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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 Palicies. MAC and the Mobile 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).

« The installation 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.

. For video 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.
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For high definition (HD) video, the following is recommended:

« HD camera

- HD resolution support in display

« Quad Core x86 or equivalent at a minimum
« 2GBRAM

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 license 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 menu. Scroll to the bottom of the page and click on the link for the application
you want to install, follow the installation wizard.

Home CallLlogs CallFeatures  VirtualDesk  Voice Mail  Contacts Prnﬂ\e&saﬂingl Help l

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

Frequently Asked Questions

Manuals

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

User Guides
GenturyLink Business Communicator for Desktop

CenturyLink Business Communicator for Mobile
Hested VelP Agent Guide

ycop Mode| G

(Eatyssn, A W1500 Tr2 AWW‘HH“MM—M—pWM
Enterprise Assistant Toolbar Training
Recepticnist Consale Training

Business Communicator € Mac
Business Communicstor € Windows

Business Communicator € Android
Enterprise Assistant with Outlock Integration
Contact Center Client
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Open File - Security Warning i

2) Click the Run button to download the e you wentto e fle?
BuS|neSSCOmmunicator_exe flle_ @ Name: ..6\Downloads\BusinessCommunicator_PC[7).exe

Publisher: Broadsoft, Inc
Type: Application

From: C:\Users\aa79096"\Downloads\BusinessCommun...

)

|| 7 Aways ask before opening this fil:

Installer Language

3) Select the appropriate language from the drop
dOWh bOX and CIiCk the OK button. E Please select 3 language.

installation of Business

|Engish

all other applications
ke it possible to update
) (o ] (e ] [

4) Click the Next button.

) (e ) (o ]

)

#*. Business Communicator Setup. [=

. . License Agreement
5) Read the License Agreements and click the | Agree Plecse v tre kense trmo before sl Susccs
buttons. R

[BROADTOUCH™ COMMUNICATOR END USER LICENSE AGREEMENT -

]

IMPORTANT - READ CAREFLILLY

ITHIS IS A LEGAL AGREEMENT BETWEEN YOU (THE INDIVIDUAL OR THE ENTITY) USING
ITHE BROADTOUCH™ COMMUNICATOR. SOFTVWARE AND BROADSOFT, INC.
(CLICENSOR ") PLEASE READ THE FOLLOWING TERMS CAREFULLY.

Installation of the BroadTouch™ Communicator client software and documentation (the
on acceptance and ag by You to the terms an
conditions set out below. You may not use the Product in any way unless you have -

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

Mullsoft Install System v2.46.5-Unicode
& o

= %

ommunicator Setup

Install Options.
Choose options for instaling Business Communicator

6) If you always want your Business Communicator to open =
at start up, leave the Always run Business
Communicator when the system starts box checked
(recommended). If not, uncheck the box. IV tvaysrun usinss Commnicator when h st sars

7) If you want a Business Communicator icon created on v s Comstentn Dt
your desktop, leave the Create Business
Communicator Desktop Icon box checked. If not,
uncheck the box.

8) Click the Next button. .
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9) The executable file predetermines where to upload the [ ssnes communkator sewe '- =

file (recommended). ot ldor i 1 st s Commurict

10) If you wish to place this tool in another folder on your R R e o e e 2
compulter, click the Browse button and search for that
location.

11) Click the Next button to continue. C:progrom Fes (x66)Centryt ik usness Communcatr

Space required: 191.4M8
Space available: 62.3G8

am—re

T8 Business Communicator Setup = -
Instlation Complete i
. L Setup was completed successfully.
12) Click the Install button.
Completed
13) The application runs through the full download. ——
et install registry entry: 'NoModify' to '1 -

Set install registry entry: ‘Displaylcon’ to ‘C:\Program Files (x86)\CenturyLink'\Busines. ..

14) Once download is complete, click the Next button.

1

Cancel

#* Business Communicator Setup L =)

Completing the Business
Communicator Setup

15) With Start Business Communicator checked, click the
Finish button.

16) This automatically launches your Business Communicator,
unless you uncheck the box prior to clicking Finish.

Business Communicator has been nstalled on your computer.

Click Finish to dose Setup.

Start Business Communicator now

e
|
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2.2 Sign In E Business Communica.. — >

Eile Edit Help

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

1) Enter your Business Communicator User Name and Password. Refer to

your welcome email for login information. This is the same user name and Usemae v
password used to log into your Hosted VVolP End User portal, and is CaSE
SeNSitiVe.

2) Check the Remember Password check box if you want the application to  EaiE
remember your password. Forgot Password?

3) Click the Sign In button. STz —

. . WAR:NIIIVIG: Dh(_: nubuse ¥ou‘r suhﬂ phogje mmdial 1?’111 EXFEtEt ﬁ('joghyu_ur Ir‘Eg\s:_ared

4) Read and understand the E911 disclosure warning, then ﬁ';ﬁ‘f?:?A’T;u:;;in‘;‘?;r:gtt_‘;1féispildﬁﬁiéitpfmnﬁaﬁﬁ,}‘:@g“:é

CIICk the OK button. gfg:;‘lmnggiT:é?::::‘SEN\ces‘ Is recommende at you maintain alternative

o

2.3 Main Window

There are two license types for the Business Communicator; Voice/Video and Collaboration. The
functional difference between the two license types is Instant Messaging/Presence and My Room.

E Business Communicator  — ] X

Voice/Video

« The green banner at the top of a VVoice/Video license does not include My
Room access or the ability to add, manage and change your presence.

Your contacts list is empty. To add contacts,
search or add from the menu

Bl My Contacts (0) ~

N N

E Business Communicator  — O K

Collaboration

. The Collaboration license does allow access to My Room and presence
within the green banner at the top of the application. Refer to the
Collaboration section for details on these features. Everything else
referred to in this user guide, including calling features/functions, is the
same for both versions of the Communicator.
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E Business Cemmunicator ~ — a X

File Edit Contacts Calls Conversations

o
2
ES
E
e
5
E]
3
+

Top to Bottom (Voice/Video):

Your contacts list is empty. To add contacts,
search or add from the menu

. Contacts

Contacts (0) ~

« Communication History

. Keypad
. Directory
« Options

E Business Communicator ~ — o

Top to Bottom (Collaboration):

« Presence and My Room (within green banner)
. Contacts

« Chat History

« Communication History

. Keypad
. Directory
« Options
- John Smith e —

2.4 Phone Communication Window

While engaged in an active call, a communication window [& _
displays. From this window perform the following actions:

« End an audio or video call d X 2 3
. 4 5 6

« Open the dial pad
. 7 8 9

« Mute your microphone
* 0 #

« Place callers on hold

o

« Transfer callers
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2.5 Make an Audio or Video Call e Commniater = 0
Make an audio or video call using one of the following methods:

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

- Select Call, Video Call or Call from Phone the drop down list
« Enter a phone number in the Search and Dial field:

- Press enter on your computer to send the call

Video Call

e Click the Dial Pad icon: ) emifer Sm ol from phone

E Business Communicator — O

- Enter a phone number Fle Edt Contacts Calls_Conversations 3 orte

John Smith

- Click the Video icon for a video call, the Handset icon to call
using your Communicator, or the Phone icon to call using your
IP handset

e Within Communication History, double-click any call record to dial
that number

NOTE: If dialing a phone number that requires additional dual-tone
multi-frequency (DTMF) tones (for example, a conference bridge),
you can type the numbers on your keyboard or open the dial pad in
the communication window.

2.6 Active Call Window

The active call window displays at the right of the main application window. This area provides an easy
way to verify who you're communicating with.  The following features are also available in the
Communicator itself:

From Left to Right:
« End call —red handset
« Hold — double bar

« Mute/unmute — microphone icon

CCStd User2 Test (Rebec. . 9524571812
Bcal v

« Options (dialpad icon):
1 Transfer
1 Conferece
1 Park
1 Etc.
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2.7 Business Communicator Window
The following call control features are available in the Communicator window:
From Left to Right:
. Call timer
« End call — red handset
« Hold — double bar
« Mute/unmute — microphone icon

. 9524571812 x

wor e || @ o mz O

« Transfer — handset with arrow Retner Parke at

6/11/2019 2:34PM - 0:21

« Conference — group silhouette

6/11/2019 234 PM + 0:53

« Park—circle P

nnnnn

.. CCSIdVVX 450 Tost (Rebacea)

. More (ellipses icon):
1 Add video
1 Set Audio Device

View Profile.
Add to Contacts

Clese Tab

1 Start Recording (if you are assigned a call
recording license)

1 View Profile
1 Add to Contacts
1 Close Tab
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2.8 Define Audio Device

Within options, define your audio device preference, based on whether you're using speakers or a
headset device. Always select the preferred audio device before making or answering a call.

E Business Communicator ~ — [m]

x
B

File Edit Contacts Calls Conversations

John Smith

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

on your mind?

2) Click the down arrow next to General.
3) Click Audio/Video from the drop down list.

neral

A
5 General

Ep——

¥ Incoming Calls

g+ Outgoing Calls
& Extensions
3, Advanced

Run this program when the [ ]

Notifications

Ask before deleting a contact [ ]
Ask before deleting history [ ]
information
Ask before publishing location ®
information

E Business Communicator ~ — O X

4) Within Audio/Video, make the following setting changes by clicking the [P S——_—
down arrows:

What's on your mind?

e Headset — Output device - select the preferred device
] Audio/video

e Headset — Input device - select the preferred device

Headset:

e Ring device (alert signal) - if selecting a headset for the output
and input options, it is suggested you select speakers for your Ring
device, this ensures you'll hear an audible ring even if you don't
have your headset on

Output device

Headset Earphone (Plantronics DABD)

Input device
Headset Microphane (Flantronics DABD)
Speakers

Output device

Use Default v
Input device

Use Default v
Level

Ring device (alert signal)

Speakers (Conexant ISST Audio) v

Ring signal
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3 Contacts

People you add as contacts are generally numbers you call most often.

« Contact — individual contact
« Group — containers for contacts

£ Business Communicator - O

3.1 Adding Contacts

1) Addnew contacts by clicking the “+” icon within the banner at the top of
the Communicator.

What's on your mind?

Your contacts list is empty. To add centacts,
search or add from the menu.

My Contacts (0)

New... x ‘

2) Enter information pertaining to the contact in the
New Contact window.

New Contact

Display Name:

tis empty. To add contacts, John Doe
add from the men

3) Enter Display Name, First Name, Last Name,
and Phone Number(s). **

First Name

John

Last Name

4) Click the Save button to save the contact
information.

Doe.

Werk Phone
2125551234

Work Extension

Enter Work Extension

Mobile Phone

Enter Mobile Phone.

**Additional contact information can be added but is
not mandatory. If you wish to use your contact entry

for click-to-dial, the profile must include at least one
valid phone number.

5) Click the Contacts icon.

6) Your new contact appears in your contact list for quick access and
dialing.
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3.2 Adding Contact Groups

Contacts are individual entries for people you call most often. Groups allow you to bucket those
contacts into logical containers such as customers, internal organizations, etc..

E  Business Communicator - m]

1) Add a new group by clicking on the “+” icon in the banner at the top of the g EEE———————
Communicator.

Your contacts list is empty. To add contacts,
search or add from the menu

My Contacts (0) ~

§ Business Communicatar

Fle Edt_ Contacts Calls Comvessations Window _Help

2) Click the Group icon in the New Group window.

3) Enter the name or the group in the Group Name
field.

sales

4) Click the Add to Contacts button.

5) After clicking the Contacts icon, the new group appears above the My Wt onyou i
Contacts group which contains all contacts not added to a group.

6) Expand and collapse each group by clicking the up or down arrows.

7) Expanding a group allows you to view members within each group for
click to dial, editing, etc.
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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 perform the following:

« Call, Video call, Call from Phone
. Define contact as a Favorite

E Business Communicator - a

File Edit Contacts Calls Conversations

. Add contact to defined group
. View or Edit Profile

Video Call
Call from Phone

o Delete Contact

Set as Favorite
Select an option based on the outcome you wish to accomplish for that contact. e

Delete Contact

4  Making/Answering Calls

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 using your computer as the P
speaking device, your IP handset as the speaking device, or video calling. SRS

ocation

1) Clle the Dlal Pad ICOﬂ What's on your mind?

2) Click digits within the dialpad, or use numbers or numeric dialpad on
your computer to enter a number in the Start new call field.

X

E Business Communicator  — ]

File Edit Contacts Calls Conversations b

x

E Business Communicator - ]

3) You can also paste a number into the Start new call field. e

John Smith

4) Click one of three buttons at the bottom of the keypad to make your B 2125559874
call: 013 Agc D§F
. . . 4 5 6
e Video button - video call (you and the terminating party must have aH KL O
video capabilities) 7 8 9
PQRS TUv WXYZ
e Handset button - call using your Business Communicator as your . 0 .

speaking device

e Phone button - call using your IP handset as your speaking device
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4.2 Answering Incoming Calls

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

E Business Communicator  — ] x

File Edit Contacts Calls Conversations B

1) Answer:
e Communicator — green handset icon

e Pop-Up window — green Audio button

2) Decline:

e Communicator — red handset icon

1812-Incoming call

e Pop-Up window — red Decline button John Smith n}hj

4.3 Call Processing

There are two ways to process calls within the Business Communicator, the communicator
window or active call window.

1) With an active call in progress (Communicator window):

e Disconnect — click red handset icon

e Hold — click double bar icon

Help

©

. COStd VVX 450 Test (Rebecea)

e Mute/Unmute — click microphone icon

-1

e Transfer —click the handset/arrow icon

&, Transfer

e Conferece — click the group silouhette icon
e Park — click the circle P icon e B
] ——

e More — click the ellipses icon
2) With a call in progress (active call window):
e Disconnect - click red handset icon

e Hold — click double bar icon

e Mute/Unmute - click microphone icon
e More — click the more icon (dialpad icon)
=  Transfer
= Conference
=  Park
= Etc.
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What's on your mind?

3) More menu (communicator window — ellipses icon):

e Add existing call to video
Add Video

e Transfer callers

Set Audio Device  *

Transfer to 3
e Conference new callers

Conference with  *
Park Call

e Park callers

Join Room

° Etc Close Tab
. MNQO
More features (active call window): ® . John Smith
W =sitstie
e Transfer callers
e Conference new callers @ Conference
%S ParkCall
e Park callers 9 =——
# Dialpad
e Access dialpad 4 Audio Device (0]
ol —
S

o Etc.

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 record doesn’t 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

When you have one or more missed calls, a counter displays on the Call History icon on the left
side of the main window. Clicking this icon opens the communication log within Call History
view.
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4.6 Full Screen in Video Call

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 screen).

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.

5 Search

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
sametime. As soon as there are results from the enterprise directory, these results are shown on a
separate list in the main window.

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.

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

6  Call History

The icon resembling a clock, logs and displays call history. It also displays a counter indicating number
of missed calls.

The Communicator records call history for missed, placed, and incoming calls. Call history makes it easy
for you to redial when you've missed a call or you want to easily dial a caller with whom you recently
spoke.

x

File Edit Contacts Calls Conversations »

E Business Communicator ~ — O

Call types are identified by directional arrows:

John Smith

John . 8 ion
+ 181 Mlssed - 1o

What's en your mind?

Today

John a Voice Mail
Lo Placed ki
o JohnEmith |
oday T
Joh Todaff 1:24 PM
lohn .
+1e1 Incoming Joha smith ]
Today + a5fl571812
oday) Todaff 1:24 PM - 1:27:49
W C John Smith |
js sl
Todaff 1:23 PM -+ 0:02
John Smith |
1812
TN e
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7  Enterprise Directory

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 VolP platform. Click the Directory icon on the left side of the
Communicator window to view, search and dial from within the Enterprise Directory.

8  Options

Within options, the communicator supports the following service management features:

E Business Communicator ~ — ]

X

File Edit Contacts Calls Conversations >

8.1 Options
1) Click the Options icon (gear) at the bottom of the left rail.
2) Click the down arrow next to General to expose all options:
e Genera
e Audio/Video

e Incoming Calls

] AudiofVideo
¥ Incoming Calls

. %7 Outgoing Calls
e Outgoing Calls

ﬁ" Extensions

&%, Advanced

e Extensions
e Advanced
3) Click on any options topic to review or modify settings.

Run this program when the

RS

E Business Communicator —

O

File Edit Contacts Calls Conversations

x
»

4) As you select different options, make setting changes by doing the following:

e Click down arrows or drop down boxes :
What's on your mind?
e Move toggle switches right to enable

¥ Incoming Calls

e Move toggle switches left to disable

Do Not Disturb

e Input data in fields as necessary

Anonymous Call Rejection

Call Forwarding A~

QFF - Calloptions net configured

Always Set number
‘When Busy Set number
‘When No Answer Set number

Number of rings before

) 3 v
forwarding

‘When Not Reachable  Setnumber

ST~
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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 clicking toggle buttons:

x
»

E Business Communicator - O

Eile Edit Contacts Calls Cgnversations

Language
e English is currently the only language option
Login

e Enable/disable "Remember password"

Language

e Enable/disable "Sign in automatically" (remember password must Frslt v
be enabled for this feature to be active) Login
Remember password L ]

e Enable/disable "Run this program when the system starts"

Sign in automatically

Run this program when the L ]
system starts

Notifications

A SV P

x
&

E Business Communicator ~ — [m]

File Edit Contacts Calls Conversations

Notifications
e Enable/disable "Ask before deleting a contact”
e Enable/disable "Ask before deleting history information”

Notifications

e Enable/disable "Ask before publishing location information”

Ask before deleting a contact [ ]

e Enable/disable "Ask before ending a communication” s before dleting htony -
information

e Enable/disable "Ask to hold a call when starting a new call” e betore et locaton @
information

AcceSSIbIIIty Ask before ending a L]

communication

e Enable/disable "pop-up errors”

Ask to hold a call when starting a ®
new call

e Enable/disable "tooltips"

Accessibility
e Enable/disable “Spell checker” Enable pop-up errors
Enable tooltips [ ]

Enable spell checker
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8.3 Options — Audio/Video

The audio/video option allows you to define settings such as speakers, microphones and ringing device.

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

X
>

E Business Communicator  — [m]

File Edit Contacts Calls Conversations

Johi
[Ha

tion
What's on your mind?

Audio

e Headset Output/Input devices - click the down arrow to select from
devices installed on your system, including headset devices (confirm
this setting each time you launch Business Communicator)

[*] Audio/video

Headset:

Output device

e Speakers Output/Input devices - click the down arrow to select
from devices installed on your system, including headset devices
(confirm this setting each time you launch Business Communicator)

Headset Earphone (Plantronics DAS0) v
Input device

Headset Microphone (Plantronics DABD) v
Speakers
Output device

Use Default v

Input device

Use Default v

Level

E Business Communicator ~ — O X

Level

File Edit Contacts Calls Conversations

¢ Ring device (alert signal) — it's suggested you set your Ring device
to speakers, if your Ring device setting is set to a headset; this
requires you to have your headset on to hear the audible ring

e Ring Signal - select different ring type options by clicking the down
arrow, click the Play button to list to your your selection

Use Default

Input device

e Enable/disable — “Play tone for incoming messages”

Level
Ring device (alert signal)

Speakers (Conexant ISST Audio) v
Ring signal

Play tone for incoming messages @

Video

e Capture device (video) - click the down arrow to select from installed
video equipment

Video

Capture device (videc)

e Video size - select from Large or HD (this impacts broadband
performance depending on which setting you choose)

HPHD Camera v

Video size

Large v
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8.4 Options — Incoming Calls

Make call forwarding and do not disturb setting changes within the incoming calls option. To
enable/disable feature settings, 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 buttons or typing in data fields:

E Business Communicator  — m]

X

File Edit Contacts Calls Conversations b

Do Not Disturb
e Move the Do Not Disturb toggle bar to the right to enable
e Callers go directly voicemail

e Move the Do Not Disturb toggle bar to the left to disable

Do Not Disturb

Anonymous Call Rejection

Anonymous Call Rejection

Call Ferwarding

Remote Office

e Enable/disable — blocks incoming calls not providing caller ID

Call Waiting L ]

S

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

e Move the Call Forwarding toggle bar to the right to enable N N

Anonymous Call Rejection

e Click the check box for the forwarding option you wish to enable

Call Forwarding ~
OFF - Call options not configured

e Enter the number you want to forward to in the Set Number field

Always Set number

e Determine the number of rings before forwarding is enabled by When Ko Arswer | St
clicking the Number of rings before forwarding drop down arrow fomardng Y

e Check/uncheck boxes to enable/disable each forwarding option ———

¢ Move the Call Forwarding toggle bar to the left to disable e N
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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're
on another call

In the Set Number field, enter the number you want to
simultaneously ring when your number is dialed, 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” of any sim ring device you want to permanently remove

Remote Office

e Move the Remote Office toggle bar to the right to enable
e Inthe Set Number field, enter the 10-digit phone number of the
device you want to define, hit enter on your computer
e Move the Remote Office toggle bar to the left to disable
Call Waiting
e Enable/disable — allows you to answer more than one incoming call,

it is suggested you leave this feature enabled

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 checkbox next to the number field, to enable that device

Move the BroadWorks Anywhere toggle bar to the left to disable

M
S I e Wy

OFF - Call epticns not cenfigured

Simultaneous Ring ~
OFF - Ring number not selected

Ring multiple devices at the same time for
incoming calls.

Do not ring when on a call
Ring Numbers

2125551234

Phene number is required to activate
Simultaneous Ring

Remote Office

Call Waiting [ ]

i g N T N Ry

OFF - Ring number not selected

Remote Office [ ]

Make calls from a remote phene and have
it appear from your business line. In
addition any incoming calls to your
business line will ring on this remote
phone.

2125559876|

Call Waiting

BroadWorks Anywhere ~
oN
Use your selected phenes ("Locations”) as

an extension of your business phone
number and dial plan.

Alert all enabled locations for Click-to-
Dial

¥ 2125555678 m

Add number
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Feature Descriptions - Remote Office and BroadWorks Anywhere

e 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

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

e 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 deviceto 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)

I
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9 Business Communicator with Collaboration

The collaboration version of the Business Communicator allows you to do everything described in
previous sections including the following features. If you have a voice/video version, you will not
have features described in this section:

. Instant messaging (Individual session)

« Group chat

. Presence

« Click-to-dial from individual or group chat sessions
« My Room

E Business Communicator

9.1 Presence

If your communicator has the presence banner, as displayed here, review
this collaboration section for details on instant messaging/presence, and
my room functionality. All features described in previous sections of this
user guide pertain to both versions of the Business Communicator, this
section pertains to the collaboration version only.

(O sales (0)
My Contacts (1) ~

John Doe

9.2 Changing Presence Status

Presence allows you to change status, so individuals monitoring you can see if you're on a call, available,
busy, away, or offiine.

E Business Communicator ~ — m} k4

File Edit Contacts Calls Conversations B

1) Manually change status by clicking the down arrow next to your status. John Smith

[H available v

available

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

away
7 busy

offline

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

B My Contacts (2) ~

.JohnDoe
HH Gnnam~ -

R NI e

4) When on an active call, the Communicator dynamically changes to reflect
your call status.

Note: At this time, you can only monitor the presence of individuals within your company using the
CenturyLink Business Communicator with collaboration. If contacts don’t display a presence indicator,
they don’t have the collaboration version and cannot be monitored or IM'd.

page 26 of 36
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2019 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.



\|/

AV = .
-~ CenturyLink

9.3 Profile Picture or Avatar T T s

1) To add, change or delete your profile photo or avatar, right-Click the s ———m
profile icon (identified by your initials). ©

2) Click Change Profile Photo to add or change a picture or avatar, or

click Clear Profile Photo to remove a picture or avatar.

3) Search for your photo or avatar, as you normally would E BusinessCommunicator — [
based on your operating system. File Edit Contacts Calls Conversations

4) When a photo or avatar is selected, it populates within the
profile icon, and also appears in the communicator of
anyone monitoring you.

Joh

9.4 Instant Message (Chat)

IM (chat) individuals within your company using Business Communicator 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.

E Business Communicator ~ — [m] *

File Edit Contacts Calls Canversations A

1) Click the Contacts icon to locate the individual you wish to chat
with.

2) Oncethey're located, double click on their name, or right-click to
expose a menu.

3) Ifyou right-click on the contact, click Chat from the menu list.

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

Call from Phone L4
Video Call L4
Join Room

Email

Set as Favorite

Add to Group 7

Remove from Group ¥
View Profile

Edit Profile

Unsubscribe

Delete Contact
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5) The following options are available at the top of the chat window:

e Close —click the “x” at the top of the
window to close the chat session

e Handset icon — dial your contact using the S Q= [ oo BB O
Communicator
e Video icon — dials your contact using umm - a

video call (you and the terminating party

£ Business Communicator

File Edit Comtsct: Calls Conwersations

(") John Doe

Window _ Help

)

must have video capabilities)

e Phone icon — dials your contact using your
IP handset

e Shareicon — share your desktop or active
application(s)

e Information icon — click to review profile
info

6) The following options are available at the bottom of the chat window:
e Type your message here “field” — type your comment and hit enter on your keyboard
e File Share - send files via the chat window

e Emoticon icon — add emotion to your chats by adding emajis

9.5 Group Chat

With the group chat feature, easily add additional parties to an existing chat session by dragging
and dropping.

§ Business Communicator - o %

File  Edit Ce Conversations _ Window _ Help

Jennifer Smith x

1) With an IM (chat) session in progress, locate the
individual you want to add to your session from
within contacts.

Joinkoom 4, WM B Z (D

Hi, are you able to chat?

Jennifer smith
Minneapolis 3:48 AM

| Matt Osielski

2) Left-click and drag the contact to the IM (Chat)
window.

° Tina Foote CFA 919-296-2040
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3) Releasing the mouse adds your contact in to that i,
chat session and creates a group chat window. YT

Hi, are you able to chat?

Jennifer Smith

Minneapolis 3:56 AM
Tam

BEl - John Doe

i ()

4) All features available in an individual chat, can be
used in a group chat.

Drag and drop contacts from the contact list 1o add them as participants to this chat
Jennifer Smith jcined chat. 9:56 AM
Matt Osielski joined chat 9:56 AM

° Tina Foole CFA 919-296-2040 -

o~
‘\mﬂ‘ Hello

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 croup chat window.

9.6 Chat History

All chats, both individual and group, register in your call history Log.

E Business Communicator ~ — [m}

Group Chat
I haven't renamed my phone solr..

1) Click the Chat History icon (chat bubble icon).

2) Individual and group chat logs are displayed. Today, 301 PM
. . . . . - Jennifer Smith
3) To review chat history for any conversation, double click on an individual ﬁ an howcan1 e o

or group chat record.

Tina
e Thanks! You're the BEST!
Today, 10:15 AM

E Business Communicator
file £ s Comvessations

4) Click a hyperlink to review chat records.

5) Choose from:
e All History
e Delete History

O
Room - John Smith
a Room - Jennifer Smith

1 am doing well, thank you!

Room - John Smith
ﬂ Hiladies

ee
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9.7 My Room - Set Up

My Room is a permanent room used for chatting with anyone that’s added. If your conference
bridge was registered under Options > Advanced > Credentials, you and your attendees can also
click the call or video icons to automatically dial into your conference bridge. When dialing into the
bridge from a My Room window, both moderator code and attendee PIN are automatically entered
for attendees. Only attendees with Business Communicator with collaboration licenses can be
added to your My Room and take advantage of clicking to dial into your conference bridge.

E Business Communicater ~ — O

x

Perform the following to add your conference bridge and entry COUES {0 YOUI g
profile: "

1) Click the Gear icon to access options.

2) Click the down arrow and select Advanced.

Credentials
Configuration URL
hitps://parbt.hv.centurylink.com

IM Address (xmpp)

3) Under Credentials, enter your conference bridge information:

(@parum hv.centurylink.com
e Phonenumber — conference bridge dial-in number Brodiorks 1D

@centurylink com
e Moderator PIN — PIN for moderator

Call bridge

e PIN1 (and PINZ2 if necessary) — PIN for attendees Te—

PINZ

9.8 My Room - Using

1) Clickthe My Room icon (house) in the banner at
the top of the Communicator.

B Business Communicator — o0 x
Pl Edt Comtacts Calls  Conv{UBUNIMindow _Help

My Room (Owner)

AL - BN O]
2) Icons on the top of the window perform in the Ll
same manner as features within individual chat

windows.

Drag and drop contacts from the contact it to add them as Diakin Nurmber 8005945900
participants 1o this chat, i 45033494

Copy Guest Ivtaton (3

Jennifer Smith
Minneapalis 3:28 PM

Participants (1)

B) ot smith oo
&.- u

(g John Doe
I\:!f{ )

3) If your conference bridge information was
do-

defined, clicking the handset, phone or video
icons automatically enters you into your bridge,
including the moderator code.

4) Each attendee must click to dial from their My
Room chat window to join the bridge, including
the PIN code.
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5) To add attendees, click the Contacts icon to
access personal contacts. B s G i

A - RN O]

Room Info ~

6) Once your contact is located, left-click and drag
them to your My Room window.

Drag and drop contacts from the contact list to add them as 8005945900
participants fo this chat i 45033494

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

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

Pending (1) ~

a Jennifer Smith

Joined (1) ~

) ohnsmith
fh- u

9) Continue this process until all attendees have
been added to your My Room.

10) Participants are displayed in the chat room
window on the right — their status remains
pending until they accept your invite.

9.9 Desktop Share

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

My Room (Owner)

Ao

1) To share your desktop, click the Share button at
the top of the My Room window.

[

o

x
S

B
>

8005945900
45033494

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.

Select Display or Apphication
Note: Minimized windows cannot be shared, Re-cpen window 10 select ft and press F5 1o refresh m

John Smith
= e

4) Select to Share your desktop, or any active
application.

5) Click the Start Sharing button.

6) After sharing begins, a control window appears at the top of your Now Sharing
screen. to My Room (Owner)
7) Options from left to right: ] _.
e Pause :
e Stop Sharing
e Switch application to share
e Hide Preview

8) When sharing is done, click the Stop Sharing button.
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10 Voicemail

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

10.1 Accessing Voicemail
E Business Communicator  — m] x

1) Click the Call History icon on the left rail of the Communicator Window. | s gt conscts Cals cComersstions >

2) The number of new messages is indicated below Voice Mail. ¥ Hoviaie v
3) Todial in to voicemail, click the Voice Mail hyperlink which opens an PRS-

active call window.

John
v 1w
° Today, 3:58

John Smith

§ Business Communicator - o x

4) When the voicemail system answers, use the e 7

numbers or dialpad on your computer to enter 8 - el _- =20
your passcode+#.

& Transfer
« Conference
% ParkCall

4 Audio Device ]

5) Or, click the More icon at the top of the active
call window to expose a menu.

o ——

6) Click dialpad to enter your passcode+#.

7) Follow the voice prompts to play, delete, or
forward voicemail messages or to manage
voicemail settings.

% John Smith X

& I% % cal oos ew ] & iEv

1 2 3
ABC DEF
4 5 6
GHI JKL MND
7 8 9
POQRS TUW WXYZ
* 9 #
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E Business Communicator ~ — [m} =

File Edit Contacts Calls Conversations

8) Another option for dialing into voicemail.
9) Click the Dialpad icon on the left rail of the Communicator.
10) Click and hold down the 1 key on your Communicator dial pad.

E Business Communicator

11) When prompted, enter the passcode+# using 8= &_ =0
the numbers or dialpad on your computer. L
12) Or, click the More icon, and select Dialpad PN
from the drop down menu. < nmseree 00
il —

13) On the dialpad, enter your passcode+#.

14) Follow prompts to play, delete, or forward your
voicemail messages or to manage voicemail

. John Smith %

: “ - % cal 0006 Hie
settings. R 7 R
: I

1 2 3

ABC DEF

4 5 6

GHI JKL MNO

7 8 9

PORS UV WHYZ

* 9 #
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11 Contact Center

Contact Center is an add-on feature also know as call queuing or ACD (automatic call distribution).
If you’re assigned a Contact Center supervisor or agent license, you can sign in and out of the

gueue, and change your status from with the Communicator.

11.1 Services
1) Click the Options icon on the left rail of the Communicator window.
2) Click the down arrow next to General.

3) If you see an option for Services, that’s your indication you are a
member of a Contact Center, as either a supervisor or agent.

4) Click Services from the drop down list.

11.2 Change Status
1) Click the Queues down arrow.
2) Click an option from the drop down list, based on the desired status:
e Sign-In —signs you in to the queue(s)
e Available — makes you available to take queue calls
e Unavailable — makes you unavailable to take queue calls

e Wrap-Up — allows time between queue calls to finish work from
prior call

e Sign-Out — signs you out of the queue(s)

E Business Communicator - () x

File Edit Contacts Calls Conversations »

[*] Audio/Video
£ Incoming Calls

%3 Outgoing Calls

Q¥ Services

£f Extensions

2, Advanced

stans

Notifications

Ask before deleting a contact

Ask before deleting history
information

‘Ask before publishing location L
information

E Business Cammunicator - m}

File Edit Contacts Calls Conversations

Queues

Available
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11.3 Join/Unjoin Queue(s)

Every queue you're a member of will be listed in the Services window. Whether or not you can join
and unjoin a queue is based on parameters for each queue, set by your company administrator.
The ability to unjoin a queue let’s you leave a queue if you're only a member part-time, or during
peak call times.

E Business Communicater - [m)

File Edit Contacts Calls Conversations

1) Every queue you’re a member of is listed in the Services window.

2) Every queue also indicates whether you are joined or unjoined to that
queue:

e In —joined in the queue

Queues

Availzble

e Out — unjoined from the queue

9195698228

3) If the down arrow next to a queue is greyed out, it's your indication that a
queue does not allow you to unjoin, meaning you're a fulltime member of
that queue.

SLCTestCCSd
9195698225

E Business Communicater — a

File Edit Contacts Calls Conversations

4) Tojoin a queue, click the down arrow.

5) Click In from the drop down list, conversely to unjoin a queue, click the
down arrow and click Out from the drop down list.

Queues

Available

You are ready to receive calls

SDLab
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12 Call Recording

As with Contact Center, Call Recording is an add-on feature that may not be available to everyone.
If you're assigned a Call Recording license, you'll have capabilities within your Communicator to
start, stop, pause and resume recordings. If you don’t see these options within More, you weren’t
assigned a Call Recording license.

12.1 Start/Stop/Pause/Resume

1) While on an active call, click the More icon
(ellipses icon) in the Communicator window.

. CCStd VVX 450 Test (Rebecca) x

o0 e || & Ev o mzE ®

2) From the menu tab, the call recording option
changes based on the current recording
status.

Add Video

es
Std WX 450 Test (Rebecca) Resume Recording
4 0524571812
9:34 AM - 25:10

3) Choose from:

L4 Start Recordlng ®;::;WX450Te5|1RebECCE) Agdto Centects
e Pause Recording O i
e Resume Recording o et
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