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Introduction

TELUS Business Connect™ is a simple powerful communication solution allowing businesses
to answer the call, grow the business and make the sale.

TELUS Business Connect is an integrated, fully featured mobile and office communication
system that enables businesses to be more accessible, productive and professional.

This guide will help users set up and access the following TELUS Business Connect features:
* Messaging
e Call Log
e Contacts
e Integrations
e TELUS Business Connect for Desktop
e Conferencing
* RingOut
e FaxOut
* Presence
e Intercom
e User Greetings
e Audio and Hold Music
e Call Handling and Forwarding
e Call Flip
e Notifications
e Qutbound Caller ID
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Overview

The Overview page is your account home page.

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

NOTE: Admin users will see the tabs at the top for
Admin Portal and My Extension. The pages discussed
in this section of the guide can be found under My
Extension. Users will only see this page and will not
have the option to switch to an Admin Portal.
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Messages Cz=m
. [] Get Help | Back to My Account
Your voicemail and fax messages are stored here. f TELUS

Under Messages, you can: Overview Messages  CallLog Contacts Settings  Tools = A L B
e Review inbound and outbound callers
e | isten to voicemall Inbox
* VView faxes li' Inbox
e Save voicemail and received faxes to

your computer

e Forward messages and faxes by email "y outbox
e Click on a caller's number to call them back
e Delete and undelete items
e Block caller EE{  Sentitems

m Deleted ltems

Recordings
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Call Log

The Call Log provides customized reports on inbound
and outbound calls and faxes for the company
number and specified extensions. Select the time
period, type of call (inbound or outbound), blocked
calls, or recorded calls. Save reports for analysis or
you can have the call log delivered to an email
address dalily, weekly, or monthly on specified day.

In the Type column you will see icons for the
following types of calls:

“e Inbound Call
g.a Outbound Call
Qt Missed Call

" TELUS

Overview Messages Call Log Caontacts
“iew: Simple | Detailed
Show Call Log records for: (@ | Last 60 days 4 From:
Open Advanced Features
Phone number: Contacts
Type Phone Mumber Name

L5 To:

L5 To:

Lo Ta:

L5 Ta: - -

L] Ta: - -
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Settings Tools =
OBDEr2015 To: | DW10V2015
Diowmioad Purge
Date / Time Recording

Today 10:55 AM
Today 10:54 AM
Today 10:53 AM
Mon DR/OTI2015 8:27 AM
Mon DR/DT/Z015 8:25 AM

Action

RingOut PC
RingOut PC
RingOut PC
RingOut PC
RingOut PC

Get Help | Back to My Account
Sheow
Page 1
Result Length
Mo Answer 0:00:31
Wirang Number 0:00:00
WWrong Number 0:00:00
Wrong Number 0:00:00
Wirang Numbser 0:00:00
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Contacts
g et Hel Back to My Accoun
Contacts include Company contacts which are all the 2"5 TELUS @ . i 1 :

users of your TELUS Business Connect system. It also
includes your Personal contacts, which you can add
manually, or import from a comma-separated variable

(CSV) text data file, or from Microsoft Outlook. o
g Company

Overview Messages Call Log Contacts Settings Tools = et i ER

Sort: | First Name e

A OABCDEFGHIJKLMNOPQRESTUVWXYZ

E Personal A
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User Settings

Click the Settings tab at the top of the homepage to
access your Settings page. On the Settings page
you will see options for your user extension, Phones
& Numbers, Screening, Greeting & Hold Music, Call
Handling & Forwarding, Messages & Natifications,
Outbound Caller ID, and Outbound Fax Settings.

Shortcuts
On your Settings page, you have Shortcuts that allow

you to quickly access commonly used functions.
e Manage My Call Forwarding

e Manage Greeting & Call Screening
e Change My Voicemail Greeting

e Manage My After Hours Settings

e Set My Caller ID

How do ...
If you need help setting up your phone system,
check out the How do I... section for helpful articles.

=Z TELUS

Cverview

WMessages

s Wl WA 8

Phones & Numbers

Screening, Greeting
& Hold Music

Call Handling &
Forwarding

IMessages &
Notifications

Qutbound Caller ID

Outbound Fax
Settings

Call Log

Caontacts

| Shortcuts

Manage My Call
Forvanding

| Howdol ...

Change my voicemail

Forward calls to my other phone or phones

[-] - Get Help | Back to My Account

Settings =~ Tools = H Y B
Manage Gresting Change My Manage My After Set My Caller ID
& Call Screening ‘oicemail Gresting Hours Settings

Change my voicemail

Set up my notifications for calls, voicemails, and

faxes

Get more help

=~ TELUS"

Change my voicemail
Wiz




TELUS Business Connect | User Guide | Part 1 - Getting Started

Tools

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

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

Desktop Apps

Use the TELUS Business Connect for Desktop application to control your calls from
your PC or Mac. Send and receive faxes, and answer or screen incoming calls, send
to voicemall, transfer, disconnect, or monitor voice messages as they are being left
and pick up the ones you want to talk to.

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

10
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With the TELUS Business Connect mobile app, you have the convenience and power
of your entire business phone solution in the palm of your hand. Easily navigate the

interface to take calls, check messages, adjust settings, and more - from virtually
anywhere.,

To download the TELUS Business Connect Mobile app, Visit the iTunes App Store for
IOS or Google Play Store for Android.

— TELUS =11

Overview Messages Call Log Contacts Settings Tools =

Apps for your smartphone

App to Downioad

iPhone Android

Gownlaad on the

@& AppStore

05 6.0 or higher

GetHelp | Back to My Account

L & B

Take TELUS Business Connect™ wherever you go.
Download the free app for your smartphone.

With your sma
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TELUS Business Connect for Desktop o
TELUS Business Connect for Desktop turns your PC or Mac computer into an all-in
one communication hub completely sync'd to your office network so you can Tools =

collaborate with your colleagues and clients anywhere you have a broadband

connection and a headset. With TELUS Business Connect for Desktop, you're ready G
to communicate as soon as you log into your computer, no matter where you are. Dty e
Mestings App
TELUS Business Connect for Desktop combines the call handling power you expect b i
from your desk phone with the collaboration tools you rely on most-like conferencing,
and faxing-so you can stay productive with fewer devices to worry about.
fTE Lus [] GetHelp | Back to My Account
TELUS Business Connect for Desktop is easy to install and even easier to use. Overview  Messages  Calllog  Contacts  Setings | Toolsw A L B

1. From the Tools tab, select Desktop Apps.
Download TELU'S Business Connect™ for Deskfop

2. Click Download for Mac or Download for PC. The file will download
TELUS Business Connest™ for Desktop tums your FC into your personal business

i command center. Manage all your business communication from ene app - take ealls,
Inyour browser. iy voiemads, and send fnes . ampvhere. o

3. Follow the prompts in the TELUS Business Connect Setup Wizard. o

Features Included

Make® and receive calls from anywhers intemet access is available.
- Display your Presence status and view ofhers in your TELUS Business Connect™
system.
= Send and receive faxes from your PC.
= Screen voicemail messages as they are left, intemupt and answer the ones you vant
to take.
* Outbound calling requires VoIP phone service

System Requirements

PC c

= Windons 7 and § = Mac OS X 10.7 Lion or above

« 1 GHe (325} or 2 Bz rwbn processor = Intel processor

. MmemMB 2 MB of me: + Winimum of 512 B of memory
0 M of hord drve space « 100 MB of hard drive space
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RingMe

RingMe is a click-to-call feature designed to help drive traffic
from your website or emalil to your telephone sales team and
thereby increase lead opportunities. Whether you are using
a local or a toll-free number, you can provide your visitors a
way to call you with a simple click of the mouse.

1. From the Tools tab, select RingMe.

2. Next to Callers will be routed to, select your
preference from the drop-down menu.

3. Under RingMe Style, select whether you'd like a
hyperlink or a button. If choosing a button, click >
Change Button Style to see other color options.

4. Under Security, check the checkboxes if you'd like to
Use SSL mode and Require callers to enter
security image confirmation code.

5. Under Generate Code, choose the type of code you'd
like from the drop-down menu.

6. Click Copy to copy your code to your computer's
clipboard. Then paste the code wherever you'd like
to add your RingMe button.

Tools =

Mabile Apps
Desktop Apps
Mestings App
Ringhle

o
5 2

%TE LUS wo GetHelp | Back to My Account

Overview Messages Call Log Contacts Settings Tools H N B

The Ringhle button gives you the ability to be contacted from your web site or email signature with a simple click.
Set up the functionality of your RingMe button and click to preview and test below.

Caller will b= routed to: Auto-Receptionist L

RingMle Style: Button Q‘ RingMe » Change Button Style

@ Hyperiink  Ringhe

Security: ~ Use 551 mode

Require caller to enter security image confirmation code (i

Generate Code: With JavaSeript | »Howit works

<HTML=

The following code has been generafed based on your above configurafion.
Copy the code and use fo add RingMe fo pour web site.

<img src="https://voi i telus. comipicturaidot. gif” width="1" height="1"><div class="tools-ringme-ringmeLink" onclick="var wind = vmdw Var winop =
wind.open; winop(’ https telus. comringme/ Puc=50BETDODBEES0CEE 1541E23CF2A1ZET2TET4263830024.0,, 1, 085=n08v=285_=7310",
"Callback_RingMe”, "res lzable=no wudtlFSEdJ ham—-m:r} return fals=: =RingMe</div>

@cow
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Do Not Disturb ;
‘ . {TE LUS @ (] Get Help | Back to My Account
In the upper right of every page of your online account 3 » @ Take all calls
is a small colored icon next to your name. This icon Overview =~ Messages  Calllog  Contacts  Sefings  Tools - @ Do notacssptany calls FE
displays your Do Not Disturb status. Click the icon to
toggle between statuses: Recent Messages - no messages Settings Shortcuts
From Name Date Time Length
e e =
* “Do Not Disturb Off - Green means that you
. , . Recent Calls Manage Users »
are available to take incoming calls. : Phane Number Name Date
. i e Fom Today Company Call Handling & Grestings
* ‘Do Not Disturb On - Red means “Do not Ot oemm Today
" % Manage Phones & Devices »
accept any calls.” All callers are sent to L t 12 ;““" =
. . @ ¥ fam oday P
\/O|Cema‘|. o b Today Manage Groups ¥
2 %1 Today
@ T Today Announcements
i = Fm Today
i P oTa Today
i P oTa Today
% Delete (@ Block
Resources

[Erreedback
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Conference

TELUS Business Connect customers can setup, host,
and join conference calls anytime, anywhere. Click
the Conference icon in the upper right comer of your
online account. Each customer receives a unique
conference bridge number, and each user on the
phone system gets his or her own host and participant
access code so that you and your team can hold
independent conferences whenever you want.

Each conference call can include up to 1000
attendees, enabling you to hold large meetings
and broadcasts.

You also have the option to add the international dial-in
number in the invitation. Check the “I have international
participants” option and select the needed countries
inthe list.

The host and participants have the same conference
bridge number to dial into, but their call control
depends on the access codes they will use.

The Host has the full call control and can access all
features through Conference Commands™.

Participants, on the other hand, have limited control

of the conference commands, but can join the
conference without a host.

“See Conference Commands on the next page.

Getting Started

Launch the Conferencing Application
1. Click the Conference icon.
2. A pop-up will appear with conference
numbers and settings.
a. View Dial-in numbers.
0. View Host and Participant codes.
c. If you have international
participants, check the checkbox next
to | have international participants.
Select international dial-in numbers at
the bottom of the pop-up.
1. Check the checkbox next to
Enable join before host to allow
participants to start a conference
call without a host.

. Click Invite with Email to open an emall
with prep-populated conference details -
simply enter participant emails and send.

f. Click Conference Commands to view

Conference Commands*.
3. Click Close.

@
il

“ B

Diakln Mumbers

Select one of more Diakin numbers for participants
o] Calgary, AB

Meontreal, QC

Saskatoon, SK
v  Toronto, ON

Vancouver, BC

Winnipeg, MB

@ Host:

Participants:

+ | have international participants (1

Enable join before host

Select International Diakln Mumbsrs

Argentina '
Australia

Austria

Bahrain

Brazil

Bulgaria

Chile

China

Croatia

@ Conference Commands > @
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Conference Commands

For the Conferencing feature, the host and participants
have the same conference bridge number to dial into,
but their call control depends on the access codes that
they will use.

The Host has the full call control and can access the
conference commands in the table to the right.

Participants, on the other hand, have limited control of
the Conference Commands.

The commands are displayed with the
conferencing dial-in information.

Conference 3

Diatn Numbers

Salect one or more Diakin numbers for participants
Calgary, AB
Montreal, QC
Saskatoon, SK
«  Toronto, ON
Wancouver, BC

‘Winnip=g, MB

Host:
Participants:
~ | hawe intemational participants (i

~ [Enable join before host

Select International Diakin Mumbers

Argentina
Australia
Austria
Bahrain
Brazil
Bulgaria
Chile
China

Croatia

Invite with Email

Conference Commands >

Use this command...

oog
| ooo

To do this...

Caller Count: Keep track of how many people are on the call

Leave Conference: Lets the host hang up and end the call

Menu: Listen to the fist of touchtone commands

Set Listening Modes
. Pross 1x Mute catiers - Caers can unmuse win £ 6 @

- Press 2x Mute callers - Lisien only. No unmutng opsion
- Press 3x Unmute callers - Opens fe line again

Mute Host Line
- Pressonce o MUTE
- Pressagain o UNMUTE

Secure the Call
= Prassoncs 0 BLOCK all callers
= Prassagain o OPSN e call

Hear sound when people Enter or Exit call
- [Press 1x Tums OFF sound’

= Prass 2x EnErione ks ON Extione ks OFF

- Press 3x EnErione s OFF Edtione ks ON

- Press 4x Tums ON saund

Record your conference
= Pressonce io START recording
= Press again o STOP recording
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RingOut
RingOut enables one-touch calling from any phone or Internet-enabled computer,
allowing you to make calls using your business Caller ID from any location, such as
a hotel room. The RingOut icon is located in the upper right of every online account
page.

1. Click the RingOut icon in the upper right corner.

2. A pop-up dialer will appear.

. Dial a number or use your keyboard to type a number into the text field. You can
also choose from among recent calls, or from your contact list.

W

. Once you have entered a valid number or chosen a contact, the Call button will
turm green.

~

5. At the bottom of the pop-up you will see a drown-down menu with your different
phone numbers. From here you can select the number you'd like to show as
your Caller ID. You also have the option to choose custom phone number
from the drop-down menu and enter the desired number in the text field below
the drop-down menu.

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

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

(o

Do B

Recent Calls Contacts

1 2 3

4 5 B

[ 8 a

* 0 #
Custom phone number... kv

~ Prompt me to press 1 before
connecting the call

911 calling not available. You cannot
reach B11 emergency semvices using
RingDut. In an emengency, USE your
traditional wireline or wireless phone to call
g11.
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FaxOut

From any page on your TELUS Business Connect online account, click the FaxOut

icon located in the upper right comer. Fill in the form with recipient's fax number and
cover page information, and attach or scan a document, which will automatically be
converted into a fax.

A wide variety of standard document types, including word processing and
spreadsheet and PDF documents, are recognized by FaxOut.

Send files from Dropbox, Box or Google Drive with just a few clicks.
1. Click the FaxQOut icon in the upper right corner.

2. Enter up to 50 recipients and add a cover page message.

3. Attach files from Dropbox, Box, Google Drive or your computer and authorize

TELUS Business Connect to access your files (you have to do this only once).

4. Click Send Now.

9

L K B

Recipient’s Fax Number(s)

o Cover Page Language

English pw Previzw

Motes

Attach File(s) (i) Suppaorted formats

O - Gow

Schedule

® Send Now Schedule

Contacts

o Ccugll: Drive
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Part 2 - User Settings

19
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User Settings

As a User, you can change your contact info, Voicemalil Greeting, Call Handling,
User Hours, Password, and more, but not the extension number that was assigned
to you by the system administrator.

User Detalls
1. From the Settings tab, select your name and extension at the top of the list of
settings on the left.
2. Under User Details, select and change the information you want to change.
Be sure to click Save if you have changed any information.
First Name
D. Last Name

.

c. Record User Name: Use TELUS Business Connect Text-to-Speech name
to create a phonetic spelling of the user/ extension name so the system
can pronounce it correctly. Or click Record My Name to speak or import
the correct pronunciation. See the instructions here for more information.

d. Contact Phone
©. Mobile Phone

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

g. Department: Add your department title.

=7 TELUS

Overview Messages

O & su—-

Phones & Numbers

Screening, Greeting
& Hold Music

<

Q‘ Call Handling &
Forwarding

Messages &
m Notifications

Qutbound Caller ID

1 8

Qutbound Fax
Settings

. -

Call Log Contacts Settings Tools =

User Details e

First Name: Cvervien: User Extension

]

reus

| Leaming Center

Last Name:

User extension averview
Vigw
Recerd User Name | @
Contact Phone:

Mobike Phone:

Department;

User Hours Custom >
Vioice Manager Password >

Regional Settings >
Status: Enabled

Back to My Account

L & B

> Additional Help
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1. User Hours: Set your working hours.

. User Password: Set and reset password, PIN and Security
Question.

. Regional Setting: Time Zone, Time Format, Country Code.

User Hours

er Hours:
24 hours
@ Specify hours

User Hours:

Wednesday
Thursday
Friday

Saturday

Regional Settings

Time Zone:

{GMT-08: 00} Pacific Time (US & Canada)

Time Format: (@) 12 h [AMFM) 4 h

Voice Manager Password >

+ Forgot Voice

ger password

Change Password
Used b lagin Manager o

Mewr Pas

Confirm Password

Change

Used b acoe

Mew FIN:

Confirm PIN

Security Question
tyour Voloe Manager

In what city wers you bom?

Use 5 0f mare charactsrs: noteass sensve

I €D
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Use Text-to-Speech Name
1. From the Settings tab, select your name and
extension at the top of the list of settings on
the left.

. Click Record User Name.

N

n

«

. A pop-up will appear with options for your
recorded name.

/. Select the radio button next to TELUS

Business Connect Text-to-Speech name.

5. Enter your name in the text field.
6. Click Save.

' 4

-7 TELUS

Overview

g

Messages

=
PR

Phones & Numbers

Call Log Contacts Sefings  Tools =

User Details

First Name:

Last Name:

Fecord User Name 7 @
Screening, Gre

& Hold Music

Call Handling &
Forwarding

Messages &
Notifications.

‘Outbound Caller ID

‘Outbound Fax
Settings

Contact Phone:

Mobile Fhane:
Emil
Department

User Hours Custom >
Voice Manager Password >

Regional Settings 5
Status: Enabled

Get Help

| Leaming Center

Cwerview: User Extension

]

s

User extension overview
View

Back to My Accoun

H & B

» Aadtionsl Help

Record User Name

ITELUS Business Connect™ fext-to-speech name

optional

Record my name e

Cancel
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Set a Custom Name Recording
1. From the Settings tab, select your name and extension at the top of the list of
settings on the left.

2. Click Record User Name.

wW

. A pop-up will appear with options for your recorded name.
/. Select the radio button next to Record My Name.

(o)}

. Select how you'd like to set your custom recording:
a. Record Over the Phone
Next to Call me at, choose a phone number from the drop-down menu if you
have saved numbers or type a phone number in the text field. Click the Call Now
pbutton, and TELUS Business Connect will call you to record your message.
0. Record Using Computer Microphone
Click Allow on the Adobe Flash Player Settings pop-up. Click
Allow if TELUS Business Connect asks to record through your computer.
The Microphone Test and Record settings will appear. When readly, click

the red Record button to record your Company Greeting through your
computer microphone. Stop the recording and listen to the playback.

C. Import
Browse for a WAV or MP3 file you want to use. Click Attach.
Click the play button to listen to your greeting.

o

=7 TELUS [ 1y exenion » [0 ot | Bk 1oy ot
Overview  Messages  Calllog  Conlacts  Setings  Toolsw AL B
[ Bl yeerbetals Leaming Center
@ ]
P PronesaNumpers  Lsttene

| Recond User Name
@ Screening, Gre

o

L

1 @

& Hold Music Contact Pone:
Wobik Phore:

Call Handling &

Forwarding i

Messages &

Notifications pepnmey

User Hours
‘Outbound Caller ID

Voise Mansger Password

Regionsl Ssttings
Outbound Fax Status: Enabled

Settings

TELUS Business Connect™ text-to-speech name

optional

® N@ram

[RSSTTCMEY WO =cond Using Computer Misrophone Import
TELUS Business Connect™ wil call you to record your custom greeting over the phone.

Call me at: | Enter a new number
Call Nowr

Record User Name

TELUS Business Connect™ text to-spaech name

® Record my name @

EETERMRNE RN Record Using Computer Microphane

Impar:

Aooe Fess Fam B
Cemm e azes @)

IR

Record User Name
TELUS Business Connect™ text-to-speech name
optional

® Record my name

Record Over the Phone | Record Using Computer Micraphone
Uplaad WAV or WP3 fie: (1

Browse

< e
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Phones & Numbers

In the Phones & Numbers section, you can view your Phones
and Numbers, edit your Presence and Intercom Settings as well
as view your Conference Numbers and invite people to a
conference call via email.

Phone Detalils
1. From the Settings tab, select Phones & Numbers.

2. Under Phones & Numbers, select a phone.

3. Here you will see Phone Details. You can edit your Phone
Nickname, view your Phone Type, edit your Default
area code, view your Status, change your Bandwidth
Settings.

[ 2

~Z TELUS

Overview

Messages

Phones & Numbers

Screening, Greetin
& Hold Music

Call Handling &
Forwarding

Messages &
Notifications

Outbound Caller ID

Outbound Fax
Settings

Call Log

My Exiension v

[ ] GetHelp | Back to My Account

Contacts Settings =~ Tools S Y B
Phones & Numbers o Phone Details X
Direct Numbers Phone Nickname: (|

¥ BYQD IP Office Phone
Phone Type:
Phones Other Phone
| BYOD IP Office Phone >
Add Existing Phone Emergency Address y | @
Dowmload/Activate Apps Default area code: (i 289
Pricensa Status:  Offline
i
Conference Number: (i
»Change
»Additional local regional Dial-in numbers
Host Code:
Participants Code:
Invite with Email
CcClD
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Set Your Presence

Presence-capable phones have status indicator lights that %”T ELUS === - Get Help | Back to My Account
let you see who is available, busy, or on hold. You can
turn on Presence and decide who gets monitored and Overview  Messages  Calllog  Contacts  Seftngs  Tools » S & B

how you want to handle the calls.

1. From the Settings tab, select Phones & Numbers. Phones & Numbers

Leaming Center

2. Click Presence. Diect Nombers Overver Phones &
3. A pop-up will appear with a list of users who are o E
22 ph & Numb .
currently able to see your Presence. SRR veos
Phones & Numbers overview
4. Select the Appearance tab. R — ) View
- . o @ Screening, Greeting
5. Click Select to add a user to this list your & Hold Music 43 Existing Phons
Presence-capable phone. Dovnioad/Activate Apps
6. Select the radio button next to a user. e © 'L@_
. : e
7. Click Done. o
. . Line User Delete
8. Check the box next to Ring my phone when any Wl
user | am monitoring rings if you’d like to use s -
. »Change =
this feature. » Additional localiregional Diakin nun
) . n Outbound Caller ID e e o
9. Check the box next to Enable me to pick up a P )
. . . N , Participants Code: =
monitored line on hold if you'd like to use this i . = 5o
=g Outbound Fax L B . ==
feature. B  Sotings = 0
0. Click Save.
T - Seleot - > m
NOTE: If you use TELUS Business Connect for Desktop, : e s M
the list of users under Appearance will automatically sync = =

with the HUD list on your desktop. Any changes you make e —

to the HUD list on your desktop will also automatically 0 i e i
sync with the Appearance list in your online account. o @

“ Enable me to pick up a menitored line on hok (1

Selecta User
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Click the Permissions tap.

Next to Allow other users to see my presence,

select the radio button next to On or Off. Appearance
Select the users who you'd like to allow to see . - - -
FICHT OUET ESErs 1D 588 MY Fresente S1atus: wn o
your Presence.
Click the arrow to move the selected members
1o the column on the right. This column is for o N = ) N
users who can see your Presence. You can ) )
Available Users (3] Selected Users (0]

select users and use the arrows to add or
remove them from this column. Name Extension Name Extension
Click Save. Select All

Ext. 122

Ext. 113

Ext. 125

Ext. 148

Ext. 130

Ext. 103

Ext. 150

Ext. 144

Ext. 128

Ext. 135

Ext. 128

Ext. 148

Ext. 124

Ext. 120

Ext. 13

Ext. 143

Ext. 138
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Intercom

Intercom allows hands-free peer-to-peer conversations between users on desk
phones and the TELUS Business Connect for Desktop application. With Intercom,
you can call another extension in your company and that phone will automatically
answer the call in speakerphone mode. This feature is useful for announcing parked

calls, notifying of visitors, and engaging in hands-free communications with colleagues.

Most TELUS Business Connect desk phones have Intercom softkeys. Just press the
Intercom softkey and dial an extension. The extension phone beeps to notify the user
of an incoming intercom call, and the user’s speakerphone is automatically activated.

Call Routing and Forwarding is supported, so if users are on Intercom calls on their
desk phones, incoming regular phone calls can forward automatically another device.
Just set your forwarding rules to send calls to your mobile phone or the TELUS
Business Connect for Desktop application if your desk phone is busy.

The Polycom 6000 conference phone does not have softkeys; use the touch tone
command *85 to initiate an Intercom session. The TELUS Business Connect for
Desktop application cannot make, but can receive, Intercom calls. The TELUS
Business Connect Mobile Apps cannot make an Intercom call; incoming Intercom
calls convert into regular inbound calls.

=Z TELUS

Messages Call Log Contacts Settings Tools »

Overview

-

%% Phones & Numbers

Screening, Greeting
& Hold Music

Call Handling &
Forwarding

Messages &
Notifications.

Outbound Caller ID

Qutbound Fax
Settings

[ -

Phones & Numbers. | Leaming Center

Overviewe. Phones &
Numbers.

’ =

= rrus

Direct Numbers

Phones
BYOD IP Cffics Phane >
Add Existing Phone
Download/Activate Apps

Prasence >

i
Intercom »

Conference Number. (L

»Change
»Additional localiregional Diskin numbers

Host Code:
Participants Code

Invite with Email

@et Help | Back to My Account

L & B

Phones & Numbers overview
Mizw

> Additional Help
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Enable Intercom Calls
1. From the Settings tab,
select Phones & Numbers.

2. Click Intercom.

N\

3. Enable Intercom calling by choosing a phone
1o accept intercom calls. Click Disabled (if
Intercom is currently disabled) or the current

Intercom-enabled phone to change the settings.

4. Select the radio button next to the phone you'd
like to accept intercom calls. Click Save.

5. Select users who you'd like to be able to make
Intercom calls to you.

6. Click the arrow to move the selected members
to the column on the right. This column is for
users who can make Intercom calls to you. You
can select users and use the arrows to add or
remove them from this column.

/. Click Save.

Part 2 - User Settings

<) Messages &
"l Notifications

m Outbound Caller ID

=g Outbound Fax
W settings

=7 TELUS
Qverview Messages Call Log Contacts
Phones & Numbers
[ 4
aa Direct Numbers
P EE2
\.-‘-- Phones & Numbers
Phones
BYOD IF Cffice Phane
uw_ Screening, Greeting
sl & Hold Music Add Existing Phane
Download/Activate Apps
t t Call Handling & Fresence
» % Forwarding
[intercom

Conference Number: (1

Host Code:
Participants Code:

Invite with Email

Seftings |~ Tools =

nal lecalregional Diakin numbers

a O |

GetHelp | Back to My Account
S & B

| Leaming Center
‘Overview Phones &

Numbers
=

= reLuse

Phones & Numbers averview
Vigw

Intercom o

Phone permitted to aceept intercom calls:

Currently none of your assigned phones can receive Intercom calls.

Connect™ by clicking "Add Phone”.

Phaones with this capability can be purchased from TELUEésir‘e;s
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Screening, Greeting, & Hold Music

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

7 TELUS

Set a User Greeting

® - -
(1]
Your TELUS Business Connect system comes with a default personal greeting such
as "Thank you for calling (user name).You can easily change this greeting to your own R Pnones & umbers
custom greeting. Follow the steps on this page to record a custom greeting over the
phone or import a prerecorded greeting from your computer. o B oo, Sreetng
1. Under the Settings tab, select Screening, Greeting & Hold Music.
2. Click Set Greeting. Les [eatient
3. A pop-up will appear with the current greeting.
4. Choose your preferred type of greeting. Notifizations
a. Default — Select the radio button next to Default.
) outound cater
0. Custom — Select the radio button next to Custom and select
how you'd like to set your custom recording: Fpe  Qutbound Fax
Settings

* Record Over the Phone

Next to Call me at, choose a phone number from the drop-down
menu if you have saved numbers or type a phone number in the
text field. Click the Call Now button, and TELUS Business Connect
will call you to record your message.

* Record Using Computer Microphone

Overview Messages Call Log

My Extension + [R7]

Contacts Settings Tools »

Screening, Greeting & Hold Music

User gresing. (4
e on () oom

e

Detaut > |
Detaust Greetng: "Thank you for caling F

‘Setup call scraening: (§
e on (] or
At calers 1053y ieir name befre ConnEctng:
@) HCaseriD notprasan
Hcaer not in contact Bst

Aways
‘St up 3 connecting message: (|
e On om

aMassage et

Dstaust Message: “Piasse nod whise | Ty comest you"
A0 whsR camectng:

2 Auda Poustie ¥

Musk: o RINgIons Caers Wil Naar WIS commecang

‘Setup hold masic: (§

e On or

Ssectbusic Acouste ¥

Siocked Calis »

o

Gettiep | SactiaMy Account

e Detaut ‘tew in | Engisn - |
“Thank you for calling

Custom

>0

TN o e—

Cancal

=tast Viewin | Engish
“Thank you tor calling

® Cusom

GESCTE S Ll Re00rd Using Computer Micropnons mpon
TELUS Business Comect™ will call you o record your cusiom gresting over e phane.

CHMEA | Exer = now number

cal Now

etz

“Trank you for calling
® Cuskm

Rzeord Over e Pnanz

Click Allow on the Adobe Flash Player Settings pop-up. Click Allow
if TELUS Business Connect asks to record through your computer.

The Microphone Test and Record settings will appear. When readly,
click the red Record button to record your company greeting through
your computer microphone. Stop the recording and listen to the
playback.

e Import
Browse for a WAV or MP3 file you want to use. Click Attach.
Click the play button to listen to your greeting.
5. Click Save.

Set Greeting

Detaut \Mewin | Engish ~ |
“Thank you tor calling

® Cusiom

Record Ouer e Prone | Resurd Using Compuier Misraphans _

o

< CED

Upsioad WAV or MPItie: (§

Srowss
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Set up Call Screening
Turn on this option when you want callers to announce %_"T ELUS W
their name before continuing to connect the call. This
option lets you identify the caller so you can pick up the
call immediately.

1. Under the Settings tab, click Screening,

Overview Messages Call Log Contacts Settings Tock «

Screening, Gresting & Hold Music

@ -
Greeting & Hold Music. [T an o
. . . Usar graating: (§
2. Under Set up call screening, click the radio B = i
button next to On. 7 Phones & Numbers
Sed Greefing Dretaui >
5. Under Ask callers to say their name before Defaut Gresting. “Tan you o cmng
connecting, select the radio button next to your Screening, Greeti Setup ca soresning; (§
preferred condition. o 2 Jibeis S o @ o

o Ask calars %53y Thelr name before conneciing:
P Call Handling & P

4. Click Save.

P

Forwarding
I caier natin contact Bst
Aways
K‘ Megsaggs&
Motifications Satup 3 connacting message: [
e On off
EE) outbound cater i Spee Lot

Dataut Massage: "Maase hokd whikz | 1Ty 10 Connact you.”

Audio while conneciing: (i

=3 Outbound Fax
W settings Sat Audio ACOUSEC )
Music or Ringlons caliers will hear wihile comnecing

‘Selup hald muska: (§

& on on

‘Sedect Music >

Slockzd Calls ¥
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Connecting Message
Set the recorded message you want callers to hear to let them know the call will now
be transferred to your line.
1. From the Settings tab, select Screening, Greeting & Hold Music.
2. Under Set up a connecting message, select the radio button next to On.
3. Click Set Message.
4. A pop-up will appear with the current connecting message.
Choose your preferred type of message.
a. Default — Select the radio button next to Default.
0. Custom — Select the radio button next to Custom and select
how you'd like to set your custom recording:
* Record Over the Phone

Next to Call me at, choose a phone number from the drop-down
menu if you have saved numbers or type a phone number in the text
field. Click the Call Now button, and TELUS Business Connect will call
you to record your message.

* Record Using Computer Microphone

Click Allow on the Adobe Flash Player Settings pop-up. Click Allow
if TELUS Business Connect asks to record through your computer.

The Microphone Test and Record settings will appear. When readly,
click the red Record button to record your company greeting through
your computer microphone. Stop the recording and listen to the
playback.

e Import
Browse for a WAV or MP3 file you want to use. Click Attach.
Click the play button to listen to your message.

If you've set a custom greeting, click the record button to set a different
company greeting.

5. Click Save.

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

Screening, Greeting
& Hold Music

O m

“‘:. Call Handling &
-3 Forwarding

2} outbouna Gater i

=3 Cutbound Fax
P Settings

0 B AUt

Dietaut Grasting: “Thark: you for caiing

‘Setug ol screening.

@ on o

ASK CABNE 10 53y A AT DSR2 CONNRCING:
@ HCaer 1D ot present
Heaier notin contact Bst

@

Aways

m Messages &
Notifications ‘Sef up 3 connecting message: (§

s on on

—7 TELUS [ 1y Extension - [ L
Overview Messages Call Log Contacts Settings Tools » =o5. Q\a B
Screening, Greeting & Hold Music @
l.l 2 User Haurs e Hours By Wewn | B | 6
o "Fiease hokd while 1 7y 10.connect you ™
User gragang: (§
Custom
s ® on ) o
(;n *  Phones & Numbers
St Grastng Detaut

» o0

COOTEODD  of —

<D €D

Detaut wewm [engesn + | (@

"Flesse hokd while Iy 1o connect you "

e fustom

| seMssae Detant

RES TS FE L E 200 Using Computer Misragnonz

Dretaut Message: “Piesse hoid whise |y 10 cannect you™

Ao whie comecang: (i

POt

Music or Ringlone callers Wil hear whi Gomecting

‘Setug hoid music: (§
9 On o

‘Seiect Music

Siocked Cals

TELUS Business COMROT™ Wil 6 YOU 10 Te00R JOur GUSIam greesn over e phane.

Caimeat | enter anew rumoer

cal Now

Cretai Miewin |Enggsn - | (
“Please hald whike [Ty o comnec! you ™
e Gusam

Recard Over the Phana

e —
e oS A o

B o= F =

Set Message

Detaut \iewin | Engisn ~ | (§
“Piasse hald while |7y 1o connect you *

@ Custom

RecoraQver MRPNONE | RE00rd Using Gampuiar MISropnonz _
Upload WAV or MP3 e (L
Srowse
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Audio While Connecting

Set the music you'd like callers to hear in the while waiting

to be connected. Please note that the “Audio while

connecting” setting is applied on a rule basis, the “Hold

music” setting is applied for all calls.

1. Under the Settings tab, select Screening, Greeting

& Hold Music.

2. Under Audio while connecting, click Set Audio.

3. A pop-up will appear with the current audio.
4. Select the radio button next to your
preferred choice of audio:
a. Ring Tones

0. Music - Select audio from the
drop- down menu.

c. Custom - Upload a \WAV or .MP3 file.
d. None

Press the play button to listen to and press the
record button to re-record your custom greeting

or select a different type of audio.
5. Click Save.

" TELUS

Overview

t;\ Phones & Numbers

m Screening, Greeting
& Hold Music

(. k Call Handling &
o W Forwarding

] Messages &
a3 Notifications

B} outbound catler i

=3 Outbound Fax
B Settings

Messages Call Log

Contacts Settings Tools +

Screening, Greeting & Hold Music

CITR -

Usar grasting:
@ On om

SatGrastng Dataut

Dietaun Greafing: “Thank you for camng

Setup el sereaning: (§ @
e On om

Ak callars 1053y hair name before SaMeCing:
@ Cader 10 not presan
I eiar not in cantact Bst

ANaYs
Setup a connecling message: (§
& On o

SatMassage Detaut

Dataunt Message: "Plaass okl wihile | iy 10 COnnest you.”

Aucdia while connecling: (i

Music o Ringlone callers will haar wihilie connecting

o 52 up Nokd s

@ On of

o Seact Music

Siocked Calls

[ set2ugo Aot | @

ACOUEEC

Music | Acousic

Hane

Cusiom

Nane
Beautiful
ST | Classizal
Corporate
Country
Holiday
> Jazz
o Latin
Modern Jazz
Nature =
Reggss
Set Audio
Ring Tones:

Music | AoOusic

Uipiaad WAL or BAF3 mhe (]
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Set Hold Music
Set the music you'd like callers to hear while on hold.,
The hold music will be applied to all calls.
1. Under the Settings tab, select Screening,
Greeting & Hold Music.
2. Under Set up hold music, select the radio button
next to On.

3. Click Select Music.

4. A pop-up will appear with the current music.
5. Select the radio button next to your
preferred choice of music:
a. Ring Tones
0. Music - Select your choice of music from
the drop-down menu. You have standard
music options as well as options that
are optimized for mobile devices at the
pottom of the list.

c. Custom - Upload a WAV or MP3 file.
d. None
Press the play button to listen to and press the

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

6. Click Save.

Part 2 - User Settings

=Z TELUS

Cverview

b
O m

L

(‘,

(<]

Messages

Call Log Contacts

Settings

My Extension +

Tools v

Phones & Numbers

Scereening, Greeting
& Hold Music

Call Handling &
Forwarding

Messages &
Motifications

Cutbound Caller 1D

Outbound Fax
Settings

(2 2
©

Screening, Greeting & Hold Music

CITTR— -

User greeting: (§
e On or
et Grastng Detaut
Defaul Graeting: "Thank you for caming

Sed up call scresning: (1
e On o
Ak calars 10 53y ey name bafore canecing:
@) I Caler 1D nat precam
H calier not in camact Bst

Aways
Sat up 3 connecting message: (|
e On or

St Mezzage Dataut

Detaut Message: "Piaase hokd wiss | Iy 1 connect you.
Audiowniia cannecing: (i

Sl Audio Acousic

Music or Ringlane caiers will hear wihile cannecing

S up noid mashe (§

e On o

Salact Music

Siocied Cals

£

4

Select Music

ng Tanes

Music | Acoustc

CED CED

Select Music

Ring Tanes

K | AomElG

Select Music

Ring Tanes

Music | Acousic

Cusiom

Select Music

Ring Tanas

Music | Acusic

Upiaad WAV or MP3 e (§

Srowse
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Blocked Calls

Choose specific phone numbers and fax numbers that you'd like to block and prevent

from calling or faxing your number. You can also choose what message they will hear
when they attempt to call.
1. Under the Settings tab, select Screening, Greeting & Hold Music.

2. Click Blocked Calls.
3. You will now see options for call blocking.

4. If you are the administrator, you will see a message notifying you that calls
plocked for this extension will apply to any calls to the company as well as your
own extension.

5. Select whether you'd like to block specific calls and faxes or all calls.
6. Only Block these numbers or area codes:

a. Enter Phone numbers (and names) of specific numbers you'd

like to block.

0. Click Block.

c. Click Callers will hear to set the message you'd like them to hear.
7. Block Calls with no Caller ID:

a. Check the box next to Calls and or Faxes.

0. Click Callers will hear to set the message you'd like these callers to hear
then click Save.

Screening, Greeting & Hold Music

o
i v
user gresang: (§
5 ® on o
\‘ Phones & Numbers
5=t Grasing o

Ditaut Grastng: "Thank you tor caiing IRINA MENALOCHE "

m Screening, Greeting Set up call screening: (§
& Hold Music

[ 2

e on or

Ak caners 1 say e name befre connecing
Call Handling &

e i
»  Forwarding [ R Dyt et

I camer 7 in comact st
Amays
IMessages &
<] .

S Nofifications Setup a comesting message: (1
® On or
Sat M Detauit

I3 outound cater i o
DT M es530e: "FIE35e TR WIB2 | Ty 10 0onnact you
padio whike comectng: (§

=3 Outbound Fax

W Setlings 521 AU AOWER

Music o RIngians GaBers Wil NEIr WIS Gomecing

Setup hakd music: (§

o on or

SekectMusic PO ¥

o | Soszacane

= TELUS o S
Overview Messages Call Log Contacts Settings Tools B Q‘b B

Blocked Calls

® 50 spaciic cams and s (i

Sock i cas (§
Oy Biocit these numbers or ares codes:

Pnone Numbar:
Name (optional]

00
Trs numbes ks ot avala... >

Caars wil e

EH0CK 5 WIN N0 Camer ID:

Cas WO camer 1D .. >

Callers will hear

View in

Calers Wil haar: Engish - | (i

@ This number ks nol avatatie from your calling area

M
CIR0FIOD o —

I CED

» O

Callers will hear:

>0

Callers will hear

Viewin | Engisn - | (3
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M o
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Call Handling & Forwarding

Call Forwarding
As a User, you can set up different Call Forwarding rules for your extension(s). Add up

" TELUS CE===N -

‘Overview Messages Call Log ‘Contacts Seftings Tools v

Call Handling & Forwarding

to 10 forwarding numbers for each extension assigned to you, and set calls to ring at : - e o
these numbers sequentially or simultaneously. o
1. From the Settings tab, select Call Handling & Forwarding. CF  Phonea & hum Sz =
2. First Ring: b:,:mm g
Screening, Greeting

a. Click Desktop apps & Smartphones to tumn on notifications and set the s ki L ===
number of seconds to wait before forwarding begins. o (a{l, EEma _ @ (=== 7

3. Then forward calls to: s

a. Enter other numbers to receive forwarded calls. These are then added to o

your call list, where they can also be reordered and turned on or off. 0 oo Ca.bO‘::::;"mm
‘Craze Ring Groups

0. Click the slider in the Active column to tumn call forwarding to each number
listed on and off.

S—
o Hpyeti—
N ; e @oa

c. Use the drop-down menu to select the length of time for each phone

. (= ]
to ring.
e
4. If you'd like to forward your calls to other users’ phones, click
>Forward to other user’s phones.
a. Select the user you'd like to forward calls to.
. Click the arrow to move the selected members to the column on the right.
This column is for users who will receive forwarded calls. You can select
users and use the arrows to add or remove them from this column. S ——— Sttt
c. C“CK Done‘ Ursar Nams Phons Name Extension Urar Nams [Phoma Name Extensaicn
‘SelectAll
SYQD 1P Ofice Phane Ext 122
GYQD IP OMice Phane & 113
BYOD IR OMce Phane B 125
BYOD - Cisco 5PA303 Ext 143
SYQD 1P Ofce Phane Ext 130
SYQD 1P Ofce Phane Ext 103
BYQD IP Ofice Phane S 150
SYOD 1P OMca Pnana & 17
SYOD 1P Office Phane B 144
SYQD 1P Ofce Phane Ext 126
SYQD 1P Ofce Phane Ext 135
BYQD IP OMice Phane Exl 123
SYOD 1P OMca Phane Exl 155
SYOD 1P Office Phana Ext 124
SYQD 1P Ofce Phane Ext 120
BYQD IP OMice Phane & 13
BYOD IP Ofice Phane B 143
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5. Click Add Phone button to add up to 10 forwarding numbers to each phone
extension.

6. Click Create Ring Groups and select the phones that will ring at the
same time your call comes in.
a. Check the checkbox next to the phones you'd like to include as a group.
0. Click Group.

C. You will see the grouped phones highlighted in blue with only one
checkbox.

d. Click Done.

e. Groups will appear highlighted in blue under Call Handling & Forwarding.

/. Make your selection for Phones will ring:
a. Sequentially - Use the up and down arrows next to each phone in the
Move column to set the order in which your phones will ring.
0. Simultaneously - All phones listed will ring at the same time.
8. Click Save.

" TELUS ==

Overview Messages Call Log Contacts Settings Took »

Call Handling & Forwarding

® -
- T - —
Fiestring
N | Destp Smariphanas.
\‘ Phones & Numbers L i e L]
Then farward cals 1
Phons Active  Ring For (I} Move
Screening, Greeting
& Hold Music 5YOD 1P Office hone @ 2= -
Fame B
t’(» Call Handling & — @ ==
Forwarding
Mot
Sy Messages & e
H Notifications 7:

2} outbound caler D

o Forward o ohar user's phanas
P=5 Outbound Fax bl

B Settings Craate Ring Groups

Phones wil ring

® Sequemany (i Smunaneousry (i
A e A

incoming Call inkarmation

carmp

Create Ring Groups

‘Selact the phanes you'd Ble 10 1ing 35 3 group: (i

@ + BYOD IP 0oz Phane
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Incoming Call Handling

You can choose settings in Incoming Call Information so that when you receive a call,
either at your office or forwarded to another of your phones, you will hear a recorded
prompt that announces the name of the extension the caller dialed. For example, it may
say, “John, you have a call.” Or “Sales, you have a call.”

This feature helps users who are members of more than one department or who use
phones that are both business and personal-answer the call appropriately.
1. From the Settings tab, click Call Handling & Forwarding.

2. Click Incoming Call Information, towards the bottom of the screen.
3. A pop-up will appear with your current Incoming Call Information.

=~ TELUS

b 2s
\" Phones & Numbers
m Screening, Greeting
& Hold Music
t)(p Call Handling &
Forwarding
e Messages &
<] Motifications
3 ouounacater o

=g Outbound Fax
W Settings

©

Overview  Messages  CallLog

Ce=m -

Contacts Settings Tools v

Call Handiing & Forwarding

o o
Firstring:
Casiiop apps & Smariphanas on>
Then forward cais 10
Phons Active  Ring For (i) Move
5YOD 1P Office Phone ‘I ) AT W w
Hame W
— @ == -

» Farward 12 amer use incoming numbsr displayed fo me: (§

Add Pranz o =
@ Incaming Caler ID
Cresie Ring Groups
Called Numier
Phanes will ring:
®  Sequamialy (| I number k5 ockad or uninown, dEspiay my main
[\E - 'ﬁ‘ TELUS Business Connacl™ numdbar 35 e Calar 1D insiead

Add Tahe and of he numider (i

ooming Canwirm] LSy his c:all bnformation on:
P @ Non-TELUS Business Connaci™ phanes only (4
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AINEYE
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@ For non-TELUS Business Conneci™ phanes anly
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Foequire my [pin 1o answer (§
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4. Incoming number displayed to me:
a. Incoming Caller ID - Select this radio button to display the
phone number of the person calling.

0. Called Number - Select this radio button to display the number that the
caller used to reach you.

@)

>. If number is blocked or unknown, display my main TELUS Business
Connect number as the Caller ID instead - Check this box if you'd like
1o add this option.

d. Add _____ To the beginning/end of the number - Check this box if
you'd like to add digits to the beginning or end of your phone number,
(NOTE: Not all carriers support this feature.)
5. Display this call information on:

a. Non-TELUS Business Connect phones only - Select this radio button
to apply your incoming number display settings to Non-TELUS Business
Connect phones only, meaning regular Caller ID will appear on TELUS
Business Connect/IP phones.

0. All Phones - Select this radio button if you'd like to apply your
incoming number display settings to all of your phones.
6. Under Play announcement before connecting for Direct calls,
choose one of the following options:
a. For non-TELUS Business Connect phones only - Plays the
announcement when forwarding a call to your home or mobile phone

(to help you distinguish between personal and business calls) but not
when forwarding to your TELUS Business Connect phone.

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

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

7. Under Play announcement before connecting for Call Queue calls, choose
one of the following options:

o

o

4

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

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

@)

>. Check the checkbox next to Include mailbox name in announcement
if you'd like

d. Check the checkbox next to Require my Pin to answer if you want your

pin number to be entered before connecting you to your incoming call,

This is a helpful security feature if you don't want others to answer your

calls, such as when you are at home or at another location.

8. Click Save.

Incoming Call Information
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Call Flip
TELUS Business Connect Call Flip lets you transfer
conversations from one device to another quickly and
easily. Flip a call you are on to your mobile phone on
your way out of the office. Or flip a mobile call to your
home phone once you've finished your commute.
Manage Your Call Flip Numbers

1. From the Settings tab, select the Call Handling

& Forwarding.

2. Click Call Flip.

3. A pop-up will appear with a list of numbers/
devices assigned to that user with a Flip number
beside each.

4. Click the arrows to move a device up or down to
change its assigned number. You may skip or
leave any number unassigned.

5. Click Save.

To Use Call Flip

When you are on a phone call, press the asterisk key
(*) and a number corresponding to the device to which
it is assigned. The call is transferred immediately to
that device. For example, if you have the number 2
assigned to your home phone, clicking *2 while you
are on a call will instantly transfer the call to your home
phone.
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Messages & Notifications

Messages

In the messages section, decide whether or not you'd like to take messages,
set your Voicemail Greeting, and choose how you'd like to be notified for
different interactions.

Set

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

2. Under Take Messages, click the radio button next to Yes.
3. Click Voicemail Greeting.
4. A pop-up will appear with the current Voicemail Greeting.
Choose your preferred type of greeting.
a. Default — Select the radio button next to Default.
0. Custom — Select the radio button next to Custom and select
how you'd like to set your custom recording:
e Record Over the Phone
Next to Call me at, choose a phone number from the drop-down
menu if you have saved numbers or type a phone number in the
text field. Click the Call Now button, and TELUS Business
Connect will call you to record your message.
* Record Using Computer Microphone
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow
if TELUS Business Connect asks to record through your computer.
The Microphone Test and Record settings will appear. When readly,
click the red Record button to record your company greeting
through your computer microphone. Stop the recording and listen
1o the playback.
e Import
Browse for a WAV or MP3 file you want to use. Click Attach.
Click the play button to listen to your greeting.
5. Click Save.
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Notifications
Set your settings for email alerts when you receive a
voicemail message, fax, missed call or for the status of
the fax transmission results.
1. From the Settings tab, select Messages &
Notifications.

2. Click Notifications.

3. A pop-up will appear with options for email
notifications to a recipient of your choice
when faxes are received, or calls missed.

4. Set your natification settings by checking the
checkboxes and filling in email and phone
numbers.

a. Click Advanced Notification Options to
see more detailed notification settings.
0. Set your Advanced Notification Options.

c. Click Back to Basic Notification
Settings.

5. Click Save.
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Outbound Caller ID

This option allows a user to display or block the Caller ID of their phone numbers during — TELUS =1
outbound calls. As a default, your Outbound Caller ID is not blocked. Follow the steps ; )
Cverview Messages Call Leg Contacts Settings Tools v
below to change it.
1. From Settings tab, click Outbound Caller ID. PR 0 Outbound Caler 1D
2. You have the option to choose different numbers to display: a7 - g Tt
c . i By Phone
a. By Phone - Choose a number to display for your softphone, e | e el
mobile phone, or desk phone. ~
0. By Feature - Choose a number to display for RingOut from B Sreons, Greemg By Feature
& Hold Music RingOut fram Web
Web, RingMe, Call Flip, Fax Number, and Alternate Caller ID. =
c. Internal Calls - Choose to display your extension for internal calls. R e
3. Click the down arrow next to a phone number to view the drop-down menu with caiFm
a list of numbers to choose from. Select a phone number for which you want to g Vs : -
allow or choose the option to block Outbound Caller ID. e =
/4. Check the checkbox next to Display my extension number for internal calls o B otomCaterd  senmecas o
if you'd like this feature. peroee >
5. Click Save. T e

Internal calls

° o ::s,ﬁa)'.m}'mmmh&ftr:mai:a. io [
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Qutbound Fax Settings
Changing Fax Cover Sheet

1. From the Settings tab, select Outbound Fax
Settings.

2. Edit your Cover page info. Enter your Company

name, Address, City, State/Province, Zip/
Postal Code, and Country.

3. Click Cover Page. A default cover sheet is
attached to each fax you send through TELUS
Business Connect. The variable information
on the cover page will be filled in during the
fax-sending process.

4. A pop-up will appear with the current Cover Page
settings.

5. Use the drop-down window to select and preview
available cover page styles.

6. Make your selection and click Save.

— TELUS

Cverview Messages Call Log Contacts Settings Tools «

Phones & Mumbers

Sereening, Greeting

Messages
Motifications 0

Outbound Caller ID

CE=d

Outbound Fax Settings
This irfarmaiian 'will be primiad an your {5x oover page

Cover page info

camgany:
Addness: YORK STREST
chy: TORONTO
Province: Oniaria W
Postal Code: MEzE
Courry: Canada
Fax Mumiber:
e
| Cover Page ¥

Faxes Sent via Email

Ta enatie sanding faxes via emall from addfional emal addresses,
enizr nem hera. To sand 3 fax via emall, send e fax via
TMUMbar T 12UE COM.

Omit cover page wihan amall sulfiact ks bianic (§
on (g OF
Emall addressas panmitiad 10 sand faxes:

LS Ty COMTY COm A

6 5am mare

English

[ -

43




TELUS Business Connect | User Guide | Part 2 - User Settings

Adding Emalls that Can Send Faxes
When a user sends a fax via TELUS Business Connect, the system checks the emall
address of the sender, and sends the fax if it is on the approved list. Emails might
include alternate company accounts or personal accounts. You can have up to five
approved emall addresses.

1. From the Settings tab, select Outbound Fax Settings.

2. Under Omit cover page when email subject line is blank, select the radio button
next to On or Off depending on your preference. If this option is selected, when
you send a fax via email with a subject line the cover page will be used. If you
send it without a subject line a cover page will not be used.

3. Enter the email address you wish to add.

4. Click Add (repeat for up to 25 additional addresses).

5. Click Save.
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Faxing via Email
Send faxes by emailing them as attachments from any email address you have added to
the “ Faxes Sent via Email “menu described previously.

1. Enter the recipient’s 10-digit fax number@tbc.com in the To: field. For example, to
send a document to the fax number 1-650-555-6567, you would use this emall
address: 6505556567 @fax.telus.com.

2. Enter a subject in your emall to use as your fax subject. Depending on your settings
for Faxes Sent via Email, adding a subject may determine whether or not a cover
page is sent with your fax. See instructions for Adding Emails that Can Send Faxes
for more information.

3. Attach the document you wish to fax.
4. Type your message in the body of the email.
5. Click Send.

) | To. || ssossssserecaccon
= bl
Send
Subject: Mg ——
attached: | @ypgote door12 kBI

Check out the new update!

logos, designs and otherwise are the trademarks and intellectual property of the respective third parties. Updated November 2015.
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