
 



 
 
 

 
 
 
 
 
 
 

All Rights Reserved  
 
 
 
 
 

 

 
Copyright © 2007  

 
The use, disclosure, modification, transfer, or transmittal of this work for any purpose, in any 

form, or by any means, without the written permission of the copyright holder, is strictly 
forbidden.  

 
 
 
 
 
 

Disclaimer  

The content of this manual is subject to change without notice and should not be construed as 

a commitment by the manufacturer, distributor, or service provider. This manual is furnished 
for informational use only and the manufacturer, dis tributor, or service provider assumes no 

responsibility for any errors or inaccuracies that may appear herein.  
 

Any services provided through this equipment are not intended to replace or be a substitute for 
primary line voice services or Plain Old Telepho ne Service (ñPOTSò) and are not meant to 
provide guaranteed Automatic Number Identification or Automatic Location Information 

capabilities associated with 911 or E911 services or to permit access to 411 directory 
assistance services.  The manufacturer, dis tributor, or service provider will not be liable for any 
damages, expenses, liabilities, risks, or harms arising out of or related to the services provided 

through this equipment.  

 

 

 

 

 
Version 2.0  
March 2007  

 



  VoiceLine SoftPhone Userôs Guide 

 

Page i  

Table of Contents  
 
 

1.  Welcome to the VoiceLine SoftPhone  ............................  1  

Service and System Requirements  ................................ ..............  1 

Service Requirements  ................................ ................................ ..........  1 

System Requirements  ................................ ................................ ..........  1 

Customer Support for the SoftPhone  ................................ ...........  1 

VoiceLine Customer Support Contact Information  ................................ .......  1 

2.  Installing and Upgrading the SoftPhone  ........................  2  

Installing the SoftPhone  ................................ .............................  2 

Upgrading the SoftPhone  ................................ ...........................  1 

Uninstalling the SoftPhone  ................................ .........................  1 

3.  Logging onto the SoftPhone Client  ................................  3  

Logging On  ................................ ................................ ..............  3 

Changing or Obtaining Your PIN  ................................ ..................  3 

4.  Becoming Familiar with the SoftPhone Interface  ..........  4  

Maximizing/Minimizing the Screen  ................................ ..............  4 

Determining Online Status  ................................ .........................  4 

Understanding the On -Screen Display  ................................ .........  5 

Using the Phone Number Field  ................................ ....................  6 

Text Box  ................................ ................................ .............................  6 

Drop -Down List  ................................ ................................ ...................  6 

Accessing Multiple Lines  ................................ .............................  7 

Adjusting Speaker/Microphone Volume  ................................ ........  7 

Using Mute  ................................ ................................ .........................  7 

Checking for Voicemail Messages  ................................ ................  8 

Using the Menus  ................................ ................................ .......  8 

File................................ ................................ ................................ .....  8 

Account  ................................ ................................ ..............................  9 

About  ................................ ................................ ................................ . 9 

5.  Placing and Receiving Calls  ................................ .........  10  

Placing Calls  ................................ ................................ ...........  10  

Standard Calls ................................ ................................ ....................  10  
Typing the Phone Number  ................................ ................................ .....  10  
Using the Phone Number Drop -Down List  ................................ ................  10  
Pasting the Phone Number  ................................ ................................ .....  10  
Using the Contacts List  ................................ ................................ ..........  10  
From the Recent Calls Tab  ................................ ................................ .....  12  

Placing a PC -to -PC Call  ................................ ................................ .......  12  
Typing the SoftPhone Phone Number  ................................ ......................  12  
From t he Contact List  ................................ ................................ ............  13  



  VoiceLine SoftPhone Userôs Guide 

 

Page ii  

Receiving Calls  ................................ ................................ .......  13  

Standard Calls ................................ ................................ ....................  13  

PC-to -PC ................................ ................................ ...........................  14  

Call Waiting  ................................ ................................ .......................  14  

Missed Calls  ................................ ................................ .......................  15  

Ending an Inbound Call  ................................ ................................ .......  15  

Viewing Recent Calls  ................................ ...............................  15  

Deleting Individual Numbers from Recent Calls  ................................ .....  16  

Clearing All Received Calls or Dialed Calls  ................................ .............  17  

6.  Managing Contacts and Groups  ................................ ...  18  

Adding a New Contact  ................................ .............................  18  

From the Recent Calls Screen  ................................ ..............................  18  
Adding New Contacts  ................................ ................................ ............  18  
Adding a Phone Number to  an Existing Contact  ................................ ........  20  

Organizing Your Contacts  ................................ .........................  21  

Deleting a Contact  ................................ ................................ ..  21  

Deleting an Entire Contact ................................ ................................ ...  21  

Deleting One of a Contactôs Phone Numbers ................................ .........  21  

Adding a Group  ................................ ................................ ......  21  

Deleting a Group  ................................ ................................ ....  22  

7.  Managing the SoftPhone Settings  ................................  23  

General Settings  ................................ ................................ .....  23  

Audio Settings  ................................ ................................ ........  24  

Sounds Settings  ................................ ................................ .....  25  

Network Settings  ................................ ................................ ....  26  

8.  Using the SoftPhone Calling Features  ..........................  28  

Call Blocking  ................................ ................................ ..........  28  

Call Blocking Rules  ................................ ................................ .............  29  

Activating/Deactivating from the SoftPhone Client  ................................ . 29  
Call Blocking Dial Codes Summary  ................................ ..........................  29  
Activating and Deactivating Call Blocking  ................................ ................  29  

Call Forwarding  ................................ ................................ ......  29  

Activating/Deactivating from the SoftP hone Client  ................................ . 30  
Call Forwarding Dial Codes Summary  ................................ ......................  30  
Activating and Deactivating Call Forwarding  ................................ ............  30  

Call Return  ................................ ................................ .............  31  

Call Return Dial Codes Summary  ................................ .........................  32  

Activating Call Return  ................................ ................................ .........  32  

Canceling Call Return  ................................ ................................ ..........  33  

Call Waiting ................................ ................................ ............  33  

Answering a Call Waiting Call  ................................ ..............................  33  

Caller ID/Caller ID Delivery  ................................ ......................  34  

Enabling/Disabling from the SoftPhone Client  ................................ .......  34  



  VoiceLine SoftPhone Userôs Guide 

 

Page iii  

Caller ID Deliver Dial Codes Summary  ................................ ....................  34  
Enabling and Disabling Caller ID Delivery  ................................ ................  34  

Do Not Disturb  ................................ ................................ .......  35  

Enabling/Disabling from the SoftPhone Client  ................................ .......  35  
Enabling the Do Not Disturb Feature  ................................ .......................  35  
Disabling the Do Not Disturb Feature  ................................ ......................  35  

Hold  ................................ ................................ ......................  35  

Placing a Call on Hold  ................................ ................................ .........  35  

Picking Up a Call on Hold  ................................ ................................ ....  35  

Redial  ................................ ................................ ....................  36  

Redial Dial Codes Summary  ................................ ................................  37  

Activating Redial  ................................ ................................ ................  37  

Canceling Redial  ................................ ................................ .................  37  

Call Transfer  ................................ ................................ ..........  38  

Conference  ................................ ................................ ............  41  

Service Interruption Forwarding  ................................ ................  43  

Activating/Deactivating from the SoftPhone Client  ................................ . 44  
Service Interruption Forwarding Dial Code Summary  ................................  44  
Activating and Deactivating the Service Interruption Forwarding Feature  ....  44  

Voicemail  ................................ ................................ ...............  44  

Setting Up Your Mailbox  ................................ ................................ ......  44  
Recording/Changing Your Personal Gr eeting  ................................ ............  44  
Changing the Number of Rings  ................................ ...............................  45  

Listening to Your Voicemail Messages  ................................ ...................  46  
Listening from the SoftPhone Client  ................................ ........................  46  

10.  Troubleshooting  ................................ ..........................  47  

SIP Response Codes  ................................ ................................  48  

Firewall Settings  ................................ ................................ .....  50  

Windows XP SP Firewall  ................................ ................................ ......  50  

Norton Internet Security  ................................ ................................ .....  50  

Zone Alarm Pro  ................................ ................................ ..................  51  

McAfee Security Center  ................................ ................................ .......  51  

Sound and Audio Settings  ................................ ........................  52  

Accessing Your Audio Settings  ................................ .............................  52  

Changing Your Playback Settings  ................................ .........................  52  

Changing Your Recording Settings  ................................ .......................  52  

Changing Your Microphone Settings  ................................ .....................  53  

Adjusting Your Microphone for Too Much Background Noise  ...................  53  

11.  Appendix  ................................ ................................ .....  54  

SoftPhone Dial Codes  ................................ ..............................  54  

12.  Index  ................................ ................................ ..........  55  

 



  VoiceLine SoftPhone Userôs Guide 

 

Page 1  

 

1.  Welcome to the VoiceLine SoftPhone  

Thank you for choosing the VoiceLine SoftPhone!  

The SoftPhone is a PC -based phone service that uses Voice over Internet Protocol (VoIP) 
technology and software to make and receive calls over t he Internet. VoIP technology is 
less expensive than traditional phone service, so the savings are passed on to you.  

Service and System Requirements  

Service Requirements  

The following items are requir ed to begin using the SoftPhone client:  

ø A VoiceLine account  

ø VoiceLine SoftPhone software  

ø An Internet connection (high speed is recommended)  

System Requirements  

The PC onto which you install the SoftPhone client must meet or exceed the following 
requirement s:  

ø Operating System : Windows 98 or above  

ø Processor : Pentium 200 MHz  

ø Memory : 128 MB RAM  

ø Internet Connection : 33.6 Kbps or better (High speed recommended)  

ø Sound Adapter : Full -Duplex Sound Card  

ø Headphones and Microphone  

Customer Support  for the SoftPhone   

If you have billing, account, or technical support questions, contact customer support 
(page 3 of the VoiceLine User's Guide ).  

If you pur chased the VoiceLine service through a local distributor, please contact your 
distributor for all billing or account questions. For technical support questions, refer to 
VoiceLine Customer Support Contact Inf ormation , below.  

If you purchased the VoiceLine service with your credit card from the Web site, direct all 
questions to VoiceLine Customer Support. Refer to the contact information below.  

VOICE LINE CUSTOMER SUPPORT CONTACT I NFORMATION  

¶ Email:  Go to http:/ /www.myaccountcenter.net/voicelinesupport.asp . 

¶ VoiceLine Phone:  Dial 611 from your VoiceLine -enabled phone.  

¶ Regular Touch - Tone Phone (within the U.S.):  Call toll - free within the 
U.S. at (800) 455 -4185.  

¶ Regular Touch - Tone Phone (outside the U.S.):  Call (614 ) -219 -5366 from 
anywhere in the world.  

http://www.net2phone.com/consumer/voiceline/pdf/vlug.pdf
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2.  Installing and Upgrading the SoftPhone  

Installing  the SoftPhone  

The VoiceLine SoftPhone can be installed in one of two ways:  

ø Install the application from the supplied CD -ROM 
 
OR  
 

ø Log in to your account at http://www.myaccountcenter.net  with your SoftPhone 
Account Number and PIN, and download the application from the My Account 

page.  

To install the SoftPhone:  

1.  Double -click the VoiceLineSof tPhoneSetup.exe installation file.  

 

Welcome to VoiceLine SoftPhone Installation  

2.  Click the Next  button to begin the installation.  
The SoftPhone End User License Agreement displays . 

http://www.myaccountcenter.net/
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SoftPhone End User License Agreement  

3.  Click the I accept the license agree ment  radio button to select it, and then 
click the Next  button.  
The Install Options window displays . 

 

Install Options Window  

4.  Click the checkboxes for the options you would like to select.  A checkmark will 
appear when an item is selected.  Options are:  

¶ Cr eate a shortcut on the Desktop ðPlaces a shortcut icon for the 

SoftPhone client on your PCôs desktop.  You will be able to launch the client 
by double -clicking this shortcut icon.  

¶ Create a shortcut in the Start Menu ðPlaces a shortcut for the SoftPhone 
clien t in the Start Menu.  You will be able to launch the client by clicking the 
Start  button and then clicking the SoftPhone shortcut.  (This shortcut is in 
addition to the regular program icon appearing in the Programs section of the 
Start Menu.)  
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¶ Create a sho rtcut on the Quick Launch toolbar ðPlaces a shortcut icon in 
the Quick Launch toolbar, located at the lower left -hand corner of the screen 

(to the right of the Start button).  You will be able to launch the SoftPhone 
client by clicking the icon.  

¶ Run VoiceLi ne SoftPhone automatically on Windows startup ð
Automatically launches the SoftPhone client each time Windows starts up.  

 

 

NOTE: When the Softphone launches, the login screen displays.  The 
SoftPhone will not log on automatically un less you select the Log in 
automatically when the SoftPhone starts  checkbox on the login 

screen.  

5.  Once you have selected the desired options, click the Next  button.  
The Choose Install Location window displays .  

 

Choose Install Location Window  

6.  The Destinati on Folder  field contains the default folder in which the SoftPhone 
client will be installed.  

¶ To proceed with the installation in this folder, click the Install  button.  

¶ To change the location to which the SoftPhone is installed, click the Browse  
button, and  navigate to the folder in which you would like the client installed.  
Once you have selected a new folder, click the Install  button.  

The installation begins.  The window displays the progress of the installation.  

When complete, a new window indicates that  the VoiceLine SoftPhone installation 
is complete.  
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Installation Complete Window  

7.  To continue, click the Next  button  
The  Successful Installation  window is displayed.  

 

VoiceLine SoftPhone Successful Installation  

If you would like to end the installation wi thout launching the SoftPhone client, 

uncheck the Launch VoiceLine SoftPhone checkbox, and then click the Finish  
button.  

The SoftPhone client has been installed successfully!  For instructions on logging 
into the SoftPhone, proceed to Chapter 3, Logging onto the SoftPhone Client . 
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Upgrading the SoftPhone  

In the SoftPhone client, click the About  menu, and select the Check for 
Updateé menu option.  A browser window opens to your online account cente r 

and indicates whether or not there is a more recent version of the SoftPhone 
available.  

Uninstalling the SoftPhone  

To uninstall the SoftPhone client:  

1.  Click the Start  button, and then select Programs: VoiceLine SoftPhone: 
Vo iceLine SoftPhone Uninstaller . 
The VoiceLine SoftPhone Uninstaller window displays . 

 

VoiceLine SoftPhone Uninstaller Window  

2.  Click the Next  button to proceed with the uninstall process.  

3.  The VoiceLine SoftPhone gives you the option of saving or deleting you r 
application data (i.e., Contact List, Call Log, etc). Make your selection by checking 
or un -checking the Remove Application Data  checkbox, and click the Next 
button to continue.  
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VoiceLine SoftPhone Uninstaller Window  

The SoftPhone client will be remove d from your PC.  Once the uninstall is 
complete, a screen displays confirming that the client has been removed.  
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3.  Logging onto the SoftPhone Client  

Logging On  

To log onto the SoftPhone:  

1. Launch the SoftPhone application by double -clicking your chosen sh ortcut 

(desktop, quick launch bar, etc.), or selecting it from Start  menu.  
The login screen displays . 

 

 

SoftPhone Login Screen  

2.  Enter your SoftPhone Account Number .  

3.  Enter your Softphone Key . 

4.  Click the OK  button.  
If successful, the SoftPhone application ope ns in online status and the login 
screen disappears.  
 
If the login fails, a new screen displays with the message, ñInvalid account 

number or passwordò prompting you to click RETRY.  Repeat steps 2 through 4.  

Changing or Obtaining Your PIN  

If you wish to ch ange your PIN, or obtain a lost PIN, contact your local distributor or 
service provider.  
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4.  Becoming Familiar with the SoftPhone Interface  

Before using the SoftPhone to make and receive calls, it is a goo d idea to familiarize 
yourself with the application.  

Maximizing/Minimizing the Screen  

The dash ( ï) button in the upper right corner of the SoftPhone screen minimizes the 
screen to the task bar.  It can then be accessed from the task bar.  

The x  button close s the SoftPhone client.  It can be maximized by clicking the SoftPhone 
icon  in the system tray.  

 

 

 

 

 

 

SoftPhone Minimize and Close Buttons  

 

 

NOTE: Clicking the x button does not exit the dialer.  To exit, click the 

File menu o n the client window and select Exit.  This will log you out 
of the SoftPhone and close the application.   Alternatively, one can 
right mouse click on the icon in the system tray and select Exit.  

Determining Online Status  

A quick way to determine if you ar e logged into the SoftPhone client is to check the 

SoftPhone system try icon.  If the VoiceLine SoftPhone icon ( ) appears in the tray, you 
are logged into the SoftPhone.  If the icon  appears in the tray, but it is greyed out, you 

are logged out of the ap plication.  Also, the word ñOnlineò or ñOfflineò will appear at the 
bottom of the softphone GUI.  

Closes the SoftPhone 
window but does no t log 

out.  The application 
remains online and 

accessible via the system 
tray icon.  

Minimizes the 

SoftPhone 
window.  
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Understanding the On - Screen Display  

The on -screen display contains different types of information, including:  

ø Call Status ðThe status indicates the SoftPhoneôs current state.  Examples 

include Dialing , Connected , etc.  

ø Phone Number ðDisplays the phone number of the current incoming or outgoing 
call.  

ø Duration ðDisplays the duration, in minutes and seconds, of the active call.  

ø Line Status ðDisplays the selected line w ith a white background.  

ø Message Indicator ðAn envelope displays when there is a new voicemail 
message or messages.  See Checking for Voicemail Messages  for more 

information on accessing your voicemail.  

ø Line Tabs ðDisplays the five (5) lines available for placing or receiving calls.  You 

can switch between lines simply by clicking the desired line tab.  

 

 

 

 

 

 

VoiceLine SoftPhone Interface  

Duration  

Phone Number  

Call Status  

Message Indicator  

Line Status  

Line Tabs  
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Using the Phone Number Field  

The Phone Number  field has two (2) comp onents: the text box and the drop -down list.  

Text Box  

The text box is where you enter the phone number you would like to dial.  You can enter 
the number by:  

ø Clicking the numbers on the SoftPhoneôs keypad. 

ø Typing the numbers on your PCôs keyboard. 

ø Pasting t he phone number in the field.  

For details, refer to Placing Calls .  

Drop - Down List  

The drop -down list contains the last ten (10) outbound dialed phone numbers/names.  
When you click any of these phone numbers, the selecte d number displays in the text 
box.  You can then click the Dial  button to place a call to that number.  

The numbers in the drop -down list can be cleared by selecting File  > Clear Re -dial Drop 
Down .  

 

VoiceLine SoftPhone Interface  

Enter Phone 
Number Field  Speaker Volume  

Microphone Volume  

Microphon e Mute 
Button  
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Accessing Multiple Li nes  

When you are on a call, you can click the other line tabs (Line 1, Line 2, etc.) to view 

those lines, and you will still remain connected to your current call.  If you click another 

line tab, enter or select a phone number and click the Dial  button, th e current call is 
automatically placed on hold.  

Adjusting Speaker/Microphone Volume  
At the bottom right -hand part of the SoftPhone screen, there are two (2) volume 
controls:  

ø Speaker ðControls the earpiece volume, including the callerôs voice, voice 
prompts , etc.  

ø Microphone ðControls the microphone volume of your voice as it is transmitted 
to the caller.  

To adjust the volume for either control, click and drag the volume selector to the right to 

increase volume or to the left to decrease volume.  Volume settin gs apply to ALL LINES.  

 

 
NOTE: For more help on adjusting the speaker and/or microphone 

volumes, refer to Troubleshooting  for more information.  

Using Mute  

The mute button ( ), located to the l eft of the microphone volume control, allows you to 
block all sounds, including your voice and other background sounds, from being 
transmitted to the caller.  When a call is muted, the mute button turns red ( ).  You will 
still be able to hear sounds from the callerôs end of the line.  This setting affects ALL 
LINES.  

To mute a call, click the mute button ( ). The mute button changes appearance to 
indicate that the feature is enabled ( ), and the MUTE indication appears at the top of 
the display.  

 

SoftPhon e with Mute Enabled  
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Click the button again to deactivate muting and resume two -way communication.  

Checking for Voicemail Messages  

When you have a new voicemail message, an envelope will display on the screen.  Once 

you connect to the voicemail system to li sten to your message(s), the envelope 
disappears.  

Voicemail messages can be retrieved by:  

ø Clicking the Messages  button.  

ø Entering 123  in the Phone Number  text box, and then by either clicking the 
Dial  button or pressing < Enter>  on the PCôs keyboard. 

 

  

So ftPhone with New Message Indicator  

Using the Menus  

File  

ø Clear Re - dial Drop Down ðRemoves all of the recently dialed phone numbers 
from the Enter Phone Number  drop -down list.  

ø Log Out of This Account (account number)éðDisconnects the account noted 
in parenthe ses and keeps the login information populated in the UserID  and PIN  
fields.  

ø Change AccountéðDisconnects the account and clears the login information 

from the UserID  and PIN  fields.  

ø View Contacts ðDisplays the Contacts tab.  

ø Create New ContactéðDisplays the A dd Contact window.  

Message Indicator  
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ø Add Current Call to ContactséðAdds the phone number for the current phone 
call to your contacts list.  This menu option is disabled when there is no active call 

or when the current phone number is already in the contact list.  

ø View Recent  Calls ð Displays the Recent Calls tab.  

ø Call VoicemailéðConnects to the voicemail system.  

ø ToolséðOpens the Tools dialog box, which allows you to change various 
settings, including launch, update, login, and audio settings.  

ø Exit ðLogs out and closes the SoftP hone application.  

Account  

ø My AccountéðOpens a browser window and displays the My Account Center 
Login  page.  Enter your Account Number and PIN to login.   

ø Call Historyéð Opens a browser window and displays the My Account Center 

Login  page.  Enter your Acco unt Number and PIN to login.  

ø Manage Service Featureséð Opens a browser window and displays the My 
Account Center Login  page.  Enter your Account Number and PIN to login.  

About  

ø AboutéðDisplays a pop -up window with the SoftPhone version information.   

ø Check f or UpdateéðChecks to see if there is a more recent version of the 

SoftPhone application.  
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5.  Placing and Receiving Calls  

Placing Calls  

When placing a call with the SoftPhone, you must follow the rules of the dial plan set by 
your count ry of residence.  Refer to the VoiceLine Userôs Guide for more information on 
local and international dialing from your area.  

When placing a domestic (inside the U.S.) call with the  SoftPhone you are not required to 
enter a 1  before the number.  You can simply enter the 10 -digit phone number and click 
the Dial button on the SoftPhone interface.  

 

Standard Calls  

 

 

NOTE: If no line is specified, the call will be placed on Line 1 by 
default.  

There are several ways to place a SoftPhone call.  

TYPING THE PHONE NUMBER  

ø In the Phone Number  field, enter the phone number by clicking the numbers on 
the SoftPhone keypad, and then click the DIAL  button or press <Enter>  on  the 

keyboard.  

OR 

ø In the Phone Number  field, enter the phone number by pressing the numbers 
on your PCôs keyboard, and then click the DIAL  button or press <Enter>  on the 

keyboard.  

USING THE PHONE NUMBER DROP -DOWN LIST  

ø To call a recently dialed phone number , click the Phone Number  drop -down list, 
and select the phone number you would like to call.  Then click the DIAL  button 
or press <Enter>  on the keyboard.

 

PASTING THE PHONE NUMBER  

ø Paste the phone number in the Phone Number  field, and then click the DIAL  
button or press < Enter>  on the keyboard.  

USING THE CONTACTS L IST  

Click the Contacts ( ) button to open Contacts pullout list.  

http://www.net2phone.com/consumer/voiceline/pdf/vlug.pdf
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SoftPhone Interface with Contacts List  

ø Double -click the number you would like to call.  

OR 

ø Right -click the number you would like to call and then select Call from the 
shortcut menu.  

The phone number you are dialing displays in the  Phone Number  field, and the call is 
initiated.  

 

 

NOTE: If you enter a phone number that begins with a number but 
includes a lett er (A through Z), the letter will be converted to its 
numeric equivalent.  For example, if you enter ñA,ò the number 2 will 
be inserted in its place.  
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FROM THE RECENT CALLS TAB  

You can view Dialed calls and Received calls from the Recent Calls  tab.  Clic k the 

Recent Calls  ( ) button to open the Recent Calls  pullout menu.  

 

SoftPhone with Recent Calls list  

There are two (2) ways in which you can place a call from the SoftPhoneôs Recent Calls 
tab:  

ø Double - click ðDouble -click the phone number you would like to  call.  

The phone number will populate the Phone Number field above the 

SoftPhone keypad, and the call will be initiated .  

ø Right - click ðRight -click the name and select Call from the shortcut menu 

to initiate the call.  

The phone number will populate the Phone Number field above the 

SoftPhone keypad, and the call will be initiated .  

Placing a PC - to - PC Call  

TYPING THE SOFT PHONE PHONE NUMBER  

In the Phone Number  field, enter a SoftPhone phone number.  You can enter the 

numbers by clicking the SoftPhone keypad or by pressing the numbers on your PCôs 
keyboard.  Then click the DIAL  button or press <Enter>  on the keyboard.  
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FROM THE CONTACT LIST  

To call another SoftPhone - enabled PC directly from the contact list:  

1.  On the contact list, find the contact you would like to ca ll.  

2.  Single -click the contact name to display the phone numbers associated with that 
person.  

3.  Locate the contact phone number labeled with the VoiceLine ( ) icon.  

¶ Double -click the number to initiate the call.  
 

OR  

¶ Right -click the number and select Call from t he shortcut menu.  

The contactôs name and number will display in the Phone Number field, and the 
call is initiated.  

Receiving Calls  

Standard Calls  

When a call is received, a window displays the callerôs name (if itôs from a member of 

your contact list) or p hone number and prompts you to either accept or decline the call.  

 

 

Incoming Call Notification (From a Contact List Member)  

 

 

Incoming Call Notification (From a Caller Who Is Not on the Contact List)  

ø Accept ïWhen you click the Accept  button, the SoftPhone  answers the call, and 
you can begin speaking to the caller.  The screen displays the call information.  
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SoftPhone Call in Progress  

 

 

NOTE: If the SoftPhone application is not open on the screen but 
active in the system tray or b ackground, it will automatically open up 
and/or display as the top window . 

ø Decline ï When you click the Decline  button, the SoftPhone handles the call 
according to your call forwarding settings.  

 

 

NOTE: If the inbound caller is in  the contact list, the SoftPhone 
application will display the associated Name  and Icon.   If the number 

is not in the contact list, it will display the Number only .  

If the call ends by the other party hanging up, a pop -up window displays to alert you.  To 
close the pop -up window, click the OK  button.  

 

End of Call Notification  

PC- to - PC 

If you receive an incoming call from another PC, a pop -up window will display the 

SoftPhone user name and the associated icon (if available).  If no icon is available, the 
callerôs 7-digit SoftPhone account number will display.  

 

 

NOTE: If you miss a PC - to - PC call, it will be handled in the same way 
as regular missed calls.  

Call Waiting  

If you are on an active call and you receive another inbound call , the standard INCOMING 
CALL pop -up window displays and prompts you to either accept or decline the call.  

ø Accept ïAutomatically places any active calls on hold and answers the new call.  

The screen display will switch to show the new callerôs information.  The new line 
button will be active, and the other line(s) will flash to indicate that they are now 
on hold.  

ø Decline ðHandles the call according to your call forwarding settings, and the pop -
up window disappears.  There will be no interruption to your curren t call.  
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Missed Calls  

Missed calls are displayed differently depending on how many calls were missed.  

ø Single missed call ðIf you miss one call, a pop -up window displays in front of all 
open screens and notifies you of the missed call and the phone number fro m 
which the call was received.  To close the pop -up window, click the OK  button.  

 

Missed Call Notification  

ø Multiple missed calls ðIf you miss more than one call, a different pop -up 
window displays.  It displays the number of missed calls and allows you to either 

View  the recent calls or Exit  and return to the active screen.  To close the pop -

up window, click the OK  button.  

 

Multiple Missed Calls Notification  

Ending an Inbound Call  

To end a call, simply click the End  button on the SoftPhone interface.  The screen will 
display, Call Ended .  

If the other party hangs up, a pop -up window displays a notification message.  Click the 

OK  button to close the window.  

 

End of Call Notification  

Viewing Recent Calls  

The SoftPhone allows you t o view a list of the last fifteen (15) calls received and the last 
fifteen (15) calls dialed.  The screen will display phone numbers (for numbers not in your 
contact list) or contact names (if the phone number is already in your contact list).  The 
list is  continually updated as new numbers are added to the beginning and the oldest 
entries are removed from the bottom.  

To view recent calls, click the Recent Calls ( ) button.  The Recent 

Calls  pullout list displays.  
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NOTE: Calls that have been blocked will not display in the recent calls 

list.  

 

 

Recent Calls Pullout  

Click the tabs at the top to switch the view between Received  calls and Dialed calls .  

Received calls that you missed display in red.  

Deleting Individual Numbers from Recent Calls  

You can delete phone numbers from either the Received list or the Dialed list.  When you 
delete a phone number from one of the recent  calls lists, the contact information will 
remain in the contact list.  

To delete an individual number from the recent calls list:  

1.  Right -click the phone number you would like to delete, and then click Delete this 
Entry  or Delete All Entries for this Number  from the shortcut menu.  
The phone number will be deleted from the list .  



  VoiceLine SoftPhone Userôs Guide 

 

Page 17  

 

Deleting a Recent Calls Item  

 

 

NOTE: If you are deleting a phone number from the Dialed tab, the 
phone number will also be removed from the Enter Phone Num ber 
text box.  

Clearing All Received Calls or Dialed Calls  

To delete all phone numbers in either the Received or Dialed list:  

1.  Right -click anywhere in the Received or Dialed tab, and then click the Se lect All 
option from the shortcut menu.  

2.  Click the Delete  button at the bottom of the SoftPhone client window.  
All phone numbers will be deleted from the Received or Dialed list . 
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6.  Managing Contacts and Groups   

The SoftPhoneôs contact list is an electronic phone book that allows you to store the 
names and phone numbers of people you call and people who call you frequently.  

With the contact list, you can place calls without having to remember or enter th e 
personôs phone number, and when you receive a call from someone in your contact list, 
that personôs name and phone number will display. 

In addition to adding individual contacts, you can also create groups that can be used to 

categorize your contacts.  T his allows you to organize your contacts in whichever way you 
prefer.  

Adding a New Contact  

When adding a contact, you can assign that contact to a specific category, or Group.  This 

will help to organize your contacts.  Once a contact has been added, you c an drag and 
drop the contact into a different group.  

There are two (2) ways to add a new contact:  

ø Click the group to which you would like to add the new contact, and then click the 
Add New button.  

OR 

ø Right -click the group to which you would like to add the  new contact, and select 
the Add Contact  option from the shortcut menu.  

From the Recent Calls Screen  

The Recent Calls screen allows you to add new contacts or add a phone number to an 

existing contact.  

ADDING NEW CONTACTS  

To add a new contact:  

1.  Right -click the phone number you would like to save, and then click the Add to 
Contacts  option from the shortcut menu.  

The Add Number screen displays, pre -populated with the selected phone number . 
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Adding a Contact from the Recent Calls List  

 

Add Number Window  

2.  Enter  the contact Name . 

3.  Click the appropriate Number Type icon.  Options are (from left to right):  

 

 

TIP: Hover your mouse over each Number Type icon to view the 

iconôs label. 
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4.  If applicable, click the Group  drop -down menu, and select the group to which this  
contact belongs.  

5.  Click the Save  button.  

ADDING A PHONE NUMBER TO AN EXISTING CONTACT  

Some contacts will have multiple phone numbers associated to them.  For example, a 

single contact may have a home phone number, a work phone number, and a mobile 
phone nu mber.  

To edit a contact:  

Select the contact you would like to edit.  There are two (2) ways to do this:  

ø Click the name of the contact you would like to edit (or one of the contactôs phone 
numbers), and then click the Edit  button at the bottom of the Contac ts screen.  
The Edit Contact screen displays the contactôs information. 

OR 

ø Right -click the contact name you would like to edit (or one of the contactôs phone 
numbers), and then click the Edit Contact  option from the shortcut menu.  
The Edit Contact window di splays the contactôs information. 

 

 

Edit Contact Window  

1.  Enter the appropriate additional number(s) and/or edits.  

2.  If applicable, click the Group  drop -down menu and select the group to which this 

contact belongs.  

3.  Click the Save  button.  
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Organizing Your Con tacts  

You can arrange your contacts in any order you prefer.  Simply click and drag a contact 
name to its new location.  For example, if you would like to move Scott above Jessica, 

click Scottôs name and drag it onto Jessicaôs name.  His contact information will be 
inserted before Jessicaôs information. 

The same principle applies when moving a group.  Click and drag the group name to its 
new location.  

Deleting a Contact  

You can choose to delete a contact, including all of the contactôs information, or you can 
delete one of the phone numbers associated with a contact.  

Deleting an Entire Contact  

To delete a contact and all of that contactôs information: 

1.  Right -click the name of the contact you would like to delete, and then click the 
Delete Contact  option from the shortcut menu.  
A pop -up box asks you to confirm the deletion . 

 

TIP: If you would prefer to skip the confirmation step when deleting 
contacts, check the ñDonôt ask me againò checkbox in the 
confirmation pop - up box.  

2.  Click OK  to delete the contact.  
The contact and all of the contactôs information will be removed from the contact 

list . 

Deleting One of a Contactôs Phone Numbers 

To delete a one of a contactôs phone numbers, right-click the specific phone number you 
would like to delete, and then click the Delete this number  option from the shortcut 
menu.  The phone number will be removed from the contactôs information. 

 

 

NOTE: You can also delete a contactôs phone number from the Edit 
Contact window.  

 

Adding a Group  

To add a new gr oup:  

1.  Click the Contacts  button.  

The Contacts list displays . 

2.  Right -click anywhere in the Contacts list area, and then click the Create New 
Group  option from the shortcut menu.  
A new group icon displays with the cursor flashing in the text box next to it . 
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Adding a New Group  

3.  Type in the new group name, and then press the Enter  key on your keyboard.  
The group name now displays in your Contacts list . 

Deleting a Group  

To delete a group:  

1.  Right -click the group you would like to delete, and then click the Delete G roup  
option from the shortcut menu.  
If the group is empty, the group will be deleted.  If the group contains contacts, a 

pop -up window displays, reminding you that deleting a group will delete all 
contacts within that group.  

 

Delete Group Pop - up Window  

2.  Click the OK  button.  

The group and all of the contacts within that group are deleted . 
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7.  Managing the SoftPhone Settings  

You can define or change settings for your SoftPhone client by clicking the Tools  button 
on t he client screen or by clicking File: Tools  from the SoftPhone client menu bar.  The 
Tools window is comprised of four (4) pages:  

ø General  

ø Audio Settings  

ø Sounds  

ø Network  

General Settings  

This page displays by default when you click the Tools  button or File: Tools  from the 

SoftPhone client menu bar.  It contains launch, update, login, and voicemail settings.  

The settings options on this page appear in the table below.  If you modify any settings, 
click the OK  button to save your changes.  

 

 

Tools Window ï General Settings  

TOOLS ï SOFTPHONE SETTINGS PAGE  

LAUNCH & UPDATE  

Run VoiceLine SoftPhone 
automatically on Windows startup  

Click this checkbox to have the SoftPhone 
launch each time Windows starts up.  

Check for softwa re updates on 
VoiceLine SoftPhone startup  

Click this checkbox to automatically check for 
upgrades to the SoftPhone.  

LOGIN  

Account Number  
This field contains your SoftPhone account 
number.  


