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Welcome

Thank you for choosingUniverse from Firstcom Europe

This guide will provide you with a reference to the wide range of features availablen our Unified
Communications platform to you so that your telecommunications experience is both moreconvenient and
productive.

Unified communications is developingrapidly and we are always upgrading our product so there may be
some slight differences between the details here and your user experience

We would be delighted if you could give us feedback and make recommeations as to how we couldwork
better with you.

If you need any further help, please give us a calh the numbers below.

Kind Regards,
The Firstcom Team

Email: info@firstcom.co.uk

Phone: +44 333023 7000

A

"
\
A
- A

-

Contact Details:

Phone: 0333 023 7000
Email: info@firstcomeurope.co.uk
Website: www.firstcomeurope.co.uk
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2. Whatis Universe?

Universe is a cloudbased telecommunications system that can be used byrmange of devicesgmobile,
computer or desk phone. It provides access tadvancedvoice calls,PBXfunctions such as queuing and IVRs
and well as online chatting, video conferencing and content sharing

3. QuickstartGuide

i. Log into the self-serviceportal atTselfcare.voip.co.uk/ | o (o nofiadd www.)

. Enter the username(your email) andpasswordpr ovi ded in t he hWelWhenye to Un
l og in for the Arst time, you may see six main men

Tony Robinson -

Events Tory Robinson .

UKU - Fixed Mobile Freephone

Outgoi ng caII é More than 30 minutes ago

Julie © J

Duration
00:02:46

0hrs Ornin

Meetings this week

More than 30 minutes azo ° outgoing call
07734 280007 MName Starting Join

Duration ‘9 Product Dev Meeting Thu, Jul 23, 15:00

Not answered

IVR Flows

Outgoing call R  10:1023/07/2020
Port

Flow name
JulieC

Duration % Callflowww | Freddy .

i, Bookmark the selfcare portal address above in your browser such as Google or Yahoo on your
Bookmarksor Favorites bar.

iv. Your Universe Number-C| i ck on the T MeiT icon and go to the bo
Number. Write this down to refer to until you have remembered it, because this is your new phone
number.Youmayhave more than one telephone number. In this casgou have to set one of them as
your One Number.

V. Your Universe ComputerPhone-Go t o t he T Sof t wa r latéstdownload forayoud ¢ ho o 's ¢
computer (Windows or Mac). This will show it is downloaded in the bottom left part of the screen. Click
on this to run this or go to your downloads folder and double click on the Universe Setup file. Choose

the 1 Onl vy f(ibusingéntows)gnthe wert screen and the service will be ready to use

Vi. Y our Universe Mobile Phoneg Again in the Software page you can downloatniverse to your mobile
from the Google Playor App Stores Remember, you may need your Googlend will need yourApple
sign-in credentials to download the software

Vii. Your Universe Video servicegT Meet i ng Spacei could be your last ic
If not, ask someone in your company to approve the use of this feature that allows you to see the people

April 2022 Version 1.5 4
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you are talking to, send them messages, or share screens. No need to download anything

Sometop tips

A coupl e

of top tips before you get started)]

Check your profile

On the selfcare front screen, you will see your name in the topight-hand corner. Click on this and you will see

T My Prof

ilefl. Check that you have the correct ti

the page are correct. You calso change the password you have been giveito something more memorable
and upload a photo of yourself.

Add to your Phone book

Under the Phone

bookicon, you can add extra names to those that have already been included with your

service, by your Universeadministrator. Phone book is accessed by all your devicesvhy not add a couple
more names andhen give each of your devices a testRemember to put the country code first +44 for UK.
For Example: +443330237000. Leave no spaces between the digits.

Multiple Device Ringing

Note that for incoming calls, each of your devices can be made to rirgimultaneously, however, the first one
to answer takes the call. The other devices are not able to be on the call as well.

Now you are ready to goThe rest of this User Guide will provide you with more information as to how to
make the most of your telecommunications serviceY ou can now experience all the advanced and useful
features that are possible with Universe from Firdcom Europe.

Selfcare Portal

Your selfcare portal is located atselfcare.voip.couk (do not use www.)

L & 8B & ¢«

<

Me

Devices
Services

Phone Book

Software

Meeting Space

April 2022

Devices Phone book Software Meeting Space

Shows the calls that you have made and received, the package of calls and data you are
using and the usage of these. It indicates theeetings you have this week, the Devices
connected to Universe and the Caller ID that will be displayed when you make outbound
calls and your One Numbei(your phone number for all devices)

This shows the devices that are connected to Universe andllaws choice of settings
This refers to the Service associated with Universe such as Voicemail, Fax and Recordings

Here is where your contacts are stored from the company, or ones that you add. These
contacts are used by your fixed phoe, computer phone, mobile phone and video
conferencing service

Your software icon allows you to download the relevant software for your computer
phone for Windows and Mac andalsoyour IP based mobile phone servicéor Android and
Apple

Meeting space is your teleconferencing system. By clicking on this you can create
meetings immediately or schedule them for later. You can also view the meetings that you
have organized for the future.

Version 1.5 5
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Me

a. Events

Alongthelef-hand si deH ogfadd ey diuMew[ e
Events timeline.

In the Timeline you are able to see and view the la25 Outgoing call é 10:10 23/07/2020
events that have happened on your Universe account. bl &
Duration
Whether that is inbound or outbound you can keep track of i
it here.
10:05 23/07/2020 Q Outgoing call
Your company system administrator will not be able to see Julie €
your events. ke
Outgoing call ? 10:03 23/07/2020
JulieC
b. Usage _
) ] Tony Rabinson
The right-hand side of the screen has the Usage per
calendar month of minutes to Fixed, Mobile and Freephone UKL - Fixed Mobile Freephone

numbers. Your screen may look differentto the one
displayed depending on the package your purchased.

J

Ohrs Ornin

c. Meetings this Week

This is the list of meetings thateither you have initiated to
or have been invited to for therest of the weekfrom Name Starting ton
someone within the same Universe company subscription | 48 ProductDevMeeting Thu, Jul 23, 15:00
Meetings from other platforms such as Teams or Zoom, will
not appear here. Meetings from other company Universe subscriptions will also not appear here. However,
all should appear In your Outlook, or similar, Calendar.

Meetings this week

You can join meetings fromherel f t he user hasnHAtH got any meetings t

April 2022 Version 1.5 6
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d. Queue Membership

By being included in a group a user becomes part of a
gueue and answers calls either in rotation or randomly. He
can also sign offrom the group and exclude himself from
the queue.The Administrator can see if you are no longer
part of aqueue.As a member of one or severajueue, you
answer calls for different queues like Sales,

support, financeetc.

e. Devices

One number is the sirgle number that can apply to all your
devices. The list of devices connected to Universe one
number is given herelt can dso, to be seen under Services
It shows that there are three devices that are not
connected to One Number and hence when the Universe
number is called, they will not ring You can also set the
Caller ID of outgoing calls made from the device.

f. One Number

The Number listed is you One Number.i.e.The number
that applies to all your devicedf you get an additional
telephone number, it will be added as ®ne Number by
default meaning that multiple devices will ring.

rope

Group membership

Group Name

%'3_3 Sales

Active

@

Devices

Device name

EE]]

[']:.] Device 3048
(o]
E

Device 5179

=0 Device 1483 Work

-_. Device 5427
D
ONLINE

Tonys Android
Tonysi0S
Tonys WebRTC

Caller ID

[o333o2a70e0 v
(ossozs7os0 + |
|~ Anonymous
(om0 )
(B
(smBomme0s)

| 03330237060

- @

OneNumber

) @

Numbers

Number

0333023 7060

Route to device

| OneNumber

If you allocate your secondtelephone number to a device, instead

of allocating it as aOne Number you can have a private
number and a OneNumber at the same time.

Devices

"

Devices

The list of Devices connected toyour Universe is displayed under the Devicescon. It gives information about
the type of Device, its status, the name of thelevice and the Hardware Identification (MAC number).

Note that only hardware devices provided by Firstcomcan interface with Universe It is possible to add
generic SIRdevices.Note also that Microsoft Teams integrations appear as a devicas doSoftphone

applications.

April 2022 Version 1.5
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Devices

rope

Tony Robinson ¥

D Devices D Devices

[CEE—
1

v ‘devices per page

Type

Cisco7861

Cisco8851

E) &

IP Telephone

Microsoft Teams

Universe Softphone

Universe Softphone

o=

Search Q

4 Status Name Hardware identification
®  Devicel483Work  OUARIRCITAFT
®  Deies;7  007686CRIED?
o oo sewmozwas

The Call time field gives the time that will
elapse before anincoming call goes to
voicemail. Note that for longer Call time
settings (e.g. 120
may hang up lefore the call goes to
voicemail.

S ¢

For the fixed phones there is a setting that
allows one button (speed) dialing to be set
for the phone. Select the button on the side
and input the number of the person to be
called and assign their name. It is possibleot
join or leave a group with one button and to
pick up a callwith one button On some

devices you can also set voice recording and

T} Device 5179

Device name Calltime Hardware identification
Device 5179 15 00:76:86:CF:96:D2
Part of OneNumber
©-
822 Keys

alaln
cisco

e | | | | =
& [coosr ] [mencs | ==
& [iorpere ] [suenu | ==
c J | =»

’Adam C

[

Call pickup groups.

The following form appears when the
button on the right is clicked. Complete the
fields and press save.

Don#HAt forget to Save

To go back to the Devices page, press the
Devices icon at the top of the page.

e button

Type a number for this button

Enter number

or

Assign a colleague to this button

| Choose a user

or

Assign a contact from your phonebook to this button

| Choose a contact from phonebook

or

Enter or exit an agent group you are 8 member of
when pressing this button

Pickup calls for a group when pressing this button

v | \ Choose a group

| Choose a group

April 2022
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iii. Services

Services provides access to Voicemail, One Number, Fax and Recording settings

Tony Robinson

& Scrvices ¢§ Voicemail settings
VOICEMAIL SETTINGS Use voicemail Send email Voice
° @ © (e 3
EAX Message waiting indication Send files as attachment Woicemail greeting
© © Festrneamcomary <]
3 Mailbox
VOICEMAIL = Save voicemail greeting i@
FAX =
RECORDINGS &
a. Voicemail
By clicking on the Voicemail Settings button voicemail settings options appear. The four buttons do the
following:

Use Voicemail- Choose whether or not to use Voicemail

Send Email Send anotification email to the User to confirm that a caller has left a voicemail
MessageWaiting Indication § On a fixed line phone, let the User know that a message has been left
Send files as attachment) Sends the .wav files of the message to the User the notification email

Voice-Onthe right-hand side you have the ability to update wur voicemail greeting settings. At the
top is Voice sedion. Here you can select from a variety of prerecorded text to voice recordings with
diaerent accents to play your automated voicemail greding . It offers a range of accents and

languages

Voicemail Greeting - Here you can choose from a seletion of greetings pre-recorded for the
automated voice to read out.

Both options allow you to play an example to understand how your voicemail greeng would sound.
Onceyou arehappy with your selectedgreetings, pr ess t he h Stmgdttohaii cemai |l Gr e

It is possible to recordyour own greeting. Select the RecordedM essage opion in the Voicemail Greding drop
down list. Once selected, on youhandset dial voicemail by pressing the voicemail biton or by dialing 0333
0237999 and selecting Option 3 Then follow the menu prompts to record, review and save your own
message.

Top Tip

Note that if you have the Call Forwarding Always, or Call Forwarding on No Answer selected, this will
override Voicemall. See the One Number section below

April 2022 Version 1.5 9
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Sel ectNuhntbneer B i n t lIek-hamisideuTheognaphic bhews all the devicesonnected to the

One Number.

On the right-hand side you will be presented withtwo optio n s .

diderent numbers.

These

nel

ds

CallForward Always-will divert every callto a One Numbertoas p e ¢ humbked,and

all ow you

CallForward No Answer - will divert calls that are not picked up by your deviceset to One Number
to another number aft erthe Call Time hasexpired. This is set in the Devices section.

Q@ OneNumber

03330237060 Call forward always

(o) ()

Device 1483 Device 5179

Work

Enter number

' Call forward no answer

07970099827

Tonys Android  TonysiOS

Tonys WebRTC

Top Tip

If you are concerned that your Universe mobile service mayot always have sufficient broadband, why
not put your native mobife number in the Call Forward No Answer section and the call will be sent to you
GSM mobile if there is poor internet coverage.

April 2022

Version 1.5
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c. Fax
To send faxes simply select the fax button omhe left-hand side.

Once selected, upload or drag a document in PDF format into the web browser and then add in a recipient
target number. Press send and your fax will be sent.

Underneath the send section a record of all of the sent faxes on Universe wille logged.

When you upload aPDF,new fields will appear so that you can fill in recipients (with memory), Number to
send from ard a send button.

Send fax

Upload PDF

-ordrop it here -

Outgoing faxes

Search Q

From Recipient Sent w Status  Filename

03330237019 01613307326 14:35 21/05/2020 Sent Test Fax from Telesis.pdf

Send fax

Filename: CounterPath.pdf R,

Y Filesize: 5.46 MB Recipient

L-Ei [ "]

Outgoing faxes

Search Q
From Recipient Sent » Status Filename
38422101 70106601 13:4513/05/2019  Sent  Testaf fax.pdf
38422101 8741119 13:3513/05/2019  Error  Test af fax.pdf

April 2022 Version 1.5 11
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d. Mailbox

On the left-hand side of theservices pageyou will see a mini menu called Mailboxin the headings beneath
here you will be able to access thevoicemails,faxesand recordingsthat you have receivedand made.

For example,to access and view the list of received faxes, simply click the Fax button.

0 & &

Devices Services Phone book

& Services &= Faxes
VOICEMAIL SETTINGS [ (
| 10 v | faxes per page Search
ONENUMBER Q9 . . .
From Received v Speed Remotestation Functions
FAX
a8 Hidden number  10:42 13/02/2018 14400 B Open & Download = [@ Delete
& Mailbox '
Hidden number  16:37 12/02/2018 14400 B Open & Download = (il Delete
VOICEMAIL (=]

« « 1 » »

£
©

@

RECORDINGS

Once clicked you will be presented with a list of all of the faxes that have been received on Universe. On the
left you will have all of the details about that Fax and on theight, you will have some function buttons. To
open, download or deletea fax clck on the appropriate button. Voicemails work in a similar way Note that on
the applications and on fixed handsets, voicemails can be retrieved as well.

To access and view a |list of r ec ortidnionyw Fisstoomprdvided e ma d
device,click Recordings.Allpersonalv oi cemai | s, f ax Wdvisblet yaursysternm di ngs ar e
administrator

e. CallRecording (On Demand)
Fi r st QCissoanm ¥ ealinkdevices support on demand call recording.

On the Cisco phones, tausethis feature, whilst on a call, press thébutton below the three dots on the batom
right-hand side of theCiscoscreen. Then press theRecord button. Once pressed a nthication will pop up
saying: TRecording has mstoaedt ed?. This call i's now be

To stop recording, simply hit the same three dots, followed by the samBecord butt on or hang up the call.
To access these recordings, login to your Universe account visauww.selfcare.voip.co.uk

Oncel ogged in click hServices#f in t hteomlefolmndsidenvoywillf ol | ov
then be presented with the following screen:

April 2022 Version 1.5 12
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& Services @g Recordings
VOICEMAIL SETTINGS 2 .
10 v | recordings per page Search
ONENUMBER
¢ From To Name Recorded v Length Functions
FAX e
Me 07435445470 16:4330/04/2018 00:00:09 > Pay & Download i Delete
3 N
= Mailbox Me 03330237027 14:2227/04/2018 00:00:24 > Play & Download @ Delete
NCICEMAT a Me 07513875710 14:2127/04/2018 00:00:21 > Pay & Download @ Delete
FAX -
«lela]s]m
RECORDINGS ¢

Youwill now see your savedon demandcall recordings. On the right you will see a series of furtoon butt ons.
Tolisten to a recording pressplay,to download a recording press download and to delete a recordingpress
delete.

f. Call Recording (IVR).

IVR call recording needs to be set up byour Admin using the Firstcom drag and drop IVR system. To learn
how to set upIVR call recording, please refer to theAdministration guide. Firstcom also has Call Recording
Pro which can be bought as an aden and records each call.

iv. Phonebook.

To get into Phonebook select the Phonebook ofion in the top menu of the Selfcare page

Tony Robinson ¥

E Phone book B Contacts

Create contact 4 Upload contacts & Deleteall W

‘ 10 v icontacts per page Search Q
First ~ Company
name Lastname Number E-mail Company contact

Ray  Abrahams +441779690334 DLITSolutions H
Ben  Alt +4917644447777 Teleforte
Alex Andrascu  +447541777753 Intellix [::]

April 2022 Version 1.5 13
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There are three types of entry in the Universe phonebook;
a. the end User entries
b. subscriber (users in the system) entrieautomatically added for eachsubscribingcompany
c. Administrator added Universe and nonUniverse entries.

Create contact
First name * Middle name
Last name ™ E-mail

Company name

Phone number * Number type

|‘ Work number v | -

Addanumber <

A This User Guide is for End Userdn the Administrators User guide are the details for how
Administrator entries are added

A Toaddanew Contact, pressthe Create contact butt on. Onceclicked this will pop up with some
fAeldsto be completed and then presd Create contacti. This will add the contact tothe user's
view of the phonebook only. Note that you must add the country code for each entry. In the UK
this is +44 before each phone numberDo not put spaces between digits.

A Todelete aContact, press the red delete contact buton on the right-hand side. To edit a
contact, click the name of the contact.

Top Tip

You must add the email address of a contact if you wish to contadhem with the video conference
service [ Meeting SpacerT

April 2022 Version 1.5 14
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A Youcan also upload an Excel spreadsheet to your personal contactgou can do this by clicking
TUpload ContactsT in the top line. You can download a sample spreadsheet taomplete. Once
completed you can upload the spreadsheetin Excel formatto the system. This will import all of
the contacts on the sheet. In this function, the Excel sheet will help/guide the user getting the
right information into the right columns by validating the input. Do not forgetto add +44 and
make sure there are not spaces between digits in the phone numbers.

File formats supported: xlsx, xIs (Excel)

First row is always ignored (your header row)

First name, last name, and a minimum of 1 phonenumber is required
Columns must be in the order as shown below

Choose file (Excel) B

A B c b E F G H
1 |First name * Middie name Last name * C Email Ph * Ph Phonem
2 |Rosy Hagan Signet Inc rosy.hagan@signet.co.uk | 016329600807 498214609330

3 |Kenneth  |T. Huber Steelwaorks Mix " 01632960082" 01632960083 01632¢
4 | Madalene Roland mr@mail.co.uk " +4570204059

5 |Stuart Hutchens | Tidal Wave Systems " 01632960085 01632960085

Downlo:

€ Previous Next >

adsamplefile &

Version 1.5
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Universe for Windows and Mac

Before you get started

Make sure you have a Universe account and that you know your Firstcom Universe Email and Password
b. Make sure you are connected to WiFi

¢. You will need to make sure your computer has a microphone that is active arthsspeakers, or you are
using a headset

d. Delete any old versions ofthe Universe for Windows and MacApp

e. Make sure in your Selfcare Portal => Devices, you do not have more than 3 Softphone connections
(including mobiles). Do not count fixed Business Phones.

f. Log into your Universe Self Care portallfttps://selfcare.thisisuniverse.io/ ) and go to the Software icon.

g. Select UniverseSoftphone for Apple or Universe for Windows

Software

[ Y - .
= Software & Universe for Apple

UNIVERSE FOR APPLE

UNIVERSE FOR ANDROID -

UNIVERS FTPHONE [ OFTPHONE 3

Universe Softphone for Mac &J

Click here to dovnload

Universe Softphone for iOS 1

Click here to downlosd - or use your mobile

UNIVERSE FOR WINDOWS -]

and head over to t

App Store Released: 24/0¢/2021

Version: 1.0.8

UNIVERSE LEGACY SOFTPHONE [J UNIMWERSE LEGAC TPHONE &3

Universe Legacy Softphone for iOS Universe Legacy Softphone for Mac TJ

Click here to downlosd - or use vour mobile Click here to downlosd

and head over to the App Store
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Starting the Download

a. Select either Download for Windows or Download for macOS(Apple) depending on your computer

)]

= @

. With a Windows device the downloaded file will appear in the bottom left-hand side of your screen

Double click on the fileonce it has downloaded

If the file does not begin to installin Windows, go to your Download folder in Windows Explorer and
double click onthe downloaded file.

. Once the download has started, yu may notice anew icon looking like ashield in your taskbar at the

T Do
computertd.

bottom of your screen. Click on this and you will see the quesbin
make changes to your

y to allowihee program to
Select TvYest

Select the two check boxes that appear: (i) Run Softphone and if you wish (ii) Select Desktop shortcut

You wi || notice an Orange | codi atnthe. bottom of

Click on the U and enter your Universe email address and password

With an Apple device, you will get a bouncing Universe icon on your task bar. When this has downloaded a
pop up will appear. Double click the softphone icon and the installatiorwill begin. Accept that you wish to
open the App when asked and sigiin. The Dial Pad should then appear.

Softphone Applications

The Dialpadbelow should automatically appear on your screen.

@ Softphone — O *

0 @ Start chat

Dial pad

Phone number
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j- Tosee all the full menu, select the three vertical dots and you will see Recentsd Selfcare. (Alternatively
click on the full screenicon at the top righthand side of your screen at the top).

k. 1t is a good idea to go into tShuedahdShertstrolltoghe bottomoni (i
of the menu and activate Echo Cacellation

I. If you would like your Universe Softphone to start automatically when you start your computer,go to
Settings (Cog) => Controls => Launch at Login

iii. Creating a Quick Dial list
a. The ability to see if a colleague is busy on theUniversephone (i . e. their TPresencefl)
they are in the Quick Dial list. You cannot see the Presence of necolleagues

b. To create a Quick Dial list of numbers you call the most frequently, go to th&Jniverse list and select the
person you wish to put an Quick Dial, by typing in their name in the top search filed.

c. Selectthe o icon in the top right-hand corner.

d. The following pop upwi | | appear . SIii deautstye llaoEngahdeli e liBg)hFt and T ¢

e. The name now appears in the Quick Dial lis
f. Todelete a name, go to Quick Dial and right click the name => Delete

iv. Making Calls

There are three ways you can make a call. Keypad Dialinglick to Dial, Internet Number Copying,Contacts
Dialing or Recents

a. KeypadDialing

A Select the green Dialpad button on the screen and select numbers either by using your mouse or your
computer#HdHs keypad. To key in the numbers wusing you
numberson the screenkeypadvh er e i t s a y & rahdfhBrnoconemeridaitypibg the numbers.

(There must be no one listed in the search bar). Once the numbers have been completed press the green
phone button to place the call.

b. Clickto Dial

A Todial a number you see on the internet, click on it anthen select Softphone in the index of choices.
This will become your standard click to dial number on the softphone from now on. The number clicked
will then be called. (Note that the number in the internet has to enable click to dial for this function to
work)

c. Interet Number copying

A If you see a phone number online and wish to dial,ihighlight the number on the internet, copy and paste
it into the area above the Dialpad numbers on the screen. Then select the green phone button.
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d. ContactsDialing

A To sekct a number from Contacts you will note that upon pressing this key, two headings appear below
the Dial Pad. These are Quick Dial and Universe, both are address books.

A If you selectContacts from the Universe option, you will see ontact details stored in your Phone Book
in the Selfcare Portal, including the ones that you have added here yourself, and display these in
alphabetical order. Note, you cannot add extra Contacts in the Softphone, they must be added in the
Selfcare portal (https://selfcare.this isuniverse.io/)

A Next, select the relevant person and their details will appear on the righthand side of the keypad. From

here just click on the little green phone on the righthand side of the softphone and the call will be made

e. Recents Dialing

A Byselecingl Recent s, and alstobnsmbargthatyouhave taled, or that
have called youis displayedand the time of the call. The order is from oldest to most recent as
you move down the page.

A By selecting the black phone atthetopof he screen alongside the per s
originated

Top Tip regarding previous calls

For more information go to your Self Care Portal a
from your other devices, whereas this Universe forSofiphone Apponly includes calls from this device.
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v. Whenyouare ona call

Universe enables you toaccess a range of featureshilst onacall.

Personbeingcalled - » r " ' () @ e O < Mue
BParty ® ¢ 025 T
Do not Disturb ——» (S

Lal

0 E, Start chat

e )t

+

@

Selfcare

° DTMF
Dialpad .

‘ 1 ‘ ‘ ABC ‘ ‘ DSEF ‘
. . .
Contacts ‘ 4 ‘ ‘ 5 ‘ ‘ 6 ‘

GHI JKL MNO

. v v \ 4—*Called~Pers
‘ 7 H 8 H 9 ‘ Phot BartBy T
Recents | PQRS | TUV | WXYZ

= |
Tony <« : B Party

DTMF Mode m 07970009 «——————— B Party#fs pli
L 0 :‘zﬁ— Put B Party On Hold
ACTIVE — End Cal

QUICK DIAL Speaker Choice

JC  Julie «
Settings —— > {é}
ot Y
@ e AT N
[ [
Quick Dial List Conf Call Transfer call options
a. B Partyisthe person being called and their phone number
b. Put onHoldis when a caller is provided with music instead of being able to talk with the other party
c. End Callisto stop the call once you have finished
d. Mute is to silence your microphone
e. App Size Min / Maxgadjusts the size of the app and details on the screen
f. Attend (transfer) iswhen you pass an incoming call to another person or group, and announce the call to
the person receiving the call. The incoming caller will hear music on hold

g. Blind (transfer) is where you transfer a call without notifying the receivingparty of the transfer
h. Add Callallow callers to be added once on the call to create a conference. You will need to add the

additional phone number in the keypad or search for their name in the filed alongside the Do Not Disturb
icon
Do Not Disturb means hat your phone will not ring, though it does not appear in Presence

April 2022 Version 1.5 20



firstcom e@rope

vi. Presence
A TPresencd allows you to see which colleagueare busy or not on their Universe phones

You will know if they are busy because you will notice that there is a green banner abovkeir
name with TOn Call7 written on it. I'n this cas:¢
the diagram below, Julie is on a call. To see this, the person must be in your Quick Dial list.

A
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