Quick Start Guide

Collaboration Application

Initial Collaboration Log In and Setup

Once you (or your Admin) have installed the application on your PC/Mac Device you will be presented with a
login screen upon launching the application.

Input your Username and password credentials from the

welcome email you received. If you have not received this
email, please contact your organizations Phone Admin for
assistance.

communications

Once you have input your credentials, click on the

Sign In button. L. 186@G12Com

5

B
o 00000000

You will then see a downloading progress bar as validation and registrations tasks are completed.

If running on Windows you may receive a popup from windows
Defender after a successful sign in and dialer launch, prompting you to
allow access for the new application(This may require admin user sign

G] 2 in if you don’t have admin rights on your device).

communications

@ Windows Defender Firewall has blocked some features of this

app
Q
[h] 186@G 12C0m Windows Defender Firewall has blocked some features of G12 Collaboration on all public and
private networks.
G2 Name: G12 Collaboration
= Publisher: Unknown
o 00000000 e Path: C: \users kylelemon\appdata Yocal

\com.g 12com. softphone.winx\g 12 collaboration.exe
Allow G12 Collaboration to communicate on these networks:
[[JPrivate networks, such as my home or work network

Cancel

[ Public networks, such as those in airports and coffee shops (not recommended
because these networks often have litle or no security)

What are the risks of allowing an app through a firewall?
Downloading...

& Allow access | Cancel

Since this is the first time, you will then see the Setup Wizard popup to walk you through default dialing
application and default sound device setting tasks.
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Welcome Wizard

&

Default Calling Application Setup completed

Welcome Wizard

G12 Collaboration can be set to be the default call handler on your computer. To enable this

feature, click on Settings, you will be redirected to the default application system settings
page. Well done. G12 Collaberation is now ready to use.

L] Next : L] Finish

Follow the prompts in the wizard to enter or select information and click Next -- then click on the Finish button
to complete the setup wizard process and open Collaboration.

Welcome to Collaboration

Upon successful Sign In and Set Up of the application, Collaboration opens to display your Dialpad section
center screen. Your left navigation menu here also offers access to:

Dialpad — Call initiation and handling tools

Messages — Your voicemail review and handling tools

Contacts — Find contacts in your directories

More Menu — The 3 dots More menu offers access to view your Portal and your Call Logs.

DND — Turn Do Not Disturb on and off.

Settings — Access to review and update preferences and settings - and your Log Out option.

&1 312 Collaboration B = %

Phone number

3

Dial pad

4 o 6
GHI JKL MHNO

Messages 7 8 g
PQRS TUV WXYZ

x 0 4

Contacts

FAVORITES

ET. Eng Test

Kyle Lemon
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Navigation Features

Dialpad

Click this menu option to view your Dialpad and initiate calls.

Messages
Click this menu option to access any voicemail messages on the server that have not been deleted.

Contacts
Click on this option to access your Contacts directories.

More Menu

- Click on More (3 dots) to gain access to additional system features and tools.

@5' Click Recents to access your historic call logs.

Recents

Click Portal to open your Portal and use the tools for contact management and
@ answering

rule management.

Do Not Disturb (DND)

Click the Moon icon to engage Do Not Disturb. This tells the system you are unavailable for

calls.
& Click the DND button again to disable Do Not Disturb and resume normal receipt of calls.
You can always hover your cursor over this icon to view your current DND on / off status.

Settings

812 Settings

e the Settings dialog where users ~ >¢ttings

may adjust various settings and

. . & About
preferences for notifications .
. o)

and sounds and view & Account G12 Collaboration
application build version (8 Notifications
information.

ili| S d

o Version 1.0.1.0

Controls Build 1914809 CI 485, built on Wednesday, March 22, 20
Y,
dﬂ Logs

O

Log Out of Collaboration

The Settings view is also where users may go to log completely out of the application.
To do this, click on Settings and then click the option labeled Reset.
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Call Handling

Answering Incoming Calls

When receiving a call in your collaboration application you will receive a popup with the caller information and
an option to Answer the call or Decline.

©12 G12 Collaberation = O X

< Keypad

Gl2

e

Dial pad

Messages

AN

Contacts

Anonymous
sip:anonymous@anonymous.invalid
Incoming call

00

To Decline the call, click on the red icon — the call will not be connected to your line. 6

To answer the incoming call, click on the answer key to connect the call. @
The call will then be connected, and you will have an active call window to manage the call.

< Keypad

AN

Anonymous
sip:anonymous@anonymous.invalid
1:43

0@
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Placing Outbound Calls

While viewing your Dialpad, you may use your mouse to click on keys onscreen, or you may us the number pad
on your keyboard to type in the phone number you want to call.
You may also use copy/paste - If you have a number copied you can right click and paste the number into the field.

5125574167 al

1

4

GHI

7

PQRS

*

i

ABC

5

JKL

8

TUV

0

+

5

DEF

6

MNO

9

WXYZ

3

&

To initiate the call, click on the handset / Dial icon to dial the number you just entered.

Once digits are sent, the Calling window displays and you will hear the phone ringing via your selected audio

source - headset/speaker/headphones.

< Keypad

5125574167
5125574167
Calling...

Q-

GoMomentum.com/Support

Once the call is answered, the Active Call Window displays
your call control buttons to manage the call.

& Keypad
®
I
5125574167
5125574167
0:09
'YX
g X #w
5 888.538.3960
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Using the Dialpad During Active Calls

If you reach an automated system and need to enter auto-attendant menu options - or need to input an account
number - you may use the DTMF keypad to input those digits.

223 Click on the keypad icon and then enter the digits as needed.
12 512 Collaboration = [m] *
< Keypad
Gl2
®
(&) DTMF
1l 2 3
4 5 6
7 8 2
PQRS TUvV WXYZ
* 0 #
& 2 ] o
Placing Active Calls On Hold
To place a call on hold, click on the Pause icon
The caller will then be placed on hold on your line.
You will also have a visual notification that lets you know call is On Hold.
®

5125574167
5125574167
On Hold
OO
& X 8
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Resuming An On Hold Call

Toreconnect to a held caller and resume the conversation, click on the green Play button to
bring the caller back on your line. e

Muting An Active Call

D To mute the line for an active call, click on the Microphone icon. Once pressed the input source will
&/ be muted and the icon will show a line through it to indicate the line has been muted.

_ Click the icon with a line through it to UN-Mute and allow your callers to hear you.
N
Creating a 3-way Conference Call

To add an additional party to an active call in order to create a conference call: 4
Click on the Add Call icon G

(A
The Dialpad displays to allow entry of the phone number or the user extension of a 3"
party to conference into this active call.
186 : Once the desired number or extension has been entered in
that field, click on the Handset/Dial button to make a call
Kyle Lemon to party you want to bridge into the call.
1 2 3 . . )
ABC DEF Your original active call will be placed
on hold while the system connects to
4 5 6 the 3" party. T
GHI JKL MNO Merge Calls
7 8 9 Once the 3" party answers you will have the ability to click
i Lty e on the Merge Calls button on the original active call.
0
* i # This will merge the 2 separate calls into a single 3 way call.

Qs ®

. O

If you need to split the call into separate calls, click on the c 1
Split Calls button

|."J|-] -
Split Calls

el |

This allows you to break the call into 2 separate calls again.

Once the calls merge you the system displays an active
conference call with all participants on the same call.

0~0
<2’ Conference

Q@ -
ko #o

g X %
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Transferring Calls

If you need to transfer an active call you have 2 methods to move call to another destination or user. either an
attended (also known as warm transfer) or a blind (also known as cold transfer). Your display offers two
different icons for this. Attended or Blind

A >

Attended (Warm) Transfer Method

Toinitiate an attended or Warm transfer, click on the Attended Transfer key.

©
~r {

Attended Tran:

5125574167
5125574167
30:42

T 1y

The Dialpad displays. Enter the extension or the 10-digit 4254297486 -
number you want to contact to transfer over this call. Kyle Lemon
1 2 3
Click on the Dial/Handset icon to call the transfer recipient. — =
(Your active call will be put on hold at this point) bt o b
7 8 4]
When the call connects, speak to the recipient and then click - T:; o
on Transfer on the original active call waiting on hold to * . #
warmly hand the call over to them. .
TRANSFER
5125574167 o
& On Hold (%) Return to Call
& Keypad
®
If the party you're attempting to transfer to isn’t able to accept
KI. the transfer, you can click on the Hangup key to cancel the
transfer attempt and then return to the caller waiting on hold to
Resume.
Kyle Lemon
4254297486
B x The cancel/X key allows you to place the transfer
L (2} @ e & attempt call on hold.
This is useful if you need to bounce back to the
original call to get additional info before completing
X)) X the transfer of the call.
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Blind Transfer Method
To initiate a blind transfer from the Active Call Window, click on the Blind Transfer key. :‘/')

You will then be presented with the dial pad to enter the recipient’s extension or 10 digit phone number.
Click on the handset key to initiate the call to transfer destination.

The call is immediately released from your line and sent to destination extension or 10 digit number.

Changing Audio Sources During a Call

While in the active call window you have access to view and select from your audio devices during a call.
Click on the Speaker icon to view your audio options for Speaker and Microphone.

Select an appropriate output or input device option to be able to hear other party and they hear you via the
appropriate input device.

6:15 m
[in‘l\l @ e I.E._;I;

Speaker
Intel(R) Display Audio Output 2.2 (Intel(R) Display Audio)
Headset Earphone (Yealink WH66)
v Headset (2- ThinkPad Thunderbolt 3 Dock USBE Audio)
C32F391 (Intel(R) Display Audio)
Speakers (Realtek(R) Audio)

Microphone
v Headset Microphone (Yealink WH66)
Microphone Array (Intel® Smart Sound Technology (Intel® S5T))

Sound Settings

Voicemail Management

New Voicemail Notifications

Notifications for new voicemail messages display on
your Dialpad screen.
If you don’t have any new messages this icon will not be

Phone number

1 2 3
displayed on the Dialpad. e =

4 153 6

7 8 9

Listening to New Messages

* 0 #
To listen to a new message, click on the Messages option w € Qs
in the left menu, or the voicemail icon within the Dialpad.

The phone will auto-dial 5001 to connect to the mailbox FAVORITES

on the voicemail server.
You will be prompted to enter your passcode.

ET. Eng Test

Click on the DTMF key (Keypad/Dialpad icon)
in your keypad to enter your passcode and navigate through the voicemail menu to listen to any
available new voice messages.

GoMomentum.com/Support 9 888.538.3960
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Reviewing Old Messages

If you don’t have any new messages but want to access voicemail to listen to an old message, dial 5001 from
the Dialpad screen to call into the voicemail server and listen to any saved messages.

Alternatively, you can access the portal from within the Collaboration app to listen and playback messages
from portal directly.

Click on the Portal menu option and then choose the Messages menu to view those still in history.
% Click on the one you wish to review.

Portal

¥ 612 Callaborstion

B Anooymous Anonymol us Taday. 3:14 pm 007

Contact Management

Contacts from your profile can be accessed from the Contacts widget and are filtered and grouped by favorites
or All contacts.
Simply click the dropdown next to the category you desire to review to find a contact within that list.

@12 G12 Collaboration - (] X
+ Favorites ~ A The Contacts widget will allow
[Enronites ] you to see if a contact’s device
All Contacts | . . .
ET_"Eng Test is online and available to take
@ a call (green dot).

Dial pad

AT. Apple Test User

Messages

If the line is busy the user’s

card will have a red dot / On
Conls Call indicator if they are in an
active call.
-
® Erin Treacy
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