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1  About CenturyLink Business Communicator for Desktop
CenturyLink Business Communicator for Desktop is a native Windows and Mac client for Unified Communication,
providing the following communication features:
« Voice Calling (VolP — Desk Phone)
« Video Calling
« Collaboration (IM&P)
1.1 Limitations
e Business Communicator Client Transfer Options — Business Communicator only supports blind transfer.
e Call Logs — Business Communicator must have Basic Call logs enabled as a service for call logs to work with
the Business Communicator.
e QOS - No configuration of QOS on clients. Windows client can be configured for QOS using Windows Group
Policies. MAC and the Maobile Apps do not support QOS settings.
1.2 System Requirements

. Operating system: Mac OS 10.8 Mountain Lion, Mac OS 10.9 Mavericks, Mac OS 10.10 Yosemite,
Windows 7, or Windows 8/8.1 or Windows 10 (Classical view only).

e Theinstallation footprint is approximately 125 megabytes (MB) on OS X and 215 MB on Windows.
. For voice calls, a sound card, speakers, and a microphone or a headset are required.

e Forvideo calls, a web cam is required.

Minimum system requirements for respective operating systems need to be fulfilled, with the following
additions:

e A minimum of 2 GB random access memory (RAM) is required.

e A minimum 1.5 GHz CPU is recommended. A dual core CPU is recommended for video calls at a
minimum.

e Open Graphics Library (OpenGL) 1.5 or higher is recommended.

For high definition (HD) video, the following is recommended:
e« HD camera

. HD resolution support in display

. Quad Core x86 or equivalent at a minimum

. 2 GB RAM

© 2017 CenturyLink. All Rights Reserved. The
CenturyLink mark, pathways logo and certain
CenturyLink product names are the property of
CenturyLink. All other marks are the property of
their respective owners.

BusinessCommunicator_Guide_0517_v4




\ :
-~ CenturyLink-

2  Quick Start

Known Issues

« Business Communicator does not support Consultative Transfer — Business Communicator only
supports blind transfer

« Calls Logs not working — Business Communicator must have Basic Calls logs enabled as a service for call
logs to work on the client

« QOS — No configuration of QOS on Business Communicator
= Configure Windows: Use Windows administrator privileges to adjust QOS settings

« Microsoft Office Communicator Conflict — Some versions of Office Communicator may keep Business
Communicator open when utilizing both clients at the same time; closing Office will allow Business
Communicator to close

. Work Around: Rename the communicator.exe for Broadsoft to another name and create a shortcut to
launch
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This Quick Start section contains essential information for downloading and getting started with your CenturyLink
Business Communicator.

2.1 Installation

If a Business Communicator was assigned to your seat, downloads are available under Help --> Downloads in
your End User portal. Refer to your Welcome Email for portal link and User Name and Password. Use the correct
download link for Windows or MAC, based on your operating system. For mobile devices, search in your device's
app store for the appropriate application.

1) Click [Help] from the main portal menu. Scroll to the bottom of the page and click on the link for the application
you wish to install, follow the installation wizard.

Home Calllogs CallFeatures  VirtualDesk  Voice Mail  Contacts  Profie & Semngi Help I

User Guides & Help Information  Did You Know?  What's New?

Frequently Asked Questions

Manuals
Hosted VoIP End User Portal Guide “REVISED 8/17/15™
Taking Heme Your Hosted VoIP Phone

User Guides
CenturyLink B
CenturyLink Bu:
Hosted VolF A

2 T

sining

[(Open File - Security Waming |
2) Click the [Run] button to download the BusinessCommunicator.exe Do you wantfo rn thi fle?
H Name: ..6\Downloads\BusinessCommunicator_PC[7).exe
flle‘ Publisher: Broadsoft, Inc

Type: Application
From: C:\Users\aa79096\Downloads\BusinessCommun...

Alwsys ask before opening this file

Installer Language

= b

3) Select the appropriate language PR —
from the drop down box and click L:_
the [OK] button.

an
ublishers

Welcome to the Business
Communicator Setup

4) Click the [Next] button. ‘ —

Setup will guide you through the installation of Business
Communicator.

] [ Cancel

Itis recommended that you dose all other applications
before starting Setup, This wil make it possile to update
relevant system files without having to rebaot your
computer,

Click Next to continue.
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#%. Business Communicator Setup = P

License Agreement
Please review the license terms before installing Business
Communicator.

Press Page Down to see the rest of the agreement.

5) Read the License Agreement and click the [I Agree]
button.

[BROADTOUCH™ COMMUNICATOR END USER LICENSE AGREEMENT -
IMPORTANT - READ CAREFULLY

[THIS IS A LEGAL AGREEMENT BETWEEN YOU (THE INDIVIDUAL OR THE ENTITY) USING
ITHE EROADTOUCH™ COMMUNICATOR SOFTWARE AND BROADSOFT, INC.
(LICENSOR") PLEASE READ THE FOLLOWING TERMS CAREFULLY,

Installation of the BroadTouch™ Communicator dient software and documentation (the
raduct’) is contingent on acceptance and agreement by You to the terms an
conditions set out below. You may not use the Product in any way unless you have -

6) Read the second License Agreement =
L. Bu;meschmmunlcamrSetup =

and click the [l Agree] button. :
License Agreement
‘. Zlg:fneur:g;srme license terms before instaling a

Press Page Down to see the rest of the agreement.

~ ttinue. You must accept the

This software uses Synthesis SyncML RTK extensions licensed under the GNU Lesser
|General Public License. Copyright (C) 2002-2009 by Synthesis AG.
Portions copyright (C) 1998-2000 Carnegie Mellon University. Al rights reserved.

Portions copyright (C) 1987, 1989, 1993 The Regents of the University of California. All
rights reserved,

ICopyright 2005-2012 BroadSoft, Inc. andfor its Original licensors. Al rights reserved.

If you accept the terms of the agreement, dick T Agree to continue. You must accept the
agreement to install Business Communicator.

< Ba IAgree Cancel

[ #8. Business Communicator Setup = =
‘. Install Options ]
. . Choose options for installing Business Communicator
7) If you always want your Business Communicator to
open at start up, leave the [Always run Business
Communicator when the system starts] box checked [4] Ay Business Commurscator when the system starts

(recommended). If not, uncheck the box.

Create Business Communicator Desktop Icon

8) If you want a Business Communicator icon created on
your desktop, leave the [Create Business
Communicator Desktop Icon] box checked. If not,
uncheck the box.

. [ <Back Next> | [ Cancel
9) Click the Next button. | d

#®. Business Communicator Setup

Choose Install Location
Choose the folder in which to install Business Communicator.

10) The executable file predetermines where to upload the T ——————
. dick Browse and select another folder. Click Next to continue.
file (recommended).

11) If you wish to place this tool in another folder on your

computer, click the Browse button and search for that B LT
location C:\Program Files (x85)\CenturyLink\Business Communicator
. 3 Space required: 191.4MB
12) Click the [Next] button to continue. Erme TR EEET

[ <Back [ mext> | [ cancel
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13) Click the [Install] button.

14) The application runs through the full
download.

15) Once download is complete, click the
[Next] button.

16) With [Start Business Communicator] checked, click the

[Finish] button.

17) This automatically launches your Business

Communicator, unless you uncheck the box prior to

clicking [Finish].

#%. Business Communicator Setup = &

=

Select the Start Menu folder in which you would like to create the program's shortcuts. You
can also enter a name to create a new folder.

Choose Start Menu Folder

Choose a Start Menu folder for the Business Communicator
shortcuts,

CenturyLink\Business Communicator

Accessories

Administrative Tools

Borland Caliber

CenturyLink

CenturyLinkIP Communicator

n

Dropbox

Enterprise PDF Printer

Maintenance

Microsoft Mouse and Keyboard Center 4

[]Do rot create shorteuts

i ii‘ Install Cancel
#% Business Communicator Setup =

Installing

Please wait while Business Communicator is being installed.
Extract: Qt5Widgets. di % Business Communicator Setup =

> Installation Complete
Extract: QtsPrintsupport.dl... 100% Setup was completed successfully.
Extract: Qtsqml.dl... 100% A
Extract: Qt5Quick.dl... 100%
Extract: Qtsscript.dl... 100% Completed
Extract: QtsSensors.dl... 100%
Extract: Qtssal.dl... 100% |
Extract: Qt5svg.dl... 100% Set install registry entry: ‘NoModify' to ‘1" -
Extract: QtsWebkit.dll... 100% Set instal registry entry: Displaylcon’ to 'C:\Program Files (x86)\CenturyLink\Busines. ..
Extract: QtsWeblatwidgets.dl... 100%
Extract: QtsWidgets.dl
4% Business Communicator Setup =

Completing the Business
Communicator Setup

Business Communicatar has been installed on your computer.

Click Finish to dose Setup

Start Business Communicator now
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E Business Communicator = =

2.2 Signin [ veiness (M

Launch the Business Communicator as you would any other application, by double- =—
clicking the icon on your desktop. This provides you with a login screen.

userid@voip.centurylink.com v

1) Enter your Business Communicator [User Name and Password]. Refer to your
Welcome Emaiil for your login information. This is the same User Name and
Password used to log into your Hosted VVolP End User portal.

2) Check the [Remember Password] check box if you want the application to
remember your password.

3) Click the [Sign In] button.

E E911 Disclosure

WARNING: Do not use your soft phone to dial 911 except from your registered

. . . physical location. Use at a location other than the registered physical location
may route 911 calls to an incorrect 911 dispatch center, potentially delaying or

4) Rea‘d the Egll dlSClOSUfe Warnlngl and ClICk the [O K] bl.ltton. preventing emergency services. Itis recommended iha!t you maintain alternative

access to 911 services.

23 Maln WIﬂdOW [ E Business Communicatar l = &J

File Edit Contacts Calls Conversations B

There are two different licenses for the Business Communicator;

Voice/Video or Collaboration. The functional difference between the | < """ "

two license types, is Instant Messaging/Presence and My Room. @ e [C'l'; ——— —

If your Communicator does not have a green presence banner at = File Edit Contacts Calls Conversations
the top, you have the Voice/Video version. If your Communicator ’ Rebecca VX400

does have a green presence banner at the top, you have a @ 9 ot

Collaboration version with Instant Messaging/ Presence and My o Whatson your mind?

Room. "‘_’ Search and Dial

Refer to the Collaboration section (Section 9) for details on these | My Contaots (1)
features. Everything else referred to in this user guide, including calling features/ n a Rebecca VVX500
functions, is the same for both versions of the Communicator.

E Business Communicator @_Iéj

File Edit Contacts Calls Conversations

Rebecca VVX40P
M avsilable v

Top to Bottom: % SerLaoaron

Whst's on your mind?
e Presence Status (Collaboration License only)
h and Dial
e Contacts

My Gontacts (1)

) ) Rebecca VWX500
¢ My Room (Collaboration License only)

e Communication History

e Keypad
e Directory
e Options

© 2017 CenturyLink. All Rights Reserved. The
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2.4 Phone Communication Window

While engaged in an active call, a Communication window displays. From this window perform the following

actions:
G CCStd Supl =R X
File Edit Calls Communication Window Help
ab
s [T} 00:16 I3

2.5 Make an Audio or Video Call

Make an audio or video call using one of the following methods: 1] Business Commur

« Right-click on any contact from the contact list or search results:

End an audio or video call
Open the dial pad

Mute your microphone
Adjust speaker volume
Place callers on hold

Transfer callers

m  Call, Call from Phone, or Video from the drop down list i

« Enter a phone number in the Search and Dial field:

m  Press enter on your computer to send the call

e Click the Dial Pad icon:

m  Enter a phone number

m  Click the [Video] icon for a video call, the [Handset] icon to call using your

e
_| ™ My Contacts (1)
£ Rebecca VVXS
Chat

Call
Call from Phor
Video Call

Join Room

Email

. . . Set as Favorite
Communicator, or the [Phone] icon to call using your IP handset G dd to Group
L. ) ) . i ) Remove from Group
e  Within Communication History, double-click any call record to dial that number View Proile

NOTE: If dialing a phone number that requires additional Dual-Tone Multi-
Frequency (DTMF) tones (for example, a conference bridge), you can type the iz s
numbers on your keyboard while the Communication window has focus or open

the dial pad in the Communication window.

© B @ [E=g

9 SetLocation
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2.6 Active Communications

Active communications display at the top of the main window. This area provides an easy way to see who you
are communicating with. The following features are also available in this window:

E Business Communicator

¥ Active (1)

CCStd Supl RebeccaTest e 3 |

2.7 Define Audio Device

Enter digits

From Left to Right:

Conference

Within Options, define the audio device available for your microphone or speakers. Always select the preferred
audio device before making or answering a call.

1) Click the [Gear] icon at the bottom of the left rail.

2) Click the [down arrow] and select [Media] from the drop down

list.

-

E Business Communicator

File Edit Contacts Calls Conversations

&5 General
[¥] Media
CQ ¥ Incoming Calls
%2 Outgoing Calls
- €3, Advanced
ey

Run this program when the system
starts

© 2017 CenturyLink. All Rights Reserved. The
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E Business Communicator @_&J

3) Within the Media option, make the following setting changes by
clicking the down arrows:

e Speakers (voice output) - select the preferred device

. . . . [*] Media
e Microphone (voice input) - select the preferred device

Audio

e Ring Device (alert signal) - if selecting a headset for the Speaker Spaskers (voize cutput)

and Microphone options, it is suggested you select Speakers for O] testeescuphons prmanicsn v
your Ring Device, this ensures you will hear an audible ring even 31 | Mieroshone (voice inpur)
if you do not have your headset on ' Hesdest Microphone Flanronics v

R Level
C Ring device (alert signal)
Use Output Device v
Ring signal

Play tone for incoming messages

3 Contacts

Contacts are individuals you communicate with most frequently. There are three types of contacts:
« Contact — individual contacts
« Conference Contact — contacts that are defined with both direct and conference bridge information

« Group — containers of Contacts and/or Conference Contacts

C Business Communicator l = ﬂh1
3 1 Addlng Contacts File Edit Contacts Calls Conversations

1) Addnew contacts by clicking the [Contact] icon, then the [*+"] icon
next to the Search and Dial field.

2) Click on [Add Contact] from the feature list.

Search and Dial

3) Enter your contact’s [First Name], [Last Name], and [Phone v My Contacts (1)

Number(s)]. **

&) a Rebecca VWX500 Mot
4) Click the [Add Contact] icon to save your contact. O (6 aca Comtact (o]

file Edit Contact Window Help

|

Display Name

Work Phone | 2125559874

*Additional contact information can be added,
but is not mandatory. If you wish to use your
Contact for click-to-dial, the profile must include

: wneesen [ ]
at least one valid phone number. e [
&L || search and Dial + Personalphone [ ]
. . . —~ = reet Address
5) After saving the contact, it appears in your ] pr—— “ seessssss ||
: - s Wl ]
contact list for easy access and dialing. o N
e a Retiecca VVX500
omey [ ]
Email Address ,—‘
\
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3.2 Adding Contact Groups . - X

E Business Communicator

Contacts are individual entries for people you call most often. File Edit Contacts Calls Conversations
Groups allow you to bucket those Contacts into logical containers.

1) Adda new Group by clicking on the [Contacts] icon, then the [“+”]
icon next to the Search and Dial field. Search and Dial

2) Click [Add Group] from the features list. oy |7 My Contacts (2) New Contact

=2 g JaneDoe
-—

Mew Group

3
~ a Rebecca VVX500

NH@\ -t .‘“-J‘\

€ AddGoup L= [ |
3) Enter the name for your Group in the [Enter a Group Name]

N Enter a group name
field. I—g—L
4) Click the [OK] button. Customerd

- ~
L Business Communicator EI_I&

File Edit Contacts Calls Conversations

5) By default a "My Contacts” Group is provided within your
Communicator. After adding new Groups, they appear
alphabetically within Contacts.

Search and Dial

_ [T o
2] |+ My contacts (2)

Customers (0)

6) Expand and collapse each Group by clicking the up or down @ * Wy Contacts (3)
arrow.
) ) o » Jane Doe
7) Expanding a Group allows you to view members within each T
Group. -

Jahn Doe
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3.3 Edit Contacts

Locate and [right-click] any contact to expose the full menu of options. These
options allow you to do the following:

« Set Contacts as Favorites
« Add to Groups (if custom Groups have been added)
« View or Edit Contact profiles

« Delete Contacts

Select an option based on the outcome you wish to accomplish for that
contact.

4 Making/Answering Calls

C Business Communicator [E=

Eile Edit Contacts Calls Cgnversations B

& || search and Dial +

v Customers (0)
55 | v My Comaets (2)

Jane Doe
O =

SN : Ry g

Call

Call from Phone
Video Call
Join Room

Email

< Set as Favorite

Add to Group »
Remove from Group
View Profile

Edit Profile

Unsubscribe

L Delete Contact

The following describes additional icons and how they can be used for voice and video calls.

4.1 Making a Call from Your Communicator

Use your Business Communicator to make calls with your computer as the € susiness Communicator (.- e

speaking device, your IP handset as the speaking device, or video calling.
1) Click the [Dial Pad] icon.

2) Click the [Keypad] within your communicator, or use the numbers or
numeric keypad on your computer, to enter a number in the [Start New
Call] field.

3) You can also paste a number into the [Start New Call] field.

e

4) Click anicon at the bottom of the keypad, to make your call:

e Video icon - video call (you and the terminating party must have video
capabilities)

e Handset icon - call using your Business Communicator as your
speaking device

e Phoneicon - call using your IP handset as your speaking device

| 2125551234 <
i 2 3

0] Qo ABC DEF
-
4 5 6
GHI KL MNO
@ 7 8 9
PQRS TUV WXYZ
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4.2 Answering Incoming Calls

When receiving incoming calls, answer within the Business Communicator or the pop-up window.

C Business Communicator li‘_‘éj

1) Answer:

e Communicator — green handset icon

e Pop-Up Window — green Audio button
2) Decline:

T Active (1)

CCStd Sup1 Rebecca Test
Incoming Ca

e Communicator — red handset icon ()

Search and Dial

e Pop-Up Window — red Decline button | Sustomers (O

. | ¥ My Centacts (2)

¢ lananna I
- »

P CCStd Sup1 Rebecca Test

4.3 Call Processing

There are two ways to process calls within the Business Communicator, the Communicator window or
the Active Call window.

B - x

File Edit Contacts Calls Conversations )]

1) With a call in progress (Communicator):
e Disconnect — click [Red Handset] icon
e Mute — click [Microphone] icon
Q | ¥ Active(l)

e Hold — click [Double Bar] (hold) icon ™ Costa Sup1 Rebecea Test

e Options - click the [Options] icon for call processing \ S—

2) With a call in progress (Active Call window): ESpeheee Ten

File Edit Calls Communication Window Help

e Disconnect - click [Red Handset] icon

L]
-_
e Mute - click [Microphone] icon
e Volume - move scroll bar left/right
e Options - click [Options] icon for call processing — = 0010 &
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3) Menu options (Communicator window): AT

e Add existing call to Video

< Transfer to

e Transfer callers Conference with
e Conference new callers L Park Call
e Park callers View Profile

Add Contact

(" Hold Call
4) Options features (Active Call window): Transfer to »
e Hold and Resume calls < Conferencewith  *
e Transfer callers Park Call
e Conference new callers ™ Hide My Video
e Park callers 'g' 1% (== Delete Chat History
Pl View Profile

Add Contact

Hide Window
Always on Top

4.4 Contact Name Lookup for Incoming Calls

If an incoming call does not have a calling name associated with it, CenturyLink Business Communicator can
perform a local contact search. If the number matches one of the contacts on your CenturyLink Business
Communicator contact list, the name displays on the incoming call screen.

When retrieving call logs/history, if a records not have a calling name associated with it, CenturyLink Business
Communicator does a lookup in local contacts and populates the name if a match is found.

45 Missed Call or Communication

the Call History icon on the left side of the main window. Clicking this icon opens the communication

e) When you have one or more missed calls, or other types of communications, a counter displays on
log within Communications History view.

4

k
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Full screen mode can be activated by clicking the full screen button or by double-clicking anywhere on a video.

Exiting full screen mode is done by pressing the ESC key or the window button. Exiting full screen makes the
video call go back to its original state (even if there was resizing of the window previously before going full

In a full-size window, you can see a similar Options menu at the top. It has the same functionality as in the normal
view. When you move the mouse, the top bar and lower communication buttons appear on top of the video.

CenturyLink Business Communicator supports an enterprise directory search of the enterprise directory. This
takes place in the same search field that is used for both a local and presence-enabled contact list search.

Business Communicator automatically searches the local contacts and the enterprise directory at the same
time. As soon as there are results from the enterprise directory, these results are shown on a separate list in

The enterprise directory searches for the first name and last name. By default, it waits for
1.5 seconds before it sends the search request to the server to minimize unnecessary load on the server.

Typically when adding a contact using directory search results, there are phone numbers and first names in
addition to last names available. These can be edited if necessary.

Business Communicator allows you to browse your entire Enterprise Directory. The Enterprise

@ Directory contains listings for every person in your organization, that have a seat on our
Hosted VolIP platform. Click the [Directory] icon on the left side of the Communicator window to
view and search within the Enterprise Directory.

4.6 Full Screen in Video Call
screen).
5 Search
the main window.
6 Full Enterprise Directory
7 Communications History

The icon that resembles a clock, displays your messaging history. It also [ & Business Communicator [E=SEEEN=X)
displays a counter indicating the number of missed calls and/or voicemail
messages.

Rebecca VVX400
[ availzble v
Business Communicator records Call History for placed, missed,  satlocsion
%) and incoming calls. Call History makes it easy for you to redial s onyoutminet
when you have missed a call or you want to easily dial a caller with Voice Mail

Mo new messages

whom you recently spoke.

Call types are recognized by directional arrows:

-

- Placed

Cq .
+«| Missed
- ey | CCSY Sup‘qu{ebeoca Test

¢g Incoming
-

: v“‘W el
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8 Options

CenturyLink Business Communicator supports the following service management features:
o General
o Media
e Incoming Calls
« Outgoing Calls
« Advanced

E Business Communicator @_Iﬂ

8.1 Accessing Options

File Edit Contacts Calls

1) Click the [Gear] icon on the bottom of the left rail.

Language

English -

Login

Remember password

Run this program when the system
starts

r 1
E Business Communicator EI_Iﬂ

File Edit Contacts Calls Conversations

2) Click the [Down Arrow] to expose all options:
e General
e Media

e Incoming Calls

e Outgoing Calls

] Media

e Advanced O, ¥ Incoming Calls

3) Click on a [topic] to review or modify settings. & Outgoing Cals

&3, Advanced

Q Run this program when the system
starts
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4) As you select different Options, make setting changes as follows: .5 IS L T Lo |
. File Edit Contacts Calls Conversations P
e Click down arrows or drop down boxes g g Aveiaber
&8 | ¢ Set Location
¢  Move toggle switches right to Enable & | wnats on your ming?
«  Move toggle switches left to Disable
P
e Input data in fields as necessary ®© [Language ]
English -
1] " |
* Login
@ Remember password
o]
Update password
Motifications
Ask before deleting contact e
Ask before deleting history g
information —
J

8.2 Options - General

As a general rule while making changes within Options, "less is more". There are many features and functions to
choose from. If too many changes are made, deviating from default settings, unintended issues could occur.

1) Make the following settings changes by clicking down arrows or moving toggle switches:
L Business Communicator { = &J

File Edit Contacts Calls Conversations

e Language

= English is currently the only language option

. Login Q @ ceneral
=  Enable/Disable "Remember password" ()| ‘enoveee
Englizh -
=  Enable/Disable "Sign in automatically” ® :
*  Enable/Disable "Run this program when the system starts" Logm
Remember password -—g

Sign in automatically

Q Run this program when the system
starts

Maotifications

\ ﬁﬁ Reloregleleing a contaﬁ "n

© 2017 CenturyLink. All Rights Reserved. The
CenturyLink mark, pathways logo and certain
CenturyLink product names are the property of BusinessCommunicator_Guide_0517_v4 20
CenturyLink. All other marks are the property of
their respective owners.




\/S .
-, CenturyLink-

Notifications

= Enable/Disable "Ask before deleting a contact"

= Enable/Disable "Ask before deleting history information”
= Enable/Disable "Ask before publishing location”

= Enable/Disable "Ask before ending a communication"

= Enable/Disable "Ask to hold a call when starting a new call”

Accessibility

= Enable/Disable "Pop-up errors"

= Enable/Disable "tooltips"

8.3 Options - Media

The Media option allows you to define settings such as Speakers, Microphones and Ringing Device.

v ", prtin,

0 Natifications

N
Ask before deleting a contact L ]
Ask before deleting history L ]
i) information
Ask before publishing location L ]

i} information

Ask before ending a L ]
communication

Ask to hold a call when starting a L ]
new call

Accessibility
Enable pop-up errors

Enable tooltips L ]

1) Make the following setting changes by clicking down arrows or moving toggle switches:

Audio

=  Speakers - click the [Down Arrow] to select from devices

installed on your system, including headset devices (confirm this

setting each time you launch Business Communicator)

= Microphone - click the [Down Arrow] to select from devices

installed on your system, including headset devices (confirm this

setting each time you launch Business Communicator)

= Ring Device (alert signal) - it is suggested you set your Ring

Device to speakers, if your Speakers setting is set to a headset;
this prevents the need for you to have your headset on, to hear

the audible ring

= Ring Signal - select different ring type options by clicking the
down arrow, click the [Play] button to review your selection

Video

= Capture Device (video) - click the [Down Arrow] to select from

installed video equipment

= Video Size - select from Small, Medium, Large, HD (this
impacts broadband performance depending on which setting
you choose)

E Business Communicator

File Edit Contacts Calls

Rebecca VX400
@ available v
¥ SetLocation
What's on your mind?

Ring device (alert signal)

Uze Output Device L
ﬁ Ring signal
Play tone for incoming messages L ]
Video
Capture devi
HP HD Webcam [Fixed] -

Large
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8.4 Options - Incoming Calls

Make Call Forwarding and Do Not Disturb setting changes within the Incoming Calls option. As you Enable various
features, move toggle buttons to the left or right. Other features, such as Call Forwarding, requires data to be input

into data fields. If certain features are enabled, the Gear icon displays a Red Warning indicator. This is your visual

that Incoming Call settings have been enabled, which may prevent your device from ringing.

1) Make setting changes by clicking down arrows, moving toggle switches or typing in data fields:

e "
E Business Communicator EI_Iﬂ—hJ

e Do Not Disturb
= Move the [Do Not Disturb] toggle bar to the right to Enable

=  Callers go directly Voicemail IOl ¥ Incoming Calls

Do Mot Disturb L ]

= Move the [Do Not Disturb] toggle bar to the left to Disable I

Clj Call Forwarding
Simultaneous Ring

Remote Office

ioadWorks Anywhere

SV i L Y

"MMPW

5 Do Not Disturb

e Call Forwarding (Always, Busy, No Answer, Not Reachable)

= Move the [Call Forwarding] toggle bar to the right to Enable (OF  call Forwarding Y
= Click the check box for the [Call Forwarding] option you wish to % Alviays
Enab'e . When Busy
[ When No Answer
= Enter the number you want to forward to in the [Set Number] - Number of rings before e
f|e|d ﬁ forwarding

= Determine the number of rings before Forwarding is enabled by
clicking the [Number of rings before forwarding] drop down
arrow Remote Office

Simultaneous Ring

= Check/Uncheck boxes to enable/disable each [Forwarding] BroadWorks Anywhere

option

= Move the ]Call Forwarding] toggle bar to the left to Disable

© 2017 CenturyLink. All Rights Reserved. The
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e Simultaneous Ring (Sim Ring)

Move the [Sim Ring] toggle bar to the right to Enable

Check or uncheck if you want your [Sim Ring] device to ring
if you are on another call

In the [Set Number] field, enter the number you want to Sim
Ring, hit [Enter] on your computer

This exposes additional fields, up to 10 devices, that can ring
at the same time for all incoming calls

Move the [Simultaneous Ring] toggle bar to the left to
Disable

Click the [x] for any Sim Ring device to permanently remove
that number

e Remote Office

Move the [Remote Office] toggle bar to the right to Enable

In the [Set Number] field, enter the 10-digit phone number of
the device you want to define, hit [Enter] on your computer

Move the [Remote Office] toggle bar to the left to Disable

e BroadWorks Anywhere

Move the [BroadWorks Anywhere] toggle bar to the right to
Enable

Click the [Alert all enabled locations for Click-to-Dial] check
box to Enable click to dial to with your Anywhere device

Enter the 10-digit number of your Anywhere device in the
[Add Number] field, hit [Enter] on your computer

Click the check box to Enable that Anywhere device

Move the [BroadWorks Anywhere] toggle bar to the left to
Disable

Call Forwarding L ]
Always
‘When Busy

When No Answer

Mumber of rings before

2 R
forwarding
When Not Reachable
Simultaneous Ring L ]
Ring multiple devices at the same time for

incoming calls.

Answer confirmation required

Set number

¥

Remote Office

SUSTPVIUNS S U S

Do Not Disturb

Call Forwarding

Simultaneous Ring

Remote Office L ]
Make

calls from a remote phone a
from your

rnrﬁw.z\w‘xw/ﬁﬂwﬁf

BroadWorks Anywhere

Remote Office

BroadWorks Anywhere L ]

Alert all enabled locations for Click-te-
Dial

D:'rfﬁm" - B+

CellPhone

Add number

© 2017 CenturyLink. All Rights Reserved. The
CenturyLink mark, pathways logo and certain
CenturyLink product names are the property of
CenturyLink. All other marks are the property of
their respective owners.

BusinessCommunicator_Guide_0517_v4

23




\ :
-~ CenturyLink-

Feature Descriptions - Remote Office and BroadWorks Anywhere

o Remote Office -- allows you to use any phone as your office phone, such as hotel room phone or mobile
device.

= When enabled, incoming calls ring to the Remote Office device only

= If you click to dial from the Business Communicator, your Remote Office device rings first, and
initiates the call when answered

¢ Anywhere -- allows fixed to mobile convergence (FMC) services without requiring additional equipment.
You also have voice call continuity with the ability to move live calls from one device to another without
transferring.

= More than one device can be defined as an Anywhere device
= All enabled Anywhere devices ring for incoming calls, along with your Business Communicator

= Move calls seamlessly between your Business Communicator and your Anywhere device(s)

© 2017 CenturyLink. All Rights Reserved. The
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9 Collaboration Features
The Collaboration version of the Business Communicator allows you to do everything described in previous
sections, and includes the following features. If you have a Voice/Video version, you will not have features
described in this section:
o Instant Messaging (Individual session)
e Group Chat
e Presence
e Click-to-Dial from Individual or Group Chat sessions
« MyRoom
L Business Communicator l = S|
9.1 Presence -
If your Communicator has the Presence banner, as displayed in this o P
screen shot, review the following Collaboration section for details on What's on yourmind?
Instant Messaging/Presence, and My Room functionality. All features
described in previous sections of this user guide, pertain to both versions Search and Dil
of the Business Communicator. _ | v My Contacts (1)
a Rebecca VVX500
9.2 Changing Presence Status

Presence allows you to change status, so individuals monitoring you see if
you are on a call, available, busy, away, or offline.

e w
E Business Communicator EI_Iéj

File Edit Contacts Calls Conversations

1) Manually change status by clicking the [Down Arrow] next to your
status.

Boharra Taet T0SE User?
EESTT

available

2) Choose from Available (green), Away (orange), Busy (red), or
Offline (white) from the presence list.

away
% busy

offline
{ COTITHTT 1T

HV, Beverlyn Rhoa_ call B ||

3) The IM&P indicator in your Communicator changes to reflect your
new status, and changes on the Communicator for anyone
monitoring you. =

4) When on an active call, the Communicator dynamically changes to ©
reflect your call or no call status.

Note: At this time, you can only monitor presence of individuals within b
your company using the CenturyLink Business Communicator with
Collaboration license; if contacts do not display a presence indicator, L
they do not have the Collaboration version and cannot be monitored or
IM'd.
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9.3 Profile Picture or Avatar

1) To add, change or delete your profile photo or Avatar, right click the
[Grey Silouhette] profile icon.

2) Click [Change Profile Photo] to add or change a picture/Avatar, and
click [Clear Profile Photo] to remove a picture/Avatar.

3) Search for your photo/Avatar, as you normally would based

on your operating system.

4) When a photo/Avatar is selected, it populates within the
profile icon, and also appears in the Communicator for

anyone monitoring you.

9.4 Instant Message (Chat)

-

E Business Communicator

File Edit Contacts Calls Conversations

Rebecca VX400

Change Profile Photo

Clear Profile Photo

& Search and Dial

-
E Business Communicator

Search and Dial

__ | T Customers (0)

Edit Contacts Calls Conversations

IM (chat) with individuals within your company that have Communicator licenses with Collaboration. Those
individuals are identified by the IM&P (Instant Message and Presence) indicator next to their name. Individuals
from your Enterprise Directory must be added to your Contacts, to enable IM&P. Adding users from your
Enterprise Directory to your Contacts is described in Section 6 of this user g}Jide.

1) Click the Contacts icon to locate the individual you wish to Chat

with.

2) Once they are located, [Double Click[ on their name, or [right-click] to

expose a menu.

3) If you choose to right-click on the Contact, click [Chat] from the list.

4) Either method, launches a Chat window for that individual.

D .
)

E Business Communicator = &

File Edit Contacts Calls Conversations

arch and Dial
My Contacts (1)
HV, Beverlyn Rhoads

Chat
Call 4

G HV, Beverlyn Rhoades (busy)

Communication  Window Help

Yesterday Last Week Last Month All History

(SRR I L]

Call from Phone L4
=) yigeo call 8

Join Room

Email

Set as Favorite

Add to Group
Remaove from Group
View Profile

Edit Profile

Unsubscribe

Il @

Delete Contact
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5) The following options are available at the bottom of the Chat window:

e Chat Bubble — closes the Chat window

e Handset icon — dials your contact using the
Communicator

e Phoneicon — dials your contact using your IP handset

e Video icon —dials your contact using Video call (you
and the terminating party must have video capabilities)

e Share icon —Share your desktop or active
application(s)

6) The following options are available on the right of the Chat

E HV, Beverlyn Rhoades (busy) = | B |

Eile Edit Calls Communication Window Help

Yesterday Last Week Last Month All History

CenturyLink. All other marks are the property of
their respective owners.

] ®
window: m B
. . DS B e I o
e Emoticons - add emotion to your chat
e File Share - send files via the Chat window
e Options - delete chat history, edit profile, etc.
9.5 Group Chat
With the Group Chat feature, easily add additional parties to an existing Chat session by dragging and
dropping.
L Business Communicator l = S|
Edit Contacts Calls Conversations i
1) With an IM (Chat) session in progress, locate the individual you
want to add to your session.
searchand Dial E Rebecca VWX500 (Offline)
| My Contacts (2) File Edit Calls Communication
i) e HV, Beverlyn Rh ‘Yesterday Las]
Today is 2 great day! 111212016
@ HV, Kendra War| | Rebecca VVX400 9:10 AM
. Are you able to chat?
2) [Left-Click] and [Drag] the contact to the bottom of the IM (Chat) y
window.
v
PN B e
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E Group Communications (Owner) | () | e

3) Releasing the mouse adds your contact into that chat, and e ——————
creates a Group Chat window,.

s Rebecca Test, CCStd User2 )
= W avaibe -

a}-rE

nd drop contacts from the contact list to add them as participants to this

4) All features available in an individual Chat, can be used in a
Group Chat.

B
'y
B
L0
1

Note: If you click the handset or phone icon in the communications ribbon of a Group Chat, you dial all
parties appearing in the Group Chat. A maximum of 15 individuals can be on your call if clicking to dial from
the Group Chat window.

9.6 Call and Chat Histor ] X
y E Business Communicator l = i
All chats, both individual and group, register in your Call History Log. —

Contacts  Calls  Conwversations

1) Click the [Call History] icon (clock icon). S

2) Click the [Chat] tab to view Chat Logs; clicking the [Handset] tab allows | Nonew messages
you view Call History Logs.

. . . . Rebecca VVX4(Q
3) To review chat history of any conversation, [Double Click] on an - e i
individual or group chat record. =
]
| = Sroue ghet
) -~ 1/15/2016 1101 AM .
L Rebecca VVX400 (offline) = | B ) m
. . File Edit c;usw, - -
4) CIICk a [Hyper“nk] Yesterday Last Week Last Menth All History \'J
5) to review chat records.
Rebecca VVX400 523 AM
6) Choose from: Hello- -
e Yesterday
e LastWeek
@
e Last Month
. =L 38 a7 =
e All History.
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9.7 My Room - Set Up

My Room is a permanent room used for chatting with anyone that joins. If your conference bridge was
registered under Options > Advanced > Credentials, you and your attendees can click the Call or Video
icons to automatically dial into your conference. When dialing into the bridge from a My Room window,
both moderator code and attendee PIN is automatically entered for attendees. Only attendees with

Business Communicator with Collaboration licenses can be added to your room and take advantage of
clicking to dial into your conference bridge.

Perform the following to add your conference bridge and entry

codes to your profile:

1) Click the Gear icon to access Options.

2) Click the down arrow and select Advanced.

3) Under Credentials, enter your Conference Bridge information:

e Phonenumber
e Moderator PIN

¢ PIN1 (and PIN2 if necessary)

9.8 My Room - Using

1) Click the My Room (house) icon on the left rail to open a My Room chat

window.

2) Icons on the bottom of the window perform in the same manner as

features within individual chat windows.

3) If your conference bridge information is defined,
clicking the handset, phone or video icons
automatically enter you and your attendees into
your bridge, including the moderator code and

attendee PIN.

4) Each attendee must click to dial from their window

to join the bridge.

-

E Business Communicator

File Edit Contacts

Calls  Conversations

P
@ A S
& e
1 Call bridge
[C|
Q Fhonenumber
.
Maderator PIN
__F'\.-‘
PIMN1
PINZ2
_J
| |
e "
E Business Communicator El_lﬂ—hJ

File Edit Contacts Calls Conversations

L Search and Dial ar

v My Contacts (Z)

e HV, Beverlyn Rhoades call %

L My Room (Owner)

SETI

v Participants
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Test, CCStd Use...

Audio conference information has not been provided. To enable audio
functionality, please enter your cenference infermation under Options.

Vesterday Last Week Last Month Al History
5/5/2017
Drag and drop contacts from the contact list to add them as participants to this
chat
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5) To add attendees, click the Contacts icon to access personal

contacts.

6) Once your contact is located, left-click and drag them to your

My Room window.

7) Releasing your mouse enters your attendee into the room.

8) That individual is now added to the group chat within your My

Room window.

9) Continue this process until all attendees have been added to

your my Room.

9.9 Desktop Share

-

E Business Communicator

File Edit Contacts

Calls

arch and Dial

My Contacts (2)

= a HV, Bever|

~ @ HV, Kend

My Room allows you to share your desktop or active applications with individuals
participating in your My Room chat.

1) To share your desktop, click the Share button at the

Conversations

-
L My Room (Owner)

File Ed

it Calls Communication

¥ Participants

s Rebecca Test,CCStd Use.. ;

Window Help

Audio conferen
functionality, plea

Drag and drop con
chat.

E My Room (Owner)

= [ 5] [ |

File Edit Calls

bottom of the My Room window.

2) Participants receive an invite window at the bottom
of their computer screen.

3) They must click on this invite to accept your desktop

Share.

Communication Window Help

s Rebecca Test CCStd Use.. :
o T :

=

Audio conference information has not been provided. To enable audic

functionality, please enter your conference information under Optiens.

Yesterday Last Week Last Month Al History

Drag and drop contacts from the comtact list to add them as participants to this

chat.

4) Select to Share your desktop, or any active application.
5) Click the Start Share button.

6) After sharing begins, a control window appears at the top of your

screen.

7) Options from left to right:

e Pause

e Stop Sharing

e Select What to Share
e Preview

8) When sharing is completed, click the Stop Sharing button.

Select Display or Application

MNow Sharing
to My Room (Qwner)

o
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10 Voicemalil

Within Business Communicator, review the number of new messages in your mailbox, and also dial into
voicemall to retrieve messages and manage Voicemalil features.

10.1 Accessing Voicemail T —— = =)
1) Click the Call History icon on the left rail of the Communicator File Edit Contacts Calls Conversations

window.

2) Review call and chat histories by clicking on the Handset or
Chat Bubble tabs.

3) Above that is your indication of how many new voicemail
messages are in your mailbox.

Voice Mail

joN F
' ' Nonew messages
S

4) To dial into voicemail, double-click the Voice Mail hyperlink
which opens an active Call Window.

# 0100357642

: : 1/26/2017 127 PM
CENTURY, 4
L 8555396245 = [ B |

File Edit Calls Communication Window Help

5) When the voicemail system answers, °
enter your passcode when prompted. -

— [ 1] uu’. H O e =

8177994#

1 2 3

6) Click the Keypad icon to enter your passcode followed by #, or use the A LiEF
numbers or numeric keypad on your computer. 5 6

7) Follow the prompts to play, delete, or forward your voicemail messages or o Il MG
to manage voicemail settings. 7 8 9

T WY Z

* 0 #
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E Business Communicator

8) Another option for dialing into voicemail, is by clicking and holding
down the 1 key on your Communicator dial pad.

File Edit Contacts Calls

Rebecca Test, CCStd User2

O avsilable v

§ SetlLocation

What's on your mind?

Tl 1w 2

' Qo LS ABC

R

; .
GHI JEL

® 7 8
PORS TUN

ot

Conversations

E 8555396245

File Edit Calls Communication Window Help
9) Click the Keypad icon to enter your
password when prompted, followed by :_
the # key.
[ ] [ L]

o3

10) Follow the prompts to play, delete, or forward your voicemail messages or
to manage voicemail settings.

END

DEF

PR

WEYZ
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