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Splicecom >
Introduction

About this manual

This manual contains all that you need to know to operate your WebPartner software in conjunction
with your Splicecom telephone system.

This manual assumes that your User account has been configured to enable you to use the WebPartner
software. If this is not the case please refer to your system administrator for further assistance.

Your User Account

Xnt ~gd =~ Bflicedcom eelephene sysiedth and as such you have a User account on the
system. Your Display name will be used to identify you as you make, receive and transfercalls. Each of
your colleagues will also have a User account and will be identified in the same way, by theirDisplay
name. A list of the Users of your system can be viewed via the Directory as explainedin the Directory
section from page 12.

Your User account will have been configured to enablethe WebPartner software to partner your
telephone handset. Your telephone conversations will be via the handset but WebPartner will assist
you to handle calls quickly and efficiently. Further telephony features, not covered in this manual, are
available via your handset. Please refer tothe relevant user manual or to your system administrator for
further detalils.

Terminology

Groups

Groups are used on aSplicecom system to collect together Users who have a similar job function, eg
Sales Group, or similar skill, eg French Group, for example.Due to your role in your company you may
be a member of one or more Groups. A Group is then assigned to a Department as explained below.

Departments

A Department on a Splicecom system is used to determine how calls are to be routed to a Group, for
example, the Catalogue Sales Department routes calls to the Sales Group. A Group can be assigned to
multiple Departments and a User can be assigned to multiple Groups which means you may receive
calls for one or more Department. Each Department will have an extension number and in most
scenarios, a direct line number, if external calls are to be directed to this Department. The Department
will determine in which order calls are presented to the members of the Group and what will happen to
calls when all the members are busy, not at their desk or gone home for the day. While a call is waiting
to be answered the caller will be placed in aqueue and can be played announcements and hold music
while they wait.

You will be able to call these Departments internally via a DepartmentPr dws dmr hnm mt | adqg n
system directory as described in the Directory section from page 12. This means you can easily ring

any available member of, for example, the Personnel team or Accounts department, rather than ringing

one specific member of that team only to find they are not available and then having to ring another

extension, and so on.

Introduction
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Wrap Up Time

A Department can be configured with a Wrap Up Time whereby, afteryou have finished a call to the
Department, a certain amount time must elapse before you can take another call. This is useful when
administration tasks need to be completed at the end of a call.

Contacts

The Splicecom system can store a database of contact details for external customers, suppliers,

contractors, business associates, and so on. This is called the Contacts database and each entry is
called a Contact. These Contactscanstores gd bt rsnl dgPr sdkdognmd mtl adqg+
company name, address, job title and so on. These numbers will then be used by thesystem to match

with incoming CLI, if presented. If a match is found the Contact name is displayed on the phone

receiving the call. This means that calls from important customers, for example, can be easily

identified. You can also utilise these entries to speed dial the number required via yourhandset or

WebPartner software as described in the Make a call via the Directory section from 13.

Caller Line Identification (CLI/CLID)

ClLlis a service supplied by most phone providers, whereby your phone number is transmitted when you
make a phone call. If a caller to your company presents their CLI with the call and this is matched in the
Bnms bsr ¢ s a rd '"cdrbghadc ~anud( sghr b kkdgPr m

If you require any further information on how your Splicecom system is configured please refer to your
system administrator.

Getting Started

Logging on

In order to use the WebPartner application you will require your extension number and Voicemail
Access Code. You will also needthe IP address of the Vision server on your system. Please refer to
your system administrator for this information.

Using the web browser on your PC enter the follow URL:

http://[ip address of the vision seryiisionmobility
eg http:// 10.0.4.150/visionmobility

You can also run this application from a mobile phone.
For an iPhone enter iphone.cgi at the end of the URL.

http://[ip address of the vision server]/visionmobifityone.cgi
For any other type of phone enter basic.cgi at the end of the URL

http://[ip address of the vision server]/visionmoblli&sic.cgi

Introduction
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You will be presented with the following screen:

Home Messages Web Phone Settings * Logout

Login

e —
UserccessCode |

Remember Me [

L1080 |

Page Built @ 2018-03-28 10:58:28 v1.7(21)

1 Inthe User Number field enter your extension number.
2 Inthe User Access Code field enter your Vacemail Access Code.
3 Select Remember Me if youwish your PC to store this information ready for the next time you log
in.
Login
User Number |2015 |

User Access Code |«{ |

Remember Me d

4  Select the Login button

You will be presented with the WebPartner application similar to the following diagram , with your User
name displayed.

Splicecom

Home Messages Web Phone Settings v Logout
WebPartner

Quick Settings Anita Gomes

Anita Gomes

DND off v Name Number Time/Date State No Messages
Dvert [vone v |[i]

Type

Divert

outof

Office

Page Built @ 2018-03-28 10:05:51 v1.7(21)

Please note that this diagram shows WebPartner before any calls have been received by your extension,
otherwise calls made and received on your phonewill be listed.

Introduction
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If you enter the incorrect log in details the Login failed message will be displayed at the bottom of the
WebPartner pane and the Login screen will be available to enter your log in details again.

Login

User Number | |

User Access Code | |

Remember Me J

Login failed

Logging off

If you no longer wish to use WebPartneryou can log out of the application as follow s:
1 Select Logout button, at the top right.

. . Logout
You will be asked if you are sure you want to log out 3

Are you sure you want to log out?

| Cancel H Logout ‘

2  Select the Logout button (or the Cancel button if you have changed your mind).

The Login screen will now be displayed enabling youor another colleague to log in when required.

Alternatively, you can close your browser session to log out of the WebPartner.

Introduction
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Basic Call Handling

Make a Call

1 Select the Web Phone button. Web Phone
2 Inthe Search: box enter the internal or extenal number you wish to dial.

Search / Call

Search: |02085382354 || call || Transfer

3 Select the Call button.

The Current Callspane will display the details of your call.

Current Calls

o Ringing (QutGoing) |[Anita Gomes 2015 |02085382354 | Hangup | Record

Once the call is answered the Current Calls pane will display that the call is connected.

Current Calls

e Connected |Anita Gomes 2015 |02085382354 |Hangup |Record

Ifthenumberdi- k kdc hr | "sbgdc hm sgd sdkdognmd r xr sdl

name will also be displayed within Current calls.

Current Calls

o Connected|Anita Gomes 2015 |Carey Poiynter 02078382398 |Hangup | Record

Current Calls

e Connected [Anita Gomes 2015 | Aaron Blisset 2005 | Hangup | Cancel Recording

Basic Call Handling
Vision WebPartner User Manual for PCS IP and analogue phones v1.7/0318/1 5

Pr



Splicecom SS

Please note:
1 If you dial a number via your handset the calldetails will also be displayed in the Current Calls
pane.

1 If you are using an analogue handset andmake a call before lifting your handset your phone will
ring until you do so.

Once the call has ended the details of the call will be displayed in your calls history. For further details

please refer to the Calls History section from page 16.

Answer a Call

1 Onreceiving a call, answer the call via your handset.
2 The call details will be displayed within the Current Calls pane which can be displayed by
selecting the Web Phonebutton.

Current Calls

o Connected

Anita Gomes 2015

01132418924 01132418924

Hangup |Record

Alternatively,

1 On receiving a call, select the Web Phonebutton.

The details of the call will be displayed within the Current Calls pane

Current Calls

o Ringing Anita Gomes
(Incoming) 2015

01132418924
01132418924

Hangup | Answer | Transfer

to VM

Record

2 Select Answer.

Please note that if you are using an analogue handset your phone will ring until you lift your handset.

He

"m dwsdgm® Kk
displayed within the Current Calls pane.

Current Calls

b kkdqg®Pr

BKH hr

ent mc

)

Connected

Anita Gomes 2015 |Donald Jones 01923516823 | Hangup

Record

vhsghm sgd

Basic Call Handling

Vision WebPartner Use Manual for PCS IP and analogue phonesv1.7/0318/1
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He " m dwsdgm k b kkdgPr BKH hr vhsggdkc sghr vhkk

Current Calls

o Connected [ Anita Gomes 2015|0000 0000 | Hangup | Record

If another colleague calls you their User name together with their extension number will be displayed
within Current Calls.

Current Calls

o Connected |Anita Gomes 2015 | Carol Wright 2041 [ Hangup | Record

Once the call has ended the details of the call will be displayed in your calls history. For further details
please refer to the Calls History section from page 16.

Please note that a call will ring on your phone until you answer it or the caller hangs up, unless you have
Forward on No Answer set or voicemail is enabled on your User account. If either of these have been
enabled, by default, your extension will ring for 20 seconds before your extension is considered not
answered. Your system administrator will be able to tell you if this default setting has been changed.
For further details please refer to the Forward on No Answer section from page 22 and the Voicemail
section from page 35.

Reject a call

If you do not wish to answer a call you can reject the call as follows,

1 Select the Web Phone button.
2 Within the Current Calls pane select Hang up.

Current Calls

o Ringing Anita Gomes Raj Patel Hangup | Answer | Transfer to |Record
(Incoming) 2015 2011 e

The call will be passed to your Forward on Busynumber (if set) or passed to your voicemail (if
enabled) or cancelled.

Alternatively,
2 Within the Current Calls pane select Transfer to VM
3 The call will be passed directly to your voicemail (if enabled).

For further details on using voicemail please refer to the Voicemail section from page 35.

Basic Call Handling
Vision WebPartner User Manual for PCS IP and analogue phones v1.7/0318/1 7
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End a Call

End the call viayour handset
or
1 Select Web Phonebutton.
2 Within the Current Calls pane select Hang up

Current Calls

e Connected|Anita Gomes 2015 | Donald Jones 01923516823 | Hangup | Record

Place a call on hold

Select Web Phonebutton.

Ensure that the Search: box is empty.

Select the Call button.

Asecondb > kk vhsg °~ rs > str ne 20qnbddchmfe (Nothtkdk ad
the first call is displa yed with a red icon to indicate this call is on hold.)

A WN PR

Current Calls

o Connected | Anita Gomes 01442469211 Switch Hangup | Record
2015 01442469211 call
o Proceding |Anita Gomes Hangup [ Record
2015

To return to the original caller select Hang up beside this new call (displayed with a green icon).

If you place a call on hold via your handset the call will be displayed in the same manner.

Transfer a Call

Announced transfer

1 Select the Web Phonebutton.
2 Inthe Search: box enter the internal or external numberyou wish to transfer the call to.

Search / Call

Search: |2041] || cal || Transfer |

3 Select the Call button. This will place the first call on hold and make a call to the number entered.

Basic Call Handling
8 Vision WebPartner Use Manual for PCS IP and analogue phonesv1.7/0318/1
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Current Calls

e Connected Anita Gomes |01442469211 Switch | Hangup |Record
2015 01442469211 Call
o Ringing Anita Gomes |Carol Wright 2041 Hangup | Record
(OutGoing) 2015

Wait for the call to be answered and announce the caller.

The two calls will be displayed in the Current Calls pane (Note that the call you are currently
connected to is displayed with a green icon and the first call is displayed with a red icon to
indicated this call is on hold)

Current Calls

e Connected |Anita Gomes 01442469211 Switch Hangup | Record
2015 01442469211 Call
o Connected |Anita Gomes Carol Wright 2041 Hangup | Record
2015
Conference Complete Transfer

5 To transfer the original call select Complete Transfer

Alternatively, to clear the current call and return to the original caller,

5

Select Hang Upnext to the current call (displayed with a green icon).

or

Wait for the other end to hang up.

(Please note that if you are using an analogue handsetuse the Recall/Hold button on your
handset to return to your original caller).

Alternatively, to return to the original call and put the second call on hold,

5

Select Switch Call.

Note that the call you are currently connected to is displayed with a green icon and the other call
is displayed with a red icon to indicate this call is on hold.

You can repeatthis step as often as required to switch between the two calls.

Finally, select Complete Transfer to connect the two calls (regardless of which call you are
currently connected to).

Basic Call Handling
Vision WebPartner User Manual for PCS IP and analogue phones v1.7/0318/1 9
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Unannounced Transfer (Blind Transfer)

1 Select Web Phonebutton.
2 Inthe Search: box enter the internal or external number you wish to transfer the call to.

Search / Call

Search:|2041| ” Call || Transfer |

3 Select the Transfer button.

You will no longer have control of the call

Conference Call

The conferencing facility allows you to create a 3-way conversation between yourself and two internal
and/or external calls. (Please note that this feature must be enabled on your telephone system. Please
refer to your system administrator if this feature is not available.)

Creating a conference call

1 Make a call to the first internal or external number required.

2 Within the Web Phonepage, in the Search: box enter the internal or external number of the
second call to be made.

3 Select the Call button. This will place the first call on hold.

Once the second call has been answered the two calls will be displayed as connected within the
Current Calls pane. The call you are currently connected to is displayed with the green icon and
the call on hold is displayed with the red icon.

Current Calls

e Connected |Anita Gomes 01442469211 Switch Hangup |Record
2015 01442469211 call
o Connected [Anita Gomes Peter Upton 2007 Hangup |Record
2015
Conference Complete Transfer

4  When ready, ®lect Conference.

You are now in a 3way conference with your two calls.

Current Calls

Connected [Anita Gomes 2015 |01442469211 01442469211 | |Hangup [Record

e Connected [Anita Gomes 2015 |Peter Upton 2007 Hangup |Record

Breakup Conference Complete Transfer

Basic Call Handling
10 Vision WebPartner Use Manual for PCS IP and analogue phonesv1.7/0318/1
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If you wish to connect the two calls and remove yourself from the conference select Complete

Transfer.

Cancel a conference call

To cancel the conference, select Breakup Conference.

Current Calls

Connected [Anita Gomes 2015 |01442469211 01442469211 | [Hangup [Record

_Q Connected |Anita Gomes 2015 | Peter Upton 2007 Hangup |Record

" Breakup Conference (omplete Transfer

You will be return to a 2-way conversation with your calls. The call you are currently connected to will
be displayed with a green icon. The other call will be put on hold and displayed with a red icon.

You can click on Switch Call to toggle between the two calls.

You can return to a conference with your two calls at any time by selecting Conference.

or

You can select Complete Transfer to connect the two calls and relinquish your control of the calls.

or

You can end a particular call by selecting Hang up beside the relevant call or wait for the other end to
hang up. You will return to a 2-way conversation with your remaining call.

Please note that if you are using an analogue handset andyou break up the conference and the call you
are connected to hangs up, use the Recall/Hold button on your handset to return to the other call.

End a conference call

If you hang up the call while on a conference you will end the conference.

Basic Call Handling
Vision WebPartner User Manual for PCS IP and analogue phones v1.7/0318/1 11
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Directory

The directory of Users, Departments and Contacts on your telephone system is accessible viathe Web
Phone page and can be used as follows. Yoursystem administrator is responsible for the maintenance
of this directory and will be able to assist you with your queries.

Any text or numbers that you enter in the Search: box will be checked within the system and if a match
is found the WebPartner will give a list of:

Users - which allows you to quickly and easily call a colleague without having to remember their
extension number.

Departments - which allows you to easily ring any available member of, for example, the Personnel
team or Accounts department, rather than ringing one specific member of that team only to find they
are not available and then having to ring another extension,and so on.

Contacts - which allows you to easily dial an external customer, supplier, contractor etc.

Contacts
State Type Name Company Tel Home Mobile Spare1 Spare2
o Department Sales 8003
Support
@® user  SsamTurner 208
® user  Saahwang 2027
@® user  SebDeeney 22000
~ Contact  SelahTery  Superior Signs  01525.
@® oDepartment Service 804
Reception
@® user  SoflaNowak 2023
~ Contact  Stacey  FineRecruitment 01298..
Woodhouse
 Contact  Stephenlee Canterbury  01227.. i

Computing

Mew Contact

Search for an entry

1 Select Web Phonebutton.
2 Inthe Search: box start to enter the first few letters of the entry you require.

Search / Call

Search:|se{ || call || Transfer |

The entries matching the text you have entered will be displayed.

Directory
12 Vision WebPartner User Manualfor PCS IPand analogue phonesv1.7/0318/1
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Contacts
State Type Name Company Tel Home Mobile Spare1 Spare2
o User Seb Deeney 2010
Contact Selah Terry Superior Signs 01525...
o Department Service 8004

Reception

Mew Contact

If you wish you can continue to enter additional letter s until the record you require appears at the
top of the list.

Extension State

The Directory will display the current state of the relevant extension, as follows.
o This extension is currently free.
o This extension is currently busy and on a call.

e This extension has a call ringing that has not yet been answered.

State Type Name Company Tel H
e User Aaron Blisset 2005
State Type Name Company Tel H
o User Aaron Blisset 2005
State Type Name Company Tel H
o User Aaron Blisset 2005

Make a call via the Directory

1 Select the Web Phonebutton.
2  Search for the entry required as described above
3 Within this entrx Prel column click on the telephone number displayed.
State Type Name Company Tel Home Mobile Spare1 Spare2
Contact Carey Poiynter  Flow Free 02078...
Design

This number will be entered into the Search: box and the call will be made

Directory
Vision WebPartner User Manual for PCS IP and analogue phones v1.7/0318/1 13
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If a number is available within Home, Mobile, Spare 1 or Spare 2 fields and you wish to dial this number,
click on the number and the call will be made as described previously.

If you hover your mouse over an external telephone number the full number will be displayed.

State Type Name Company Tel Home Mobile Spare1 Spare2
Contact Stephen  Canterbury Computing 01227... 07723...
Lee

e oTT23675213 |

Transfer a call via the Directory
If you are on a call that you wish to transfer but need to look up the number within the directory, this can
be done as follows.

1 Within the Web Phonepage search for the entry required as described above.
2 Vhsghm sghr dmsgxPr Sdk bnktl m bkhbj nm sgd

This number will be entered into the Search: box and the call will be made. The original call will
be put on hold.

Wait for the call to be answered.

3 When ready select Complete Transfer.

For further details please refer to the Transfer a Call section from page 8.

Managing Contacts

Create a new Contact

You may have been given the abilitycreate new Contact entries for external associates and numbers
that you think will be useful to other colleagues in your team and company. These will be saved in the
centralised database and therefore will be available to all Users of your telephone system.

1 Select Web Phonebutton.

sdkdoc

2  Select the New Contact button (at the bottom of the directory list)

3 The Contact Details form will be displayed. Enter al the information required.

Contact Details

Name |Denise Howard |
Description |

Company |Accu racy Accounting
Department |Finance

Telephone Number |02075216582

Mohile Telephone Number |

Home Telephone Number |

Spare 1 Telephone Number|

Spare 2 Telephone Number|

Email Address |denise@accuracy.co.uk

Account Code | |

| Update H Apply || Cancel || Delete |

Directory
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4  When ready, lect Update or Apply to save the new Contact

This Contact will now be stored in the central Contacts database on the system and will be

available for use by all Users. If the Contact rings your company and preents as CLI any of the

numbersd msdqdc hmsn sgd Sdkdognmd Mtl adqg ehdkcr sghr
TrdgPr B kk Chrok > x nm sgdhg ognmd nq rnesv qgd

If you change your mind and do not wish to keep the new Contact, select the Delete button to
delete the new entry. (The Cancel button is used to cancel changes to an existing Contact entry.)

Please note that if the New Contact button is not available you do not have the rights to add entries to
the Contact database. Please refer to yoursystem administrator for further detalils.

Amend a Contact

You may also have been given the ability to amend existing Contact entries, which can be done as
follows.

Select the Web Phone button.

Search for the entry to be amended.

Vhsghm sghr dmsgxPr M I d bnktl m bkhbj nm sgd m | ¢
The Contact Details form will be displayed.

Make the changes required.

When ready, ®lect Update or Apply to save the changes

OOk, WNPE

If you change your mind select Cancel instead and the changes will not be saved.

Please note that if the Update and Apply buttons are not available you do not have the rights to amend
entries in the Contact database. Please refer to your system administrator for further details.

Delete a Contact

You may also have been given the ability to delete entries that are no longer required within the
Contacts database, and this can be done as follows.

Select Web Phonebutton.

Search for the entry required.

Vhsghm sghr dmsgxPr M I d bnktl m bkhbj nm sgd m | ¢
The Contact Details form will be displayed.

Select Delete to remove the Contact from the central database.

You will be asked if you wish to delete this item. Select OK.

OOk, WNPE

Please note that if the Delete button is not available you do not have the rights to delete entries from
the Contact database. Please refer to yoursystem administrator for further details.

Directory
Vision WebPartner User Manual for PCS IP and analogue phones v1.7/0318/1 15



Calls History

Splicecom g

The details of the calls received & made by your phone are displayedin the calls history list which can
be accessed by selecting Messages button. (By default your calls history will also be displayed within
your Home page unless configured otherwise. Please refer to the Changing your Home Pagesection

from page 33 for further details.)

Anita Gomes

MName
0000
Carol Wright
Donald Jones
Aaron Blisset

Number Time/Date State
0000 16:21 28/3/2018 \2‘
2041 16:11 28/3/2018 \2‘
01923516823 16:09 28/3/2018 \2‘
2005 16:02 28/3/2018

Carey Poiynter 02078382398 16:00 28/3/2018
Carey Poiynter 02078382398 14:25 28/3/2018
Carey Poiynter 02078382398 14:25 28/3/2018

Aaron Blisset
Raj Patel
01442469211
Peter Upton
Carol Wright
Carol Wright
01442469211
B2 caral Wricht

Call State

2005 14:18 28/3/2018
201 13:43 28/3/2018 |\
01442469211 13:36 28/3/2018 &
2007 13:36 28/3/2018
2041 13:14 28/3/2018
2041 13:09 28/3/2018
01442469211 13:09 28/3/2018 &
2041 13:09 28/3/201: hed

Answered incoming call

A&  Missed incoming call Oindicates that the call was not answered by yourself or by voicemail

Answered outgoing call

Unanswered outgoing call

Last Missed Call

Anita Gomes

Last Missed Call
From: 01923516823
At: 16:32 28/3/2018

Missed Calls: 2
Other Messages: 18

Ring back a caller or Redial a number

Details of the last missed call will be displayed within the Home page and
Web Phone page, together with the total number of missed calls and

answered calls (Other Messages:).

You can ring back this caller by clicking on the number displayed within the

From:field(sghr e~

presented with the call).

1 Select the Messages button.

2 Find the required entry for the call received or the call that you made.

bhkhsx

ad "1

The number received with the call or that you dialled will be displayed in the Number column.

16
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Name Number Time/Date State
Donald Jones 01923516823 16:40 28/3/2018

3  Withintheentg x Pr Mt | a dligk ob thekntnhben digplayed.
You will be asked if you are sure you wish to dial this number.
4  Select OK to make the call

Please note thattheringbacke " bhkhsx vhkk nmkx ad ~u hk akd he sgd
call.

Managing Contacts

Add a new Contact from your calls history

If you have received a call from or made a call to an external associate and feel that their number would
be useful to other colleagues in your team or company, you can add this number to the system as
follows. This will be saved in the centralised Contacts database and therefore will be available to all
Users on your telephone system. Please note that if you do not have the rights to add entries to the
Contact database this facility will not be available.

1 Within the Home page or Messages page, find the entryrequired.
[ETE ) c dLe J = 2 J (] “

01442469211 01442469211 13:36 28/3/2

mal Patar | Intan nn 326 28 N1l
2 Click on the blue Contact button to the left of the entry.
The Contact Add / Edit Information form will open.

On the right hand side, within the Create a Contact section,note that the number has been
automatically entered into the Number: field.

3 Enter the name of the associate.

Ynt b m “krn “cc sgd bnms  bsPr  Jbfrequvsedmx m | d ~ mc

Create a Contact

MName: |Jacob Rowe

Company: |Rya|| IT Support

Number: |o1442459211
Maobile: |

Add Contact

4  When ready select the Add Contact button.

Amend a Contact from your calls history

If you have received a call from or made a call to an external associate and feel that this number would
be useful to other colleagues in your team or company, and the contact already has an entry within the
central database you can add this number to the existing entry as follows. Please note that if you do
not have the rights to update entries in the Contact database this facility will not be available.

Calls History
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Within the Home page or Messages page, find the entry required.

MName Mumber lime/liate Stare
07731247643 07731247643 17:16 28/3/2018

Click on the blue Contact button to the left of the entry.

The Contact Add / Edit Information form will open.

Find the existing entry from the list of Contacts displayed. You can use the Search box under

2@cc nnbwhr s hmf Bnms bse sn roddc to

Add to an Existing Contact
Enter the name of the contact you want to add the number to;

g |

Name Number Mobile
Jacob Rowe Replace (01442469211) Set this

sgd rd gbg-

He 2Rds sghr e hr domb dNanérord/obilencaiuma this igditates thay this field

is currently empty.

Select Set this within the relevant column.

The number will be entered into this field and you will be returned the previous page.

If you have received a call from or made a call to an external associate but their number is not matched
by the system as their number has changed, you can update the relevant Contact entry as follows.
Please note that if you do not have the rights to update entries in the Contact database this facility will
not be available.

1

Within the Home page or Messages page, find the entry required.

Click on the blue Contact button to the left of the entry.

The Contact Add / Edit Information form will open.

Find the existing entry from the list of Contacts displayed. You can use the Search box under

2@c sn "m Dwhrshmf Bnms bse sn roddc to sgd rd°

Add to an Existing Contact
Enter the name of the contact you want to add the number to;

I |

Name Number Mobile
Jacob Rowe Replace (014424659211) Replace (07731247643)

4 Vhsghm dhsgdqg sgd dmsqgxPr Mt | a(egistinggtoreadmwmbet)d bnkt |

The new number will be entered into this field and you will be returned to the previous page.

18
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View a Contact entry

If you have received a call from or made a call to an external associate and their number is stored and
matched by the system you can view their Contact entry as follows.

1 Within the Home page or Messages page, find the entry required.
[BE] U o 7og L o 7og "] O JTO '\"‘

Donald Jones 01923516823 16:40 28/3/2018

2  Click on the blue Contact button to the left of the entry.

The Contact Details form will open for you to view the details.

If you have the rights to do so you can also update and delete the Contact entry if need be.

Lnmhsng °~ bnkkd ftdPr b kkr

Xnt | >x g ud addm fhudm sgd qdr onmr h carelWrght
this is the case your home page willalsodisplayx nt q bnkkd  f t dP Lastmissedcall
information. From: 2015

At: 13:09 28/3/2018
Xnt b m rbgnkk sn sgd anssnl ne xntg

Missed Calls: 1

be listed in a separate pane. Other Messages: 9

Carol Wright

Name Number Time/Date State
Raj Patel 2011 15:59 29/3/2018 &5
Anita Gomes 2015 13:56 29/3/2018
A <innart ANN& 17-35 20/2/72018 Led

You can use this list to make calls, manage the Cortacts database and so on in exactly the same
manner as described for your own calls history in the previous sections.

Calls History
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User Configuration

The Splicecom system gives you the ability to configure features such as call wait ing, forwarding, do
not disturb and create speed dials for your use. These features are stored within your User account on
the system and therefore will be available on any phone that you log on to. TheWebPartner enables
you to configure these facilities via an easy to use dialogue box or via the Quick Settings pane.

Your User configuration can be accessed by selecting the Settings button, and then Settings *
choosing from the menu of options provided.

| Settings * |
. General All these options are described in the following sections.
DND
My Numbers
Speed Dials
PIN
Voicemail Alerts

Homepage

Call Forwarding

The Call Forwarding facility enables you to forward calls to a colleague or to your mobile, for example,
when you are out of the office, not at your desk or on another call to ensure your callers can reach you
wherever you are or to ensure your calls are dealt with by another member of staff.

Please note:

1 When Follow Me or Fowarding has been set your handset will provide a broken dial tone to remind
you that this feature has been enabled.

1 If your calls are forwarded to an internal extension and that extension is busy or not answered the
caller will be passed to your voicemail (if enabled) or the call will be logged as a missed call on

your extension.

Using Follow Me

This facility allows you to configure your extension so that your calls follow you to an internal extension
or to an external number so that when you are, for example, working at another desk, working at home,
or using your mobile etc, your calls will still reach you. You could also use this feature when you are, for
example, on holiday and wish all your calls to be diverted to your assistant or another colleague.

Turn on Follow Me

1 Select the Settings button and from the menu displayed select General.
2 From the Follow Me list box select one of the following:
1 Personal Oall calls to your extension and direct line number will be forwarded .
1 Dual Personal Oall calls to your extension and direct line number will be forw arded, however
your extension will also ring. This will ensure that you can pick up the call wherever you are.
1 All Oall calls to your extension, direct line number and your Department calls will be
forwarded.
1 Dual AllOAll calls to your extension, direct line number and your Department calls will be
forwarded, however your extension will also ring. This will ensure that you can pick up the call
wherever you are.

User Configuration
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«
2

3 Inthe Follow Me To field enter the internal or external number to which calls are to be forwarded.

Follow Me
Follow Me To ‘0?89055396? |

Crrarnra Min Bicir I

4  Select Update or Apply to save the changes.

Turn off Follow Me

1 Select the Settings button and from the menu displayed select General.

2  From the Follow Me list box select None.

You do not need to remove the Follow Number as you may wish to use this again.

Follow Me

Follow Me To |D?89055396? ‘

Coarnaard Mn Bocas |

3 Select Update or Apply to save the changes

Quick Settings

Quick Settings

DND fr
° 1 Select the Home button.

Divert

e Follow Me mode required.
Divert

Oue Of Information icon .

Office

Remote (Off

Working

Quick Settings Alternatively,

For an explanation of each option see above or click on the

If you have entereda number into your Home, Mobile, Spare 1 and/or

Once a Follow Me number has been enteredvia Settings (see above), the
Follow Me facility can be turned on and off via the Quick Settings pane.

2 Within the Quick Settings pane, from the Divert Typelist box select the

(i

DND  [off v Spare 2 Tdephone Number fields, which can be found within Settings > My

Numbers, you can also enter your Follow Me To number via the Quick
Di __{me T I : I R .
s Settings pane. (Please refer to the My Numbers section from page 27 for

Type - .
Divert further information.)
Off
outof [Feme ] 1 Select the Home button.
Office [ spare1 2 Within the Quick Settings pane, from the Divertlist box select the
Remote number to be entered into your Follow Me To field.
Working

Forward on Busy

The Forward on Busy feature will redirect your calls to an internal or external number when you are ona
call. This is useful if you wish to ensure your calls are answered by yourassistant or another member

of your team.

The feature can be turned on as follows:

1 Select the Settings button and from the menu displayed select General.

User Configuration
Vision WebPartner User Manual for PCS IP and analogue phones v1.7/0318/1

21



Splicecom g

2  Select the Forward on Busy tick box
3 Inthe Forward on BusyTo field enter the internal or external number to which calls are to be
forwarded.

FUTTUYY TVTE TU | |

Forward On Busy v

Forward On Busy To ‘2041 |

Crrmarnrd Min hla Ancuear |

4  Select Update or Apply to save the changes
To turn off this feature de-select the Forward On Busy tick box

When this feature is set, if you reject an incoming call by selecting Hang Up within the Current Calls
pane, the call will be routed to your Forward on Busy number. Please refer to the Reject a call section
from page 7 for further details.

Forward on No Answer

The Forward on No Answer feature will redirect your calls to an internal or external number when you do
not answer your extension. This is useful if you wish to ensure your calls are answered by your
assistant or another member of your team or redirected to your mobile when you are temporarily away
from your desk.

The feature can be turned on as follows:

1 Select the Settings button and from the menu displayed select General.

2 Select the Forward on No Answer tick box

3 Inthe Forward on No AnswerTo field enter the internal or external number to which calls are to
be forwarded.

FUTWATLU WITT DUSY TU | |

Forward On No Answer [+

Forward On No AnswerTo 2041

M Mt Dictiirh I

4  Select Update or Apply to save the changes
To turn off this feature de-select the Forward On Busy tick box

By default, your extension will ring for 20 seconds before your extension is considered not answered.
Your system administrator will be able to tell you if this default setting has been changed.

Receiving a Forwarded Call

Vgdm ° bnkkd ftdPr b kkr g ud addm enqv gcdc sn xnt
displayed in the Current Calls pane This information will enable you to identify and answer a forwarded
call in the required manner.

Current Calls

o Connected |Aaron Blisset 2005 |Carol Wright 2041 (Hangup | Record

User Configuration
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Do Not Disturb

The Do Not Disturb facility allows you set your extension as permanently busy. This useful if, for
example, you are holding a meeting in your office and do not wish to be disturbed.

Turn on Do Not Disturb

1 Select the Settings button and from the menu displayed select DND.
2 Select the Do Not Disturb tick box

UL U JTTITeT I\'IJS
Do Mot Disturb l#

‘ Update H Apply H Cancel |

3 Select Update or Apply to save the changes

Your calls will be automatically passed to your Forward on Busy number (if configured) or to your
voicemail (if enabled) or your callers will receive the busy tone.

Your telephone handset will provide a broken dial tone to remind you that this feature has been

enabled. The Home page and Web Phone page will also remind you that this feature has been enabled
with the following alert .

Alert

DND is ON

Turn off Do Not Disturb

1 Select the Settings button and from the menu displayed select DND.
2 De-select the Do Not Disturb tick box.
3 Select Update or Apply to save the changes

Please note that this feature can also be enabled and disabled via Settings > General.

Quick Settings
) _ Do Not Disturb can be turned on and off via the Quick Settings
Quick Settings pane.
DND on ¥ 1  Select Home button.
or 2 Within the Quick Setting pane, fom the DND list box select
Divert E Off or On.
Tarmn

Do Not Disturb Exception Number

You may wish to turn on Do Not Disturb but still receive a call from a colleague or an external number, if
for example, you are expeding an urgent call. The relevant number can be set as a Do Not Disturb
exception as follows.

Entering a DND Exception Number
1 Select the Settings button and from the menu displayed select DND.

User Configuration
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2  Select the Add DND Exception button
3 Inthe Telephone Number field enter the internal or external number required.

DND Exception

Telephone Number|o?8231536? |

| Update || Apply || Cancel || Delete |

4  Select Update or Apply to save the number,
The number will be displayed within the DND Exceptions list.

DND Exceptions

Add DND Exception |

0782315867

Once a DND Exception number has been enteredeven when you haveDo Not Disturb enabled, you will
still receive calls from this number. These numbers can stay in the list as long as required to be used
each time you turn on Do Not Disturb. (Please note that this feature will only be available if the
exception number is presented as CLIwhen a call is received.)

Edit a DND Exception Number

1 Select the Settings button and from the menu displayed select DND.

2 Within the DND Exceptions list select the number to be amended.
This will take you to the Telephone Number field.

3 Make the changes required.

4  Select Update or Apply to save the changes

Removing a DND Exception Number

1 Select the Settings button and from the menu displayed select DND.

2 Within the DND Exceptions list select the number to be deleted.
This will take you to the Telephone Number field.

3 Select the Delete button.

4 You will be asked if you are sure you wish to delete this item.

5 Select OK to delete the entry.

Call Waiting
The Call Waiting feature allows you to receive a second call while connected to another call.

Turn on Call Waiting

1 Select the Settings button and from the menu displayed select General.
2 From the Call Waiting list box select Enabled.

LI TNUT LITSLUT LY =

Call Wating
Nt O f Nffira In Oiffira ¥
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Select Update or Apply to save the changes

Handling a waiting call

1 When a second call is received you will hear an intermittent beep via your telephone handset.
2 The Current Callspane will display the details of the second call waiting to be answered.
Current Calls
o Connected |Anita 02085382354 Hangup Record
Gomes 02085382354
2015
° Ringing Anita Raj Patel 2011 Switch |Hangup | Answer | Transfer | Record
(Incoming) |Gomes Call L
2015
Conference Complete Transfer
3 Select Switch Call.

The first call will be placed on hold.
You will now be connected to your second call.
You can repeat this step as often as required to switch between the two calls.

If the caller you are connected to hang ups use the Recall/Hold button on your handset to return
to your other call.

When you have two calls active on your phone you can

1 Select Switch Call to toggle between the two calls.

1 Select Conferenceto create a 3-way conference between yourself and the two calls. (For further
information please refer to the Conference Callsection from page 10.)

1 Select Complete Transfer to connect the two calls .

1 Select Hang Up to end the call you are currently connected to.

Alternatively, if you do not wish to answer the second call,

3 Select Hang up and your call will be passed to your Forward on Busynumber (if set) or to your
voicemalil (if enabled) or your caller will get the busy tone.

or

3 Select Transfer to VM to transfer the call directly to your voicemail (this option will only be

available if voicemail is enabled on your account).

If you choose to ignore a call waiting the call will be automatically passed to your Forward on No
Answer number (if set) or to your voicemail (if enabled), otherwise the call will continue to ring on your

extension.

Turn off the Intermittent Beep

When the Call Waiting featureis enabled you may not wish to hear the intermittent beep when a second
call is received and may wish to be informed visually via WebPartner only. This tone can be turned off

as follows:

1 Select the Settings button and from the menu displayed select General.

2 From the Call Waiting list box select No Beep.

User Configuration
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3 Select Update or Apply to save the changes

Splicecom g

Please note that the Phone Tools option is not used with WebPartner.

Turn off Call Waiting

1 Select the Settings button and from the menu displayed select General.
2 From the Call Waiting list box select Disable.

Do Not Listurp J
Call Waiting
Fras AE AVEE [P

3 Select Update or Apply to save the changes

Out of Office Message

When you are unable to answer your phone you may wish to inform your colleagues of your
whereabouts and when you will be available. An Out of Office Message can be configured and this will
ad chrok xdc nm x5xtIfPhbne &niNhvigate wherRheywaBdrpt to call you.

Setting an Out of Office Message

1 Select the Settings button and from the menu displayed select General.
2 From the Qut of Office list box select Meeting, Lunch, Holiday or Off Site.
3 Inthe Out of Office Msg text box enter the message that will accompany the above message eg

2t mshk Lnmc xe+ 2tmshk 2 ola dsb
Lamwaitng Uisanle v
Out Of Office

Out Of Office Msg ‘until 4 January |

| Update H Apply H Cancel |

4  Select Update or Apply to save the changes

When you have an Out of Office messageset your voicemail greeting will also change. Your callers will
be played the In Meeting greeting, the At Lunch greeting, the On Holiday greeting or the Off Site greeting
depending on the Out of Office message you have selected. If you wish to record a specific greeting for
each Out of Office message please refer to your system administrator for further details.

Turn off the Out of Office message

1 Select the Settings button and from the menu displayed select General.
2 From the Out of Office list box select In Office.

Il vWdiLmTg LTSd0Te A

Out Of Office

Out Of Office Msg |unti| 4 January ‘

‘ Update || Apply H Cancel ‘

3 Remove the text within the Out of Office Msg field if this will not be required again, otherwise it
can remain for use another time.
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4  Select Update or Apply to save the changes

Please note that this feature can also be enabled and disabled via Settings > DND.

Quick Settings

Quick Settings The Out of Office message can be turned on and off via the Quick Settings

pane.
DND off ¥
1 Select the Home button.
Divert | Nore v |[E] 2 Within the Quick Settings pane, fom the Out of Office list box select
W= Meeting, Lunch, Holiday, Off Site to turn on this feature,

DR O Y or In Office to turn off this feature.

Please note that if any text is contained within the Out of office Msg field, this
text will be displayed with the Out of Office option selected. If this is not
required, deleted the text in this field as explained above.

Remote
Waorking

Personal Detalils

Your personal information such your job description/department, personal phone numbers and email
address can be stored within your User account on the system. Their usage by the system and how to
configured these are described in the section as follows.

You will not be able to change your User Name or extension number. If you have a need to change
either of these please speak to your system administrator for assistance.

Your User Description

This information can be used to inform colleagues of your job role or department, for example, within

your company, however any text can be entered here that will assist your colleagues to identify you.

Your Description will be displayed with your entry on the directory when searchedvia™ bnkkd  ftdr P
PCS5xx phone or Navigate software. This can be entered or amended as follows.

1 Select the Settings button and from the menu displayed select My Numbers.
2 Within the Description field enter the text required.

My Numbers

Name Anita Gomes
Description |Accounts Clerk
Telenhone Numher 2015

3 Select Update or Apply when ready.

My Numbers

Your home and mobile numbers can be entered within your User account on the system. There are also
two additional fields that can be used to enter any other number that you wish to store .
These numbers are usedto:

1 Identify you when you make a call into your company from any of these numbers. Your User Name
willaood g hm sgd gdkdu ms ognmdPr b kkdg chrok ™ x-
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1 Enable your colleagues to easily call you on these numbers from their PCS5xx IP Phone,
WebPartner or Navigate.

1 Enablevoicemail to identify you when accessing your messages from your mobile or home phone
(please refer to your system administrator for further details) .

1 Configure the call forwarding facility (please refer to the Call Forwarding section from page 20 for
further information).

You can also store an Assistant Telephone Number which will enable your callers to break out of
voicemail and be transferred to the internal or external number entered in this field. Please refer to the
Using an Assistant telephone number section from page 35 for further details .

Enter your personal numbers

1 Select the Settings button and from the menu displayed select My Numbers.
2 Inthe Mobile, Home, Spare 1 andor Spare 2 Telephone Number fields enter the relevant numbers
you wish to store.

T T T T T TS T T TR T =T

Mobile Telephone Number |0??23?55213

Home Telephone Number |D1923589234

Spare 2 Telephone Number |

|
|
Spare 1 Telephone Number |O?890215998 ‘
|
|

Aecictant Talanhana Koo lﬂnrl

3 Select Update or Apply to save the changes

Please note that internal extension numbers must NOT be entered within these four fields.

Email Address

You can store your email address within your User account on the system and this can be used by
voicemail to forward messages to your email account or by Vision to forward r ecordings to your email
account. (The voicemail email facility must have been previously set up on your telephone system for
these features to be available, please refer to your system administrator for further information.) Your
email address can be entered as follows.

1 Select the Settings button and from the menu displayed select My Numbers.
2 Within the Email Address field enter your email address.

ASSISTant Tejepnone Number| |

Email Address |anita@bluebirdgraphics.co.uk ‘

‘ Update || Apply H Cancel ‘

3 Select Update or Apply to save the change.

Speed Dials

Within your User account on the system you can set up your own personal list of regularly used
telephone numbers (internal or external). These are called Speed Dials or Favourites Speed Dials are
displayed and accessed within the Web Phone page Speed Dials set up for internal extensions will
also act as Busy Lamp Fields (BLF), in other words they will indicate when that User is on the phone.

User Configuration
28 Vision WebPartner User Manualfor PCS IP and analogue phonesv1.7/0318/1



Splicecom g

Create a Speed Dial

[EEN

Select the Settings button and from the menu displayed select Speed Dials.
2  Select the New button.
The Speed Dial Details form will be displayed
3 Inthe Telephone Number field enter the number to be dialled (internal or external number)
4 In the Description field enter any text (alpha-numeric characters only) that will identify this Speed
Dial.

Speed Dial Details

Telephone Number oaserizess |
Sortcode |

Description |Jackie

‘ Update H Apply || Cancel || Delete |

5 Select Update or Apply to save the changes

or select Delete if you change your mind and do not wish to create the Speed Dial (Cacel is used
to discard any changes made to an existing Speed Dial).

Your new Speed Dial will be displayed in the Current Speed Dials list

Please note that when you receive a callfrom a nhumber stored in one of your Speed Diak, the
Description field of that Speed Dial will take priority over the Name of the User or Contact, stored on the
central database, containing the same number. Hence your Current Calls pane will display the Speed
Dial name.

Your Speed Dials will be displayed withinthe Web Phore page within the Speed
Dials list on the right hand side. They can be used to quickly and easily make
calls, transfer calls and pick up calls.

You can go directly to Settings > Speed Dialsby clicking on the Speed Dids
heading within this pane.
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