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How to answer a call

1.When you are receiving an
incoming call, simply tap the
'Answer' button.

Decline Ansyer

W

How to make a call

R © 1.Tap the 'Calling' button on
m” . v the bottom navigation bar.

A Sl oo e 2.Tap the 'Phone’ button, in the
Jret i bottom right of the display
b 3.Tap the 'Dial pad' button, in
begioun A the bottom right of the

piome w2, display.

e e 4.Type the phone number of the
@ itmrEmemer person you intend to call.

@ 5.Press the purple "Call' button
-~ l to make a call.

_—_ If you would like to video call a
colleague, you can press the
camera button that is to the right

T of the phone button.

4 5 6

M. Please note, your colleague must
L @# be using the Webex app also.
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How to listen to your voicemails
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@ C seochmestandcan 1.Tap the 'Voicemail' button
on the bottom navigation
bar.

2.Tap the 'Call Voicemail'
button in the middle of the

screen.
o
How to view your contacts
ALY ST 1.Tap the 'Contacts' button
o. Q Search, meet and call . .
. on the navigation bar.
~ Top contacts
You can add your favourite contacts here and
we'll keep them at the top for easy access. A '
+ other contacts We recommend using 'Other
contacts' as the main directory
on Webex.

To add an 'Other contact' press
the '+' button in the top right of
the display.

Need help?
E: css@signaltelecom.co.uk
T:01642 713 667



How to put a call on hold
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How to put yourself on mute
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1.When in a call tap the 'Hold'
button. This will place the
caller on hold.

2.To resume the call press the
'Resume’ button.

1.When in a call tap the 'Mute'
button, it looks like a
microphone. This will mute
your voice on the call.

2.Tap the 'Unmute’ button to
unmute yourself.
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How to transfer a call
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. Antonia .. ] <~ Transfer to
00:20
[ Search name, number or email ]
n
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1 Onacall
Antonia .. I8, e @
Cheryl ..
@ Active yesterday
Jack Dawson
@ Active on Friday « 16/12/22
Beth McGowan
® /i
/ o s
Mite Audio Keypad General Advanced

() (=)

&8 Conference

Hold Switchto  More

videotall ! I-. —> Transfer

LLLLE 1.When in a call tap the '"More' button, to bring
up the menu.

2.Tap 'Transfer'.

3.Search for the contact that you want to
transfer the call to.

4.Tap the 'Consult first with audio’ button for a
warm transfer.

5.0r if you want to transfer the call straight
through, tap 'Transfer now'.

Beth McGowan

R, Consult first with audio
X Consult first wit

—> Transfer now
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How to make a conference call
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1.When in a call tap the '"More' button, to bring
up the menu.

2.Tap 'Conference’.

3.Search for the contact that you want to add to
the call.

4.Tap the green phone button next to the
contact that you want to add to the call.

5.When you are through to the new participant
tap 'Merge’' when you are ready. This will then
create a conference call.

Please note, only 3 participants can

join a conference call with the
basic licence.
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How to use call forwarding
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0 & Settings < Calling
. % General Phone service ® Connected
Jordan ..
jordan.driscoll@signaltelecom.co.uk '<]1> Audio
+441642433227 Call Forward
© Availability O Video
Active
Privacy Ad all Settings
y i SIS Seta preferences for your phones.
R, Calling
Profile Export calling environment data
@ Support may instruct you to export and send calling
{c:)} Settings gnvironmgnt data for troubleshooting. No personal data
is stored in the logs.

b
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® Help

J  Send feedback
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Enter a phone number that you want to add

® Do not forward calls Do not forward calls
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0123
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1.Tap your initials in the top left, this will bring up the menu.

2.Tap 'Settings’.

3.Tap 'Calling'.

4.Tap 'Call forward'.

5.Tap 'Add number'.

6.0nce the new phone number is added tap the tick.

7.To forward calls, tap the applicable phone number. You will then see a
circle next to the phone number.

8.To turn off the call forwarding function, simply select 'Do not forward
calls'.

You can skip steps 5 and 6 in the Future, as the number will be saved to
Webex.
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