferring a Call contact list.

13. Transferring a Call and
activating Video
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10. Placing a Call on Hold
11. Ending the Call

14. Conference Calls
15. Pull a call

16. Websites
17.Options

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support
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TR o 1. Downloading Telstra
TR oo Business Connect

. SigningIn
- ACEIENRHE Profile Picture To download Telstra Business Connect onto your PC click on

Presence the following link:

https://enterprise-support.telstra.com.au/t5/Downloads/
TIPT-Application-Downloads/ta-p/129

OR for existing DOT Users click:
- Using the Dial Pad https:/www.telstra.com.au/small-business/bundles/dot-app
. Making a Call

. Missed Call
10. Placing a Call on Hold
11. Ending the Call

. Contacts

. Instant Messages (Chat)
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12.Transferring a Call

13. Transferring a Call and
activating Video

14. Conference Calls
15. Pull a call

16. Websites
17.Options

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support



https://enterprise-support.telstra.com.au/t5/Downloads/TIPT-Application-Downloads/ta-p/129
https://enterprise-support.telstra.com.au/t5/Downloads/TIPT-Application-Downloads/ta-p/129
https://www.telstra.com.au/small-business/bundles/dot-app

Telstra Business Connect — 2 S I n | n | n
PC Desktop Client .
1. Downloading Telstra

Business Connect

2. SigningIn
3. Adding your Profile Picture To sign into Telstra Business Connect: You will automatically be prompted to synchronise with
4. Presence 1. Enter your username and password your Outlook contacts and calendar.
= e L . 1. Select Yes
5. Contacts 2. Select Remember password and Sign in automatically
6. Instant Messages (Chat) e | Dutiook integation X
= e File Edit Help If you have Outlook installed on your computer, you can allow the d'gnt to
7. UsingRaRRa! Pad B e e o e e
8. Makinga Call B s Yo can cange hsestgster rush e Etensons st i Cpis.
9. Missed Call 7~ Business Connect —
10. Placing a Call on Hold —

@gee.com > .
11. Endlng the Call s Liberate Users (Only)

Once you have signed in to Telstra Business Connect.

12.Transferring a Call | [BRememoerpassore Your mobility/Liberate alerts will automatically be turned Off,

13. Transferring a Call and 8 sign in automatically fhis will triggre[ tthe iéwcoAming cC::alls onty<ourtmo$kiwle ;ng fixed
. i . P ine on your Telstra Business Connect (not on the Native
activaiigesid oo dialler/phone). You will see the following message:

14. Conference Calls

“Mobility for this location has automatically been disabled”.

15.Pull acall When signing out of Telstra Business Connect you may see
16. Websites the following notification:
17.Options 120138 e Would you like to receive
18. My Room Mobility calls while signed

Note: When signing into Telstra Business Connect and out?
19 Do entering your mobile number for the first time it needs
20. Voicemail to be entered with the +61 before the mobile number,
S example +61XXXXXXXX. This can be edited in Settings Yes
21. Signing Out in the Login screen by selecting ‘Edit Login Info’
N . No
22.Help/Support 3. Select Sign In

Cancel
Select Yes




T 3. Adding your Profile Picture

1. Downloading Telstra
Business Connect

. SigningIn

LSRR rOf Lo Picture You can add a photo of yourself so other colleagues can

Presence have a visual image of who they are talking to.

. Contacts To add a photo:

S 1. Right Click on where you
- Instant Messages (Chat) want your profile photo to appear

- Using the Dial Pad 2. Select Change Profile Photo
. Making a Call 3. Browse for the graphic file/photo

O| ||  N|lo|a|»|w|Dd

. Missed Call 4. Double click on the photo to upload

10. Placing a Call on Hold Clear Your Profile Photo
11. Ending the Call 1. Right Click on your Profile Photo
12. Transferring a Call 2. Select Clear Profile Photo

13. Transferring a Call and
activating Video

14. Conference Calls
15. Pull a call

16. Websites
17.Options

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support




Telstra Business Connect —
PC Desktop Client

1. Downloading Telstra
Business Connect

. SigningIn

. Adding your Profile Picture
. Presence

. Contacts

. Instant Messages (Chat)

. Using the Dial Pad

. Making a Call

. Missed Call

10. Placing a Call on Hold

11. Ending the Call
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12.Transferring a Call

13. Transferring a Call and
activating Video

14. Conference Calls
15. Pull a call

16. Websites
17.Options

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support

4. Presence

Presence enables you to change your availability manually.
It will automatically update when you are on a call, away or
busy and will synchronise with your Outlook Calendar.

To change your Presence:

1. Select the dropdown arrow next to your Presence

2. Select from - Available, away, busy or offline.
Your Presence will change to your selection

Availability Rules

Personalising your Presence Message

Giving colleagues more information about your status
is also available

1. Click into the “What’s on your Mind” field

2. Type your Customised Message and Press Enter

Test 7, Test7
ailable

? Set Locati




Telstra Business Connect — 5 ‘ O n t a Ct S
PC Desktop Client .
1. Downloading Telstra

Business Connect

2. SigningIn
S SRR (ofile Picture Contacts can be displayed from a number of different 4. The contact will appear as Pending until the contact
4. Presence directories such as My Contacts, Directory and Outlook. accepts your add request
All contacts are not automatically visible, you need to search e e
5. Contacts for a contact and then add them to your My Contacts group =t —
e File Edit Contacts Calls Conversations %
6. Instant Messages (Chat) To Access your Contacts:
7. Using the Dial Pad 1. Select from the toolbar on the left ¥ e
8. Making a Call 2. AlList of current contacts will be displayed
9. Missed Call Searchlrifor a Contact
1. Click =
10. Placing a Call on Hold ' g oo )
_ 2. Type the name of the contact in the Search and ﬁ Bignel, KGR (GG E... poniins
11. Ending the Call Dial field, the search will begin as soon as you
12. Transferring a Call startentering the name e -

i : . : ignell, ignel |
S 3. If you wish to add the contact to My Contacts, Right click Z",,’,"Sx;;';&%x“’"e"
13.Transferring a Call and on the contact and select New Contact sipet, [ (i

activating Video L
Call 4
14. Conference Calls Bignell, Kaya (aye Bignel)
Video Call r Wark: XXXX XXX XXX
15. Pull a call Call from Phone ¥ @ w&:% (;;.;*;T&P)
16. Websites
View Profile @ No-IM&R, Kaye (Kaye No-IM&F)
17.Options New C Work: XXX XXX XXX
ew Lontact £y P %
18. My Room —
19. Desktop Share Adding a Contact
20. Voicemail 1. Select from the toolbar on the left

21.Signing Out . Clickon +

2
22.Help/Support 3. Select New Contact
4. Enter the Contact details
5

. Clickon & to save the contact and add to your
Contact list




Telstra Business Connect —
PC Desktop Client

1. Downloading Telstra
Business Connect

. Signing In

. Adding your Profile Picture
. Presence

. Contacts

. Instant Messages (Chat)

. Using the Dial Pad

. Making a Call

. Missed Call

10. Placing a Call on Hold

11. Ending the Call
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12.Transferring a Call

13. Transferring a Call and
activating Video

14. Conference Calls
15. Pull a call

16. Websites
17.Options

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support

Creating Contact Groups

If you are working on a project you can create a group and
copy specific contacts into that group so they are easily
accessible to chat or have a call with

1. Select from the toolbar on the left

2. Clickon +

3. Select New Group

4. Enter the Group Name and Click OK

Adding Contacts to the Group

1. Right click on the contact you wish to add to the group
2. Select Add to Group

3. Select the Group name

Adding a Contact to Favorites

The first time you add a contact as a Favorite, the group will

be created, you don’'t need to create the group manually
1. Right click on the Contact you wish to add to Favorites
2. Select Set as Favorite

3. The contact will now be listed in Favorites

Favorites (1) % | ~
e Bignell, Kaye pending
My Contacts (1) ~
e Bignell, Kaye pending [2]

5. Contacts

Removing a Contact from Favorites

1. Right click on the contact and select
Remove from Favorites

Delete a Contact

1. Right Click on the Contact
2. Select Delete Contact

3. Select Yes



Tt onrc 6. Instant Messages (Chat)

1. Downloading Telstra
Business Connect

. SigningIn

. Adding your Profile Picture

Chat — One on one

- Presence You can have a one on one chat with another colleague

or chat in a group. If you have chatted with a colleague

SO 000 0 00 previously they will appear in your chat window. To chat
. Instant Messages (Chat) with a contact, either

. Using the Dial Pad 1. Select
Making a Call . Search for the contact you wish to chat with

. Missed Call

. Contacts

Ol oI N|loo|a| || DN

2

3. Right click on the contact
4. Select Chat
5

10. Placing a Call on Hold

. The Chat communication tab will automatically open

11. Ending the Call to the right of your screen oR

12.T ferri 6. Type your message s
ransferring a Call ype y! g 1 Select

13.Transferring a Call and 7. Press Enter to send your message

2. Hover your mouse over the contact you wish to chat with
3. Select Chat

Bignell, Kaye m
[?] pending

Wark: XXXX XXX XXX

activating Video

14. Conference Calls

15. Pull a call
16. Websites
17.Options

18. My Room

19. Deskt h S . :
9-Dee o 4. The Chat communication tab will automatically open to

20. Voicemail the right of your screen.

21. Signing Out Note: You can also double click on a contact to start a 5. Type your message
22. Help/Support chat session. 6. Press Enter to send your message
OR End a Chat Session
1. Select H 1. Click on Close in the Chat communication tab

2. Ifacontact s in your Chat list, double click on the contact toend the Chat session | gignell, kaye [x]

3. Type your message




Telstra Business Connect —
PC Desktop Client

1. Downloading Telstra
Business Connect

. Signing In

. Adding your Profile Picture
. Presence

. Contacts

. Instant Messages (Chat)

. Using the Dial Pad

. Making a Call

. Missed Call

10. Placing a Call on Hold
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11. Ending the Call
12.Transferring a Call

13. Transferring a Call and
activating Video

14. Conference Calls
15. Pull a call

16. Websites
17.Options

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support

Group Chat
To start a Group Chat:

1.

Select Contacts

2. Search for the contact you wish to chat with
3. Right click on the contact

4,
5

Select Chat

. The Chat Communication tab will automatically

open to the right of your screen

. Click and drag other contacts from Contacts or the

Directory into the Chat Communication tab

. Type your message

. Press Enter to send your message to the group

2 susiness Connect By =)

Fic Edt Contacts Colls_Converstions Window _Hep.

. Click on My Room m

. Click and Drag the contacts that you want to chat with
into the Chat Communication tab

3. Type your message

. Press Enter

6. Instant Messages (Chat)

Copy GuestLink 63 O

‘Drag and chop contacts from the contact st o add themas _ Particpants

Penaing (2) B

i -

Joined (1) 2

Test7,Test 7
Mo

| o

Chat History

To view your Chat history:

1. SeleotH

2. Double click on a contact you have previously chatted
with that appears in your list

3. You can now view a history of your chat sessions
in the Chat Communication tab

Filter Chat History

You can filter your chat history from the Chat Communication
tab to either of the following; Yesterday, Last Week, Last
Month or All History

1. At the top of the Chat tab for a contact select the
required filter

"Vesterc\ay * LastWeek - LastMonth - AllHistory - Delete Hism:?"




Telstra Business Connect —
PC Desktop Client

1. Downloading Telstra
Business Connect

. Signing In

. Presence

. Contacts

. Instant Messages (Chat)
. Using the Dial Pad

. Making a Call

. Missed Call

10. Placing a Call on Hold
11. Ending the Call
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12.Transferring a Call

13. Transferring a Call and
activating Video

14. Conference Calls
15. Pull a call

16. Websites
17.Options

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support

. Adding your Profile Picture

To Delete Chat History
1. Inthe Chat Communication tab select Delete History
2. Select Yes

Yesterday » LastWeek = LastMonth = AllHistory -| Delete Histowl

Escalating a Chat to a Call

You can escalate a one on one Chat or a Group Chat
to a Call or Video Call

1. Inthe Chat Communication tab select Call,
Video or Call from Phone

LB E O

The Chat session will now escalate to a Call or Video Call
and the Call Control toolbar will appear to allow you to
manage the call

Ending the Group Call

Click on End Call == on the Active Call Toolbar or the Call
Communication tab to end your participation in the call

Making a Call

There are a number of different ways to make a call in Telstra
Business Connect:

Using Contacts
1. Select from the toolbar on the left to view Contacts
2. Hover over the contact in your list with your mouse, or

3. Search for the contact you wish to call, hover over the
contact and

4. Select Call

6. Instant Messages (Chat)

Bignell, Kaye @
[7] pending

Wark: XXXX XXX XXX |

5. The Call Communication tab will open to the right of your
window and the Active Call toolbar will allow you to
manage your call

OR
1. Right Click on the contact and Select Call

Chat

Call ’
Video Call 2
Call from Phone r
Join Room

Remove from Favorites
Add to Group L
Remove from Group ¥
View Profile

Edit Profile

Unsubscribe

Delete Contact

2. Fromthe list of available numbers, select
the number you wish to call

Chat
Call % Work: XXX XXX
. Call from Phone 4 Extension: XXXX
Join Room Maobile: XXXX XXX XXX

3. The Call Communication tab will open to the
right of your window and the Active Call toolbar
will allow you to manage your call.

— e e
. Kaye Bignell x ‘ Bignell, Kaye
cong e || & Ev l e w3 Q®

ff-site today




/. Using the Dial Pad
PC Desktop Client .
1. Downloading Telstra
Business Connect
. SigningIn

- Adding your Profile Picture 1. Select the Dial Pad icon from the toolbar on the left
. Presence

2. Enter the number you wish to call

3. Press Enter or tap

. Contacts

. Instant Messages (Chat)

. Using the Dial Pad

. Making a Call

. Missed Call

10. Placing a Call on Hold
11. Ending the Call

Ol oI N|loo|a| || DN

12.Transferring a Call

13. Transferring a Call and
activating Video

14. Conference Calls

15. Pull a call

16. Websites

17.Options 4. The Call Communication tab will open to the right of your
_— window and the Active Call toolbar will allow you to

18. My Room manage your call.

19. Desktop Share

— o e

« 119 xl Bignell, Kaye

Contacts Calls _Conversations Window Help.

20. Voicemail

woz e || @ Ev e m D ®

21. Signing Out

Audio Connected.

22.Help/Support




Telstra Business Connect — 8 M a k | n a ‘ a l l
PC Desktop Client .
1. Downloading Telstra

Business Connect

2. SigningIn

S SRR Frofle Picture 1. Search for the contact you wish to call OR

4. Presence 2. Hover over the contact with your mouse 1. Right Click on the contact and Select Video Call
5. Contacts 3. Select Video Call Chat

6. Instant Messages (Chat) - ” Call ’
U ch) Bonellkaye (i :
7. Using the Dial Pad [ (2] pending Call from Phone 3
8. Making a Call oo
e Wk XXXX XXX XXX S —
9. Missed Call Add to Group >
10. Placing a Call on Hold Remove from Group  *
11. Ending the Call 4. The Call Communication tab will open to the right of your Tem e
e e window and the Active Call toolbar will allow you to el

12. Transferring a Call manage your call Unsubscribe
RS Delete Contact

13. Transferring a Call and
activating Video

2. Select the number you wish to call

The Call Communication tab will open to the right of your
window and the Active Call toolbar will allow you to manage
your call.

14. Conference Calls
15. Pull a call

16. Websites
17.Options

18. My Room

19. Desktop Share

20. Voicemail

21. Signing Out
22.Help/Support




Telstra Business Connect — 9 I\/| | S S e d ‘ a l l
PC Desktop Client .
1. Downloading Telstra
Business Connect
. Signing In

- Adding your Profile Picture A missed call will appear in your Call History.

2

3

4. Presence 1. Click on ﬂ to view your Call History

5. Contacts 2. Double click on the missed call to redial the number
6

7

8

9

. Instant Messages (Chat)

@ Ursula McCoy
e T # XXX XXX XXX

. Making a Call

. Missed Call
10. Placing a Call on Hold
11. Ending the Call
12.Transferring a Call

13. Transferring a Call and
activating Video

14. Conference Calls
15. Pull a call

16. Websites
17.Options

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support




L 10. Placing a Call on Hold

1. Downloading Telstra
Business Connect

2. SigningIn
3. JAS Rl Frofile Picture To place an active call on Hold:
4. Pressice 1. Whilst on the call select Hold from the Active call toolbar
5. Contacts or Call Communication tab toolbar.
6. Instant Messages (Chat) “« Ursula McCoy N
7. Using the Dial Pad 0026 w=w IE & v
8. Making a Call 5

Active (1)
9. Missed Call

Ursula McCoy .
10. Placing a Call on Hold 0026 — || (2 :
% To take the caller off Hold or Resume the call:
% 1. Click Hold _Il_ from the Active Call toolbar or the
13. Transferring a Call and Call Communication tab toolbar

activating Video R S, =
14.Conference Calls = m e
L8 OnHold e W gV

15. Pull a call
16. Websites Active (1)
17.Options Ursula McCoy p— L
_ On Hold .

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support




Tt BusinssConnct - 11. Ending the Call

1. Downloading Telstra
Business Connect

2. SigningIn

3. Adding your Profile Picture To end an active call:

4. Pressice 1. Select Hang Up from the Active Call toolbar or from the
5. Contacts Call Communication tab toolbar

6. Instant Messages (Chat) “« Ursula McCoy N L

7. Using the Dial Pad uuﬂaEl |

9. Missed Call feivetd)

10. Placing a Call on Hold :iké:}a nls (]l 3 :

11. Ending the Call
12.Transferring a Call

13. Transferring a Call and
activating Video

14. Conference Calls
15. Pull a call

16. Websites
17.Options

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support




L 12. Transferring a Call

1. Downloading Telstra
Business Connect

. Making a Call

. Ursula McCoy * No matches found

Outlook (1] ~

I @ McCoy, Ursula

2. SigningIn

3. Adding your Profile Picture There are two ways to transfer an active call: 3. Search for the contact or enter the number
4. Presence Blind Transfer allows you to transfer a call to another contact you wish to transfer the call too

5. Contacts without announcing the call prior to transferring it

6. Instant Messages (Chat) 1. xvg’iir:/(tahgaeﬁ:’ig/;gzlrler on the line, select More from the I X0000000KX| I

7. Using the Dial Pad 2. Select Transfer My Contacts (0) ~
8— Directory (0) ~

9

. Missed Call o010 e || & [

10. Placing a Call on Hold

11. Ending the Call |§‘. Transfer |

12.Transferring a Call

@ Conference

13. Transferring a Call and
activating Video

14. Conference Calls o
- il ——

15. Pull a call Attended Audio

#§ Dialpad

16. Websites

Attended Video

17.Options

4. Press Transfer Now
18. My Room

e 5. The contact that you are transferring the call to will
19. Desktop Share receive a popup notification, they need to click on

: : the Audio icon to answer the call
20. Voicemail

. 6. Once the call is answered their Call Communication tab
21. Signing Out will indicate that this is a call that has been transferred

22.Help/Support




12.Transferring a Call
Telstra Business Connect —

PC Desktop Client
L govsfnloadcl:ngTels:ra Consult Transfer allows you to announce the caller to the 3. Enter the name or the number of the person you wish to
usinessonnec contact prior to transferring the call. transfer the call too and select Attended Audio
- Signing In 1. With the active caller on the line
. Adding your Profile Picture 2. Select More and Transfer | MeCoy, Ursula I
. Presence . Ursula McCoy x Select Number
. Contacts @ we e || & Work Phone v
D ) = 0412

. Instant Messages (Chat)
. Using the Dial Pad | & Transfer |

. Making a Call ¥ Conference

Ol oo N|lo|a| || DN

. Missed Call # Dialpad
10. Placing a Call on Hold 4 Audio Device 0
11. Ending the Call il

12.Transferring a Call

Transfer Now

13. Transferring a Call and
activating Video

Attended Video

15. Pull a call 4. Announce the caller and if they agree to accept the call
: select Complete Transfer
16. Websites

14. Conference Calls

% Transfer Calk: McCoy, U.. % . Ursula
17.Options |

‘IB.lVIyRoomt o0t e ] @ i

Complete Transfer

19. Desktop Share

20. Voicemail
21. Signing Out
22.Help/Support




L 13. Transterring a Call and
" activating Video

. Signing In
- Adding your Profile Picture Whilst transferring an audio call you can activate Video. 3. Search for the contact or enter the number you wish to
- Presence 1. With the active caller on the line, select More from the transfer the call to and select Attended Video

Contacts T Active Cal tolbar

. Instant Messages (Chat) 2. Select Transfer [ 0000000 |

. Using the Dial Pad N cay X My Contacts (0) ~
S Directory (0 ~
. Making a Call s e |1 @ [ rectory (0)

No matches found
. Missed Call H Outlook (1) ~
10. Placing a Call on Hold % laeiv | @ McCoy, Ursula

11. Ending the Call ¥ Conference

Ol oo N|lo|a| || DN

12.Transferring a Call il i

Audio Devi » )
13. Transferring a Call and s b o

activating Video il

14. Conference Calls

Transfer Now

15. Pull a call Attended Audio

16. Websites Attended Video

17.Options

4. Your audio call will now be changed to a video call
18. My Room

5. Select Complete Transfer to transfer the call
19. Desktop Share

20. Voicemail

21. Signing Out

22.Help/Support




Tt BusinssConnct - 14. Conference Calls

1. Downloading Telstra
Business Connect

. Signing In
- AGEERRNEProfile Picture With Telstra Business Connect you can have multiple The caller that you wish to conference into the call will
Presence internal or external parties on a conference call. receive a call Popup window. They need to click on the

Audio icon to answer the call. They have now joined the

To conference in a second party: conference call

. Contacts
1. Whilst on an active call, from the Active Call toolbar
select More and Conference

N % * .

. Making a Call .
SN 0014 o " @
Mt D —[

10. Placing a Call on Hold & Transfer
11. Ending the Call

3. Tap = Add to Conference

. Instant Messages (Chat)

O| ||  N|lo|a|»|w|Dd

I@ Conference I

12.Transferring a Call # Dialpad

13. Transferring a Call and

. p 4 Audio Device o
activating Video

ol

14. Conference Calls

2. Enter the name of the contact or enter the number you
15. Pull a call :
. wish to add to the conference call and select Add

. Ursula McCoy x
17.Options n e o
_— e 0025 am T

16. Websites

18. My Room Conference
19. Desktop Share I T I %
20. Voicemail Select Number
21. Slgnlng Out Work Phone v
R XXXX XXX XXX
22. Help/Support Work Extension
DL 000 0 0900 4971

Mobile Phone

XXXX XXX XXX




Telstra Business Connect — 1 5 P U [ [ a C a l l
PC Desktop Client .
1. Downloading Telstra

Business Connect

2. SigningIn
S SRR (ofile Picture If the user has an active call on their desk phone, the callcan  Famea= — - o
4. Presence be pulled seamlessly to the desktop via the Call Pull button. B o |
There is no interruption to the voice call. Whilst on an active e " W:’ "":";” e
5. Contacts call on your phone ==
6. Instant Messages (Chat) 1. Select Calls (from the Menu Bar)
7. Using the Dial Pad 2. Select Pull Call
8. Making a Call Mute Ctrl+5Space
9. Missed Call Volume Up Ctrl+ =
-_— Volume Down Ctrl+<
10. Placing a Call on Hold
Audio Device 4

11. Ending the Call

. Do Mot Disturb Ctrl+D
12.Transferring a Call Eall Favisaciiin "
13.Transferring a Call and Remote Office ’ To Pullth ‘ b " K oh

activating Video Business Cancedt Anwhere . o Pull the call from your PC desktop to your desk phone

N 1. Dial *11 on your desk phon
14. Conference Calls Incoming Calls ' i prone
15. Pull a call Outgoing Calls
16. Websites Dialing Service »
17. Options CtrleP
18.My Room Retrieve Parked Call ¥

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support




Telstra Business Connect — 1 6 \/\/ e b S | te S
PC Desktop Client .
1. Downloading Telstra
Business Connect
. Signing In
- Adding your Profile Picture Click on the Websites link to get quick access to:

. Presence « TIPT Collaboration Portal

. Contacts « TIP Help
. Instant Messages (Chat) - Telstra Home Page
. Using the Dial Pad « Telstra CommPilot
. Making a Call
. Missed Call
10. Placing a Call on Hold
11. Ending the Call

Ol oo N|lo|a| || DN

File Edit Conmtacts Calls Conversations

12.Transferring a Call

PT Webaites (4}
TIFT Collaboration Portal

13. Transferring a Call and
activating Video

14. Conference Calls TIPT Help

OO 7cic10s Homepage
15. Pull a call

A TIPT CommiPilat
16. Websites

17.Options

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support




Telstra Business Connect —
PC Desktop Client

1. Downloading Telstra
Business Connect

. SigningIn

. Adding your Profile Picture
. Presence

. Contacts

. Instant Messages (Chat)

. Using the Dial Pad

. Making a Call

. Missed Call

10. Placing a Call on Hold

11. Ending the Call

Ol oI N|loo|a| || DN

12.Transferring a Call

13. Transferring a Call and
activating Video

14. Conference Calls
15. Pull a call

16. Websites
17.Options

18. My Room

19. Desktop Share
20. Voicemail

21. Signing Out
22.Help/Support

17.0ptions

Telstra Business Connect options allow you to view options to
manage your incoming calls. To view these options:

1. Click on E

Do Naot Disturh

Ancnymous Call Rejection L J

Call Forwarding L J I
simultaneous Ring [ ] I
Remote Dffice L

Call Waiting L

Business Connect Anywhere &

Do Not Disturb (DND)

If you activate this service all calls will be blocked and sent to
your voicemail. To activate:

1. Select Options E
2. Select Incoming Calls (if not already selected)

3. Select the ON/OFF switch to switch ON

Do Not Disturb El

Do Not Disturb is now switched ON
and is visable on the Options button

To Switch off:

1. Select Options E
2. Select Incoming Calls (if not already selected)

3. Select the ON/OFF switch to switch OFF

Do Not Disturb El

Anonymous Call Rejection

Anonymous Call Rejection can be enabled or disabled.

To enable:

1. Select Options E
2. Select Incoming Calls (if not already selected)

3. Select the ON/OFF switch to switch ON

Anonymous Call Rejection El

To Switch off:

1. Select Options E
2. Select Incoming Calls (if not already selected)

3. Select the ON/OFF switch to switch OFF

Anonymous Call Rejection | ® |
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Call Forwarding

There are number of Call Forwarding options to choose from:

- Always

« When Busy

« When No Answer

« When Not Reachable
Always

When enabled every call to your desk phone will be
forwarded to the number configured.

If turned on incoming calls will not ring on the Telstra
Business Connect client but will ring on the device that
has been configured, i.e. your mobile number.

To enable:

1. Select Options E

2. Select Incoming Calls (if not already selected)

3. Select the Call Forwarding ON/OFF switch to switch ON

Call Forwarding EI

17.Options

To Switch off:

1. Select Options E
2. Select Incoming Calls (if not already selected)

3. Deselect the Always check box and remove the number

Call Forwarding &

Always Set number

When Busy

Every call to your desk phone will be forwarded to the
number configured when you are on another call.

To enable:

1. Select Options ﬂ

2. Select Incoming Calls (if not already selected)

3. Select the Call Forwarding ON/OFF switch to switch ON

Call Forwarding IZI

| Always XXXX XXX XXX |
When Busy Set number
When No Answer Set number
Mumber of rings before R
forwarding
When Mot Reachable = Set number

4. Select Always and enter the mobile number that
you want all calls forwarded to

Always Set number
When Busy XXXX XXX XXX
When No Answer Set number

Mumber of rings before

& L
forwarding

When Mot Reachable = Set number

4. Select When Busy and enter the mobile number that you
want calls forwarded to when you are on another call

To Switch off:
1. Select Options ﬂ
2. Select Incoming Calls (if not already selected)

3. Deselect the When Busy check box and remove the
number

When Busy Set number
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When No Answer

Every call to your desk phone will be forwarded to the
number configured when you do not answer a call after a
stipulated number of rings.

To enable:

1. Select Options E

2. Select Incoming Calls (if not already selected)

3. Select the Call Forwarding ON/OFF switch to switch ON

Call Forwarding L
Always Set number
When Busy Set number

When No Answer XXXX XXX XXX

Mumber of rings before

3 e
forwarding

4. Select When No Answer and enter the mobile number
that you want calls forwarded to when your phone is
not answered

5. Select the Number of Rings before Forwarding
To Switch off:

1. Select Options E

2. Select Incoming Calls (if not already selected)

3. Deselect the When No Answer check box and remove
the number

When No Answer Set number

Mumber of rings before

3 w
forwarding

17.Options

When Not Reachable

Calls will be forwarded when your desk phone is not
accessible or inactive due to power loss to the site, no
network connectivity or no internet access is available.

To enable:

1. Select Options E

2. Select Incoming Calls (if not already selected)

3. Select the Call Forwarding ON/OFF switch to switch ON

Call Forwarding L
Always Set number
When Busy Set number
When No Answer Set number

Mumber of rings before

L 3 LY
forwarding

When Not Reachable = X0000000X

4. Select When Not Reachable and enter the mobile number
that you want calls forwarded to when your phone is not
reachable.

To Switch off:
1. Select Options E
2. Select Incoming Calls (if not already selected)

3. Deselect the When Not Reachable check box and remove

When Mot Reachable = Set number
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1. Downloading Telstra

. Simultaneous Ring Remote Office
Business Connect

Will ring multiple devices at the same time for incoming calls.  If Remote Office is enabled calls to your desk phone will

2. Signing|n The recommended settings are to have Simultaneous Ring not arrive through the Telstra Business Connect client,
3. Adding your Profile Picture turned off. This is to prevent confusion when anincoming call  the calls will only ring on the device Remote Office has
i is received. been configured with, i.e. your mobile number or other
4. Pracigss When Simultaneous Ring Personal is disabled calls will arrive listed number.
5. Contacts on the Telstra Business Connect client. The recommended settings are to have Remote Office
T ble: turned off.
6. Instant Messages (Chat) o enable: ‘
= . . oo 1. Select Options E foenable:
7. Using the Dial Pad ' 1 Select Options E
N 2. Select Incoming Calls (if not already selected) ' P
8. Making a Call 3. Select the ON/OFF switch to switch ON 2. Select Incoming Calls (if not already selected)
9. Missed Call 3. Select the ON/OFF switch to switch ON
10. Placing a Call on Hold Simultaneous Ring El
U Remote Office L]
11. Ending the Call Ring multiple devices at the same time
T for incoming calls. Make calls from a remote phone and
12.Transferring a Call have it appear from your business line. In
13.Transferring a Call and Do not ring when on a call addition any incoming calls to your
activating Video business line will ring on this remote
| XXX XXX XXX 4 phone.
14. Conference Calls
Answer confirmation required XXXX XXX XXX X
15. Pull a call
4 Set be
16. Websites s 4. Enter the number of the device that you want to ring
- for an incoming call
17.Options 4. Enter the number of the second device you want to ring )
. : L To Switch off:
18. My Room simutaneously
. 00 . ; r 1. Select Options H
19. Desktop Share Note: ‘Do not ring when on a call’ is selected by default . .
B To Switch off: 2. Select Incoming Calls (if not already selected)
20. Voicemail ’ . .
1. Select Options [[ed 3. Select the ON/OFF switch to switch OFF
2Tl 2. Select | ing Calls (if not already selected)
. Select Incoming Calls (if not already selecte
22. Help/Support . . Remaote Office b
3. Select the ON/OFF switch to switch OFF

Simultaneous Ring L
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. Adding your Profile Picture

Call Waiting

Call Waiting is switched on by default which means, when a
second call arrives Telstra Business Connect will
immediately place the call on hold and the second call will be
answered. The user is not given an option to “hold the first
call and answer the second incoming call, or end the first call
to answer the second incoming call”

To Switch off:

1. Select Options ﬂ

2. Select Incoming Calls (if not already selected)
3. Select the ON/OFF switch to switch OFF

Call Waiting L

17.Options

Business Connect Anywhere

If turned on and you have your mobile number listed as
a location and “enabled”, both your mobile and Telstra
Business Connect client will ring at the same time.

To enable:

1. Select Options ﬂ

2. Select Incoming Calls (if not already selected)
3. Select the ON/OFF switch to switch ON

Business Connect Anywhere *

Use your selected phones ("Locations"]
83 an extension of your business phone
number and dial plan.

Mert all enabled locations for Click-
to-Dial

XXXX XXX XXX -

Add numbsar

4. Add the device number that you want toring
simultaneously and select the check box to the
left of that number

To Switch off:

1. Select Options E

2. Select Incoming Calls (if not already selected)
3. Select the ON/OFF switch to switch OFF

Business Connect Anywhere ]
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18. My Room

My Room is your own vitual meeting room where you can
chat, call and video call with a number of people at a time.

You can initiate a group chat or call, or start a one on one call

and invite others to your room once the call is active
Starting a Group Call in My Room
1. Click on My Room

The My Room icon also has a tooltip indicating your
conference bridge details of your My Room.

My Room

+6T XXX XXX XXX
Moderator PIN: 123402

OR
1. Right Click on My Room ﬁ and select Join My Room.

2. Click to select and drag contacts from your Contact list
into your My Room Communication tab

The contacts will appear in the Participants list

Participants
Pending (2) -~
Bignell, Kaye .
[7] pending E:
Sekler, Debbie
Joined (1) -~

Test7, Test7
B =vailable

3. Clickon % inthe My Room Communication tab

- @O

61283812000

The Active Call toolbar will appear to help you manage
the call and you will hear the message “Welcome to
the Broadworks Collaboration Centre, you will now be
placed into the conference, you are the xxx person to
join the conference”.

Starting a Group Call using Video

1. In the My Room Communication tab Click on B

The Active Call toolbar will appear to help you manage
the call and you will hear the message “Welcome to
the Broadworks Collaboration Centre, you will now be
placed into the conference, you are the xxx person to
join the conference”.
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Joining a My Room Session — Internal Contact

There are numerous ways to join a My Room session.
As the owner of the My Room session you can:

« Add internal participants by dragging and dropping
them into the Information Pane of the My Room
Communication tab.

- Participants can join your room by right-clicking your
name on their contact list and choosing the Join Room
menu option.

1. Select Contacts E

2. Click and drag the contacts you wish to join the My Room
session to the Participants list in the My Room
Information pane

= CwE @0
e e
Copy Guest Link 63 O
Parcpants
) =
e Hignell Kaye
@9 e Dot
Jonea (1) ps

oo, test

The participants will receive an invitation to join the My
Room session. They need to click on the invitation to join.

x

My Room (Test 1, Test 1)
13/10/2017 11:39 AM

You can also click on
OR

18. My Room

Chat |E|to start a chat session.

As an attendee in your Contacts Right click on the name of
the Owner of the My Room session and select Join Room

Chat

Call

Video Call

Call from Phone

Remove from Favorites
Add to Group

Remove from Group
View Profile

Edit Profile
Unsubscribe

Delete Contact

-

L3

3

As the owner of the My Room session in the My Room tab
clickon to view or hide the My Room Information pane.

This will allow you to
My Room session

see a list of participants as they join the

) uinesz Connace

(o) iz

The My Room preferences will now be visible showing the
Dial In Number and Conference ID
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Note: The Participants area of the My Room Information
Pane will update as attendees start to join the meeting.

| Participants :
Pending (2) ~

Bignell, Kaye .

[?] pending '

Sekler, Debbie .

[7] pending :

Joined (1) ~

Test7, Test7
B =vzilable

O,

Tip: You can click and drag the communication tab outside of
the main window at any stage.

My Room (Owner)
File Edit Calls Communication  Window Help
My Room (Owner)
() B L mEE O
Yesterdsylast Week + LastMonth « AllHistory « Room Info A
e Olakin Number +61283812000
IDrag and drop contacts hv;ntt-;;a-oc;nwnlislmaddmamas Maderator PIN 123402
participants to this chat
Copy Guest Link 52 5
Participants
Pending (2) -

Bignell, Kaye
] pending
Sekler, Debbie
] peniing

Jolned (1) ~

Test7, Test?
W ssilotie

18. My Room

Private Chat

During the My Room session you can right click on any of the
Participants and select Private chat to start a private chat.

AAAAAA

I My Room Private Chat test ®

Delete History from My Room
1. Scroll to the top of the My Room tab
2. Click Delete History

Bignell, Kaye x | My Room (Owner)

a () pancing JoinRoom %, WM T @

Yesterday - LastWeek - LastMonth - All History

Closing My Room

1. Close My Room to end the My room session by clicking on
Close in the My Room tab

My Room {Owner) X
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19. Desktop Share

Desktop sharing is fast and efficient in Telstra Business
Connect, it enables you to visually desktop share files
with colleagues.

You can desktop share to a contact you are chatting to,
or to a group of contacts in your My Room.

To share to a single contact

1. Click on the Chaticon E in the menu bar

2. Double click on a contact you have previously chatted with
3. Clickon

Bignell, Kaye X

Q (2] pending JoinRoom | &, WK E@

) share — [m] X

Preview

Select Display or Application
Note: Minimized windows cannot be shared. Re-open window to select it

To desktop share with contacts in My Room
Whilst in My Room to share your desktop or a file:

1. During the My Room meeting click on from the
My Room tab toolbar to share your desktop with the
meeting room participants

2. Choose the document or file you wish to share and click
Start Sharing

Share - o pe

Preview

Select Display or Application
Note: Minimized windows cannot be shared. Re-open window 10 select it.

B csco <@

‘Generio PoP. Aopication  Communica Communica Microsoft  Miorosot  Microsott | Mecrosoft | Microsott
Monitor Frametost tor o Eige el OneDrve | Wierd hotos.

3. If you wish to share your entire desktop ensure !
is selected and Click Start Sharing.

Whatever you are viewing on your desktop your meeting
attendees will now be able to see

4. Click Stop Sharing from the Desktop Share toolbar at any
time to stop sharing your desktop
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The Desktop Share Toolbar

Whilst sharing your desktop the Desktop Share toolbar

will be visible.

Now Sharing

1. To Pause your desktop sharing
session at any time Click Pause Sharingm

2. To Resume the sharing session
at any time click Resume Sharingu

3. To Stop your desktop sharing session
Click Stop SharingD

19. Desktop Share

4. To Switch which apps to share click on Switch which App
to share 4 You will now be presented with the initial
Sharing screen and you can choose which Application
to share and Click on Start Sharing

@ shere — o X

Preview

‘Select Display or Application
cannot be

hared.

= .e@-e

Ganeric P i i e il ol
Meritor Frame Host Excel OneDive:

Sengs  SimDleaner Seagt  SnagtEder
Plus

5. To hide the Preview Click Hide Preview a

This will remove the Preview Pane and display the
Sharing Toolbar

6. Click again to show preview

Now Sharing

Note: The Desktop Sharing toolbar will also appear for your
meeting attendees but they are unable to use the toolbar.
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20.Voicemalil

Voicemail options are available to you within the
Options menu. To view:

1. click [ER

2. Select Voicemail

B Business Connect L=

File Edit Contacts Calls Conversations »

Voicemail Service
Send all calls to voicemail
Send busy calls to voicemail

Send unanswered calls 1o voicemail

When a message arrives:
@ Use unified messaging

Use phone message waiting
indicator

 Forward it to this e-mail address

Notify of any new messages [

E-mail a carbon copy of ®
message to
Press ‘0 to transfer to L

MNumber of rings before
greeting

3. Review the options and switch ON the options you
wish to use

You will receive a notification indicator on your Call History
main icon when you have received a voicemail message

To listen to your voicemail messages
1. Click on the Call History icon

2. Click on the Voice Portal message and follow the
prompts to listen to your message

Voice Mail
New messages: 1

3. To delete the voicemail message, press Delete
on your keyboard

To Access the Voice portal for the first time to set up
greetings, and other options

1. Inthe Search and Dial field, type the feature access code
*62 and press Enter (this is the Code to automatically
dial your voice portal number)

[l Start new call

1 2 3

ABC DEF

4 5 6

GHl KL MNO

O

You will hear a prompt

“Welcome to your CommPilot voice portal. Please enter your
passcode then press the # key. If you are not calling from
your own phone, please press the * key”

Enter your voicemail passcode

For your first time login you need to change your passcode
and record your name

Follow the voice prompts to make the changes. You will then
be provided with the following menu to access different
options in your Voice Portal.
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Press

1 toaccess your Voice Mail Box
(this is the main option for listening to, deleting messages
and changing your greetings)

2 tochange your CommPilot Express Profile
(This option is not required in VG UC)

3 togo to the Greetings menu
(this option is purely to change your recorded name)

4 to change your Call Forwarding options
5 torecord a new announcement

6 tomake a call (through the Voice Portal)
8 tochange your passcode

9 to Exit the Voice Portal

# Repeat this menu

Message and greeting options

Once you have pressed 1 to access your voicemail box, then
press

to listen to your messages

to change your mailbox Busy greeting

to change your mailbox No Answer greeting
to change your Extended away greeting

to Compose and send a new message

to Delete all messages

0 N o A WON -

*

go to the CommPilot voice Portal

# to Repeatthis menu

to Modify the message default settings from your Mailbox

20.Voicemail

Message prompts while listening to messages

While you are listening to a message you have the following
options available,

Press

#
2
4
5
6
7
8
9

*

to Save the message

to repeat the message

to return to the previous message
to play message envelope

to go to the next message

to Erase the message

to call back the caller

additional options

go to the previous menu
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271.51gning Out

1. Select File (from the Menu bar) and Sign Out

22.Help/Support

For help/support view the Telstra Business Connect Feature
Guides available on the Resource Centre.

Link to the TIPT Resources website Telstra Business
Connect Feature Guides
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