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1. Welcome to the VoicelLine 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. VolIP 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:

g A VoicelLine account
g VoiceLine SoftPhone software
g 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:

g Operating System : Windows 98 or above

Processor : Pentium 200 MHz

Memory :128 MB RAM

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

Sound Adapter  : Full -Duplex Sound Card

] 8 8 8 8

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
guestions to VoiceLine Customer Support. Refer to the contact information below.

VOICE LINE CUSTOMER SUPPORT CONTACT | NFORMATION

1 Email: Goto http:/ /www.myaccountcenter.net/voicelinesupport.asp

1 VoiceLine Phone: Dial 611 from your VoiceLine  -enabled phone.
1 Regular Touch -Tone Phone (within the U.S.): Call toll -free within the
U.S. at (800) 455 -4185.
1 Regular Touch -Tone Phone (outside the U.S.): Call (614 )-219-5366 from

anywhere in the world.
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2. Installing and Upgrading the SoftPhone

Installing  the SoftPhone

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

g Install the application from the supplied CD -ROM
OR

g Loginto your accountat  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.

oftPhone ;IEI 5'

Welcome to Voiceline SoftPhone

It is strongly recommended that vou exit all Windows
programs before running this setup program.

Click Cancel to quit the setup program, then close any
programs you have running. Click Mezxt bo continue the
installation,

WARNIMG: This program is protected by copyright law
and international treaties,

Unauthorized reproduction or distribution of this programm,
or any porkion of it, may result in severe civil and criminal
penalties, and will be prosecuted to the maximum extent

possible under law,

Cancel

Welcome to VoiceLine SoftPhone Installation

2. Clickthe Next button to begin the installation.
The SoftPhone End User License Agreement displays
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ftPhone = |EI|5|

License Agreement

You must agree with the license agreement to proceed, V

END USER LICENZE AGREEMENT ﬂ
VoiceLine (3M)

This Agreement [("Lgreement™) pertains to your use of
the software, technology, programs, documentation and
updates which are prowvided to you by the Licensor
[eollectively, the "Software'™) . This Agreewent also j

Flease review the license agreement befare installing Yoiceline SoftPhone. IF you accept all
terms of the agreement, select the Firsk option below, Click Mext ko continue,

% 1 accept the license agreement
£ 1 donot accept the license agreement

< Back I ek = I Cancel

SoftPhone End User License Agreement

Click the 1 accept the license agree ment radio button to select it, and then
clickthe Next button.
The Install Options window displays

=10 ]

Install Options
Select the install options wou would like to create, V

v Create a shortcut on the Deskkop
¥ Create a shorkout in the Start Meno
¥ Create a shortout on the GQuick Launch boolbar

[+ Run Yaoiceline SoftPhone automatically an Windows startup

< Back. I Mexk = I Cancel

Install Options Window

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

1 Create a shortcut on the Desktop & Places a shortcut icon for the
Soft Phone c¢client on your PCds desktop.
by double -clicking this shortcut icon.

1 Create a shortcut in the Start Menu d Places 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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1 Create asho rtcut on the Quick Launch toolbar & Places 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.

1 RunVoiceLi ne SoftPhone automatically on Windows startup o]
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 Login
automatically when the SoftPhone starts checkbox on the login
screen.
Once you have selected the desired options, click the Next button.

The Choose Install Location window displays

e SoftPhane = IDIiI
Choose Install Location
Choose the Folder in which to install VoiceLine SoftPhone, V

Setup will install Yoiceline SoftPhone in the Following Folder. Toinstall in & different Folder,
click Browse and select another Folder, Click Install bo start the installation,

Z:\Program FilesiWoiceline SoftPhone Browse.., |

Space reguired: 9.0MB
Space available: 14.1GB

"Destination Falder

< Back. I Install I Cancel

Choose Install Location Window

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

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

1 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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7.

=10

Installation Complete
Setup was completed successfully, V

Completed
|

Show details |

= Bach: I Mexk = I Cancel

Installation Complete Window

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

SoftPhone o =] |

VYoiceline Softphone has been
successfully installed.

@

Click the Finish button to exit this installation,

¥ Launch VoiceLine SoftPhone

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

Up d at engenu 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. Clickthe Start button, and then select Programs: VoiceLine SoftPhone:
Vo iceLine SoftPhone Uninstaller
The VoiceLine SoftPhone Uninstaller window displays

cLine SoftPhone Uninstall o ] 4|

YoiceLine SoftPhone Uninstaller

This will remove Yoiceline SoftPhone From your machine,
Are you sure you wank to continue?

Click the Mext button to remove the application.

Click the Cancel butkon to exit the uninstall process,

Cancel

VoiceLine SoftPhone Uninstaller Window

2. Clickthe 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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=l 3

Ready to uninstall YoiceLine 5oftPhone

Vv

Click Mext to start the uninstall process,

Click Cancel ko exit the uninstall wizard,

[~ Remove Application Data (Contact List and Call Log)i

< Back I ek = I Cancel

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

“VoicelLine™

Please enter wour Account Mumber and Softphone Key,

Account MNumber: I

Softphone Kew: I
Farmak: xumn-nrns-nain-Lris

[T Bave my Account Mumber and Softohone Kevi

¥ Login automatically on skartup

Tools, .. | Ik I Ezxcit

SoftPhone Login Screen

2. Enter your SoftPhone  Account Number
3. Enteryour Softphone Key

4. Clickthe OK button.
If successful, the SoftPhone application ope ns in online status and the login
screen disappears.

I f the |l ogin fails, a new screen displays with th

number or passwordo prompt i Repeaysteps2thmugh4.i ck RETRY

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 ( i) 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.

tray icon.

Vv

File  &coount

About

Line 1* Line 2% Line 3% Lined4F* Line3#

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 outoftheap pl i cati on. Al so, the word AOnlined or ACQC
bottom of the softphone GUI.
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Understanding the On - Screen Display
The on -screen display contains different types of information, including:

g CallStatus 0 The status i ndicat ecurrenthtae BxahplePhoneds
include Dialing , Connected |, etc.

@ Phone Number & Displays the phone number of the current incoming or outgoing
call.

S

Duration 9 Displays the duration, in minutes and seconds, of the active call.

@ Line Status 0 Displays the selected line w ith a white background.

]

Message Indicator 8 An envelope displays when there is a new voicemail

message or messages. See  Checking for Voicemail Messages for more
information on accessing your voicemail.

@ Line Tabs & Displays the five (5) lines available for placing or receiving calls. You
can switch between lines simply by clicking the desired line tab.

© Message Indicator

v =]E3)

File #coount  Abouk

v 1 new message =]
Connected

Call From: 9739380000
Duration: 00:21

Line 1+ Line2* Line3* Line 4% Line 54‘]’

A
[ tiota ] ~ - xir J £y Conr] = Mso |
R~ End|

m <l | 9 Contacts
-m |[Z Recent Calls

5 IKL

@@ C
e

=VoicelLi

VoiceLine SoftPhone Interface
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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:

g Clicking the numbers on the SoftPhoneds keypad.
g Typing the numbers on your PCb6s keyboard.
g 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 .

(g =]E3))

File  Account  About

1 new message =]
Connected
Call From: 9739380000
Duration: 00:21

| Line 1% Line 2% Line 3% Line 4% Line5r|

[ tiold ]~ xir ]£-y Conf] &= s

VoiceLine SoftPhone Interface

Page 6



VoicelLine SoftPhone

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:

g Speaker 6 Controls the earpiece volume, including the
prompts , etc.

g Microphone & Controls 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.

ggs) 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 |  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 callerds end of the I ine. Thi s
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.
=7 o)

File  Account  About

MUTE

[Line 1+ Line2+ Line3+ Line 4* Line5# |

ot
[y
g
g
2
)
&
®
v

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:
g Clicking the Messages button.

g Entering 123 inthe Phone Number text box, and then by either clicking the
Dial buttonorpressing< Enter> on t he PCO6s keyboard.

(= =)

File Account  About

1 new message [*=]
Connected
Call From: 9739380000
Duration: 00:21

|Line1'- Line 2+ Line 3% Line 4# Line5"|

So ftPhone with New Message Indicator

Using the Menus

File
g Clear Re -dial Drop Down & Removes all of the recently dialed phone numbers
from the Enter Phone Number drop -down list.
g Log Out of This Account ( & Dbisconoectstheraccouht@aatey é
in parenthe ses and keeps the login information populated in the UserlD and PIN
fields.

g Change Ac c 8 Disconmects the account and clears the login information
fromthe UserlID and PIN fields.

@ View Contacts 0 Displays the Contacts tab.
g Create New Ca Dispagstthé A dd Contact window.
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g Add Current Cal |l ©® Add<tephorenunmber 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.

g View Recent Calls 8 Displays the Recent Calls tab.
g Call Voi c @ @omiettsto the voicemail system.

g Tool 8 &pensthe Tools dialog box, which allows you to change various
settings, including launch, update, login, and audio settings.

@ Exit 0 Logs out and closes the SoftP  hone application.

Account

g My Ac c o udnQpeéns a browser window and displays the My Account Center
Login page. Enter your Account Number and PIN to login.

g Cal l Hi sdt Opensa browser window and displays the My Account Center
Login page. Enteryour Acco unt Number and PIN to login.

g Manage Servi ce BeOpénsabeowser window and displays the My
Account Center Login page. Enter your Account Number and PIN to login.

About

@ Ab o u tdoéDisplays a pop -up window with the SoftPhone version information.

@ Checkf or Up d ad Ghécks 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 Usfermorsinf@maitioh en
local and international dialing from your area.

When placing a domestic (inside the U.S.) call with the SoftPhone you are not required to
entera 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

g Inthe 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

g Inthe Phone Number field, enter the phone number by pressing the numbers
on your PCo6s keyboar d,DIAa nbdttort onmress c<Emter>k dnthe
keyboard.

USING THE PHONE NUMBER DROP-DOWN LIST

g To call arecently 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

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

USING THE CONTACTS LIST

Click the Contacts ( (£ Contacts H) button to open Contacts pullout list.
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¢ EE)

|
File  Account  About
- Contacts

My contacts
2 My Contacts
& seott
ROI240READ
= 9734382000
E‘] James

W F3E5551234

D
[~ Hotd [~ - xrr £ Conf | = mso f—
E‘] Jessica

S 6092439666
6098345621

[Line1+ Line2* Line3+ Line4* Line5¢ |

Al Meww ) Edit )

View Recent Calls ¢

SoftPhone Interface with Contacts List

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

OR
g 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, iif you
be inserted in its place.

Page 11



VoicelLine SoftPhone

FROMTHE RECENT CALLS TAB

You can view Dialed calls and Received calls from the Recent Calls tab. Clic kthe
Recent Calls (IE‘ Recent Calls ﬂ) button to openthe  Recent Calls  pullout menu.
e 2]e3)

File  Account  About

. Recent Calls

Dialed Received

N L ML FREye )

5734384288
4108853840
8007233288

| 092403486
5734384288
5919734384288
2012487506
18734384288

J uice Mail
5097168660
16092403486 —

197343584288 -
4 I I 4

[

|Line1' Line 2% Line 3% Line<4* Line3#

View Contacts ¢

There are two (2) ways in which you can place a calll
tab:

@ Double -click 8 Double -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

g Right -click 8 Right -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 SOFTPHONE PHONE NUMBER

Inthe 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
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. Onthe contact list, find the contact you would like to ca Il.

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
1 Right -click the number and select Call fromt he shortcut menu.

The contactdés name and number wil/l di spl ay
call is initiated.

Receiving Calls

Standard Calls

When a call is received, a window displays the
your contact list) orp  hone number and prompts you to either accept or decline the call.

Vaoiceling SottPhone

¥ou have an incaming call

Scott
Wiould wou like to accepk this call?

Accept I Dedine

Incoming Call Notification (From a Contact List Member)

g SoftPhone

You have an incaming call

9732221122
Wiauld waou like ta accepk this call?

Accept I Dedine

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

@ Accept T Whenyou clickthe Accept button, the SoftPhone  answers the call, and
you can begin speaking to the caller. The screen displays the call information.

Page 13

in

t

he



VoicelLine SoftPhone

(v =]E3)

File #&coount  Abouk

1 new message [ =]
Connected

Call From: @ Scott
Duration: 00:21

Line 1* Line 2% Line 3% Lined¥® Line3#k

— |

SoftPhone Call in Progress

active in the system tray or b ackground, it will automatically open up

@ NOTE: If the SoftPhone application is not open on the screen but
and/or display as the top window

g Decline i Whenyou clickthe 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, clickthe  OK button.

x|

-
1 Call from Scott ended, The okther party hung up,
-y

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
cal | e r-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.

@ Accept T Automatically places any active calls on hold and answers the new call.

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

g Decline 0 Handles 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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VoicelLine SoftPhone

Missed Calls

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

g Single missed call o If you miss one call, apop  -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, clickthe  OK button.

Yoiceling SoftPhone

You have mis=sed a call from Jessica.

Missed Call Notification

g  Multiple missed calls & If 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 therecentcallsor Exit and return to the active screen. To close the pop -
up window, clickthe ~ OK button.

Woiceling SoftPhone

You have missed 2 calls.

Wig I Ok

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.

Line 2 x|

L]
\__l) all ko 197343342688 ended. The other party hung up.

End of Call Notification

Viewing Recent Calls

The SoftPhone allows yout 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
listis continually updated as new numbers are added to the beginning and the oldest
entries are removed from the bottom.

To view recent callls, click the Recent Calls ( [=_Recent Calls “I) 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.

(= =)

Flle Account  About
- Recent Calls

Dialed Received
e

J “uice hail
=¥ Scott

[Line 1+ Line2» Line3» Lined® Line5» | B Jessica
el B James
™ Hold | ~ - xe £ Conr] = Mg ]
-
4| | »

View Contacts ¢

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

Page 16



VoicelLine

Soft Phone

@

¢ EE)

File  Account  About

Recent Calls

Dialed Received

Y

Yaoice Mail
Scott
Jessica
k James

Call

Add to Contacts

Line 1 ¥ Lim -
Delete this Entry

Delete all Entries For this Mumber

G Select Al

= - ey
|

View Contacts ¢

Deleting a Recent Calls ltem

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:
Right - click anywhere in the Received or Dialed tab, and then click the Select All

1.

option from the shortcut menu.

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 SoftPhoneds contact |ist is an electronic phone b
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
personds phone number, and when you receive a call fr
that personds 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 ¢ an drag and
drop the contact into a different group.

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

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

OR

g 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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2.
3.

(= (=]e3)

File Account  About

Recent Calls

Dialed Received

Call

19734385556

Line 1 ¥ Lin i
Delete this Entry

Delete All Entries For this Murnber
— Hold E Select all

Click to c:aII_J Delete J
“Voiceli View Contacts b

Add Mumber

Marme: I Joe j

Number: [19735551447
Mumber Type: =¥ Q A |I|
GEroup: I work Murnbers| j

Cancel |

Add Number Window

Enter the contact Name .

Murmber Type:

Yoiceline Account
Mokile Phone

= office
@r Home

) Cther

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

TIP: Hover your mouse over each Number Type icon to view the
iconds | abel
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4. |If applicable, click the Group drop -down menu, and select the group to which this
contact belongs.

5. Clickthe Save button.

ADDINGA PHONE NUMBERTOAN 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:

g Click the name of the contact you would Iike to e
numbers), and then click the Edit button at the bottom of the Contac ts screen.
The Edit Contact screen displays the contactds in
OR
g Right-cl i ck the contact name you would I|like to edit
numbers), and then click the Edit Contact  option from the shortcut menu.

The Edit Contactwindowdi spl ays the contactods information

Edit Contact EI

Mame: ISI:I:'U:

Conkack Mumbers:

Woiceling: ||

Mobile: 6092402222

= work: |3734385555

ﬁj Haorne: I

J other: |

Group: | My Contacts =

Save I Cancel |

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. Clickthe 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 Scottés name and drag it onto Jenswdlbecabds name.
inserted before Jessicab6s 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, includimg all of
delete one of the phone numbers associated with a contact.

Deleting an Entire Contact

To delete a contact and alll of that contactdés infor ma

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

contact s, check the fiDonodt ask me againo

% TIP: If you would prefer to skip the confirmation step when deleting
confirmation pop - up box.

2. Click OK to delete the contact.
Thecont act and all of the contactbdés information wi
list.

Del eting One of a Contactodés Phone Numbers

To delete a one of a cont aedickthe specific pfonemumibdsyn s, r i ght
would like to delete, and then click the D elete this number option from the shortcut
menu. The phone number will be removed from the cont

NOTE: You can also delete a contactds ph
Contact window.

Adding a Group
Toaddanewgr oup:

1. Clickthe 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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(= (=]e3)

File Account  About
l Contacts

My contacts

2> My Contacks
E‘] James
& scott

[Line 17 Line2+ Line3» Line 4+ Line5» & Jessica
D

A Family

A» Friends

> Wark MNumbers
W E Q|

et
QHEE .

Achel Mewy )

View Recent Calls ¢

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.

Celete Sroup

' aroup "Work Mumbers" is not empty. Do wou skill want ko delete
. khis group?

Delete Group Pop -up Window

2. Clickthe 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:

g  General

g  Audio Settings

g Sounds

g Network

General Settings

This page displays by default when you clickthe  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 buttonto save your changes.

Tools Window T General Settings

TOOLS i SOFTPHONE SETTINGS PAGE

LAUNCH & UPDATE

Run VoiceLine SoftPhone Click this checkbox to have the SoftPhone
automatically on Windows startup launch each time Windows starts up.
Check for softwa re updates on Click this checkbox to automatically check for

VoiceLine SoftPhone startui uiirades to the SoftPhone.

This field contains your SoftPhone account
number.

Account Number
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