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Notices

NOTICES

Sphericall, Sphericall Manager, Sphericall Softswitch, Sphericall Desktop,
PhoneHub, PhonePort, PhoneNic, COHub, BranchHub, VIM, ATM Direct,
and the Sphere logo are trademarks of Sphere Communications Inc.

Windows, Windows 95, Windows 98, Windows NT, Windows 2000 and
Outlook/Exchange are trademarks or registered trademarks of Microsoft
Corporation. Other products mentioned in this document are also subject to
copyright, trademark, and intellectual property protection as applicable by
law.

Written permission is required prior to reproduction of any of the work
covered here by copyright.

Sphere Communications Inc. is continually upgrading and developing the
products described in this publication. The information contained herein is
specifically designed for Sphericall v3.0+ releases. The information in this
document is subject to change without notice.

For warranty information, see the License Agreement on the Sphericall
Softswitch software CD-ROM.

©2001 Sphere Communications Inc. All Rights Reserved.
Printed in USA.
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CONTACT SPHERE COMMUNICATIONS

MAILING ADDRESS
Sphere Communications Inc.

Two Energy Drive

Lake Bluff, IL 60044 USA
1-847-247-8200 Phone
1-847-247-8290 Fax
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USING THE TELEPHONE

We welcome you as a new user of the Sphericall Désktop. As a Sphericall
Desktop phone user, you must learn a few basics to get started with the
Sphericall Desktop.

This manual is designed with you in mind. If you follow each of the steps,
you can answer, transfer, place, receive, or conference calls with the
Sphericall Desktop. Refer to your voice mail vendor’s user manual for any
guestions regarding voice mail system functionality.

Note: Some of the Sphericall Desktop features are dependent upon what
your system administrator has enabled for your particular phone.
Please ask your system administrator for details about your
organization’s Sphericall system.

SPHERICALL DESKTOP PHONE
FEATURES

Distinctive Ringing

If a call comes to your phone from within your organization’s Sphericall
system, you will hear two short rings. If a call comes to your phone from
outside your organization’s Sphericall system, you will hear one long ring.

Caller ID

If your Sphericall system has Caller ID enabled, the caller’s information will
appear on your display phone. If the caller does not have Caller ID, no
information will be displayed. If your Sphericall system has not been
enabled for external Caller ID, you will only receive Caller ID information on
internal calls.
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Placing Calls from the Telephone

Call Waiting

If your phoneset has been enabled for call waiting, a tone sounds in your
handset when another call is coming in while you are on the current call.
Press the FLASH/LINK key on your telephone to access the second call.

Message Waiting

If your telephone is equipped with a message waiting light and the
administrator has enabled this feature, the light flashes when a message is
waiting in your voice mailbox. A stutter dial tone may also sound to indicate
you have a message when you pick up the handset.

PLACING CALLS FROM THE
TELEPHONE

How do | place a normal call?

To place an external call
1 Pick up the handset.
2 Dial the outside service number (typically 9).
Outside service your Sphericall system uses:
3 Dial the number you wish to call.

To place an internal call
1 Pick up the handset.
2 Dial the extension.

PROGRAMMABLE PHONES

Programmable phones can be used in your Sphericall system. Program
each number by first inputting the outside service then the desired number
(for example, 97777777).
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USING THE TELEPHONE
Answering Calls from the Telephone

ANSWERING CALLS FROM THE
TELEPHONE

The phone associated with the Sphericall Desktop operates just like any
other phone: if it rings, you answer it!

To answer a call
The phone rings...
1 Pick up the handset.

The Sphericall Desktop supports distinctive ringing, Caller ID, and call
waiting.

PLACING A CALL ON HOLD

If your telephone has no HOLD button, use the following procedure:

To place a call on hold using FLASH/LINK
1 Press FLASH/LINK on the telephone to place the call on hold.
2 Press FLASH/LINK on the telephone again to retrieve the call from hold.

The only way a caller hears music on hold, if your organization
incorporates music on hold into its Sphericall system, is if you press the
FLASH/LINK button on the telephone. If you place the caller on hold using
the HOLD button, the caller will not hear music on hold.

TRANSFERRING CALLS FROM THE
TELEPHONE

Once | have answered a call, how do | transfer it to another extension?
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Conferencing Calls Using the Telephone

Blind Transfer Immediate transfer to other extension.

Attended Transfer Allows you to announce the call prior to the transfer.
When using attended transfer, the caller being transferred
does not hear you announce the call. If your system has
music on hold, the caller hears music during the transfer.

Note: A blind transfer can be completed by using star codes. This option
may be preferred when used with a programmable phone. Refer to
the Star Code table for further information.

Tocomplete a call (a blind transfer)
1 Press FLASH/LINK on the telephone.
You will hear dial tone.
2 Dial the extension.
The transfer is complete when you hear dial tone.
3 Hang up the handset.

Your phone is set by default to blind transfer. You can change this setting
with your Sphericall Desktop.

To complete a call (an attended transfer)
Press FLASH/LINK on the telephone.
Dial the extension.

Announce the call.

AW N P —

Hang up the handset to complete the transfer.

CONFERENCING CALLS USING THE
TELEPHONE

Now that | am talking to someone, how do | conference another person into
our call?
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To place a conference call
With one call already connected:

Table 1.1

Code

Authorization PIN

USING THE TELEPHONE
Sphericall PhoneSet Star Code Commands

Press FLASH/LINK on the telephone to place the current call on hold.

Dial the extension number or an outside number (outside service plus the

desired number).

Press FLASH/LINK to place the new call on hold.

Dial *95.

The conference call is now in progress.

* You may conference yourself plus five other callers in a conference call
depending on available resources.

SPHERICALL PHONESET STAR CODE

COMMANDS

The Sphericall Desktop is enabled with several star code commands that
you can use directly from the phoneset. Use the following star code
commands to set features and perform functions from any telephone.

Star Codes

Action

*99 + PIN + # + number
to be dialed

Explanation

Allows you to apply permissions from your user profile to
another line and make calls from a phone.

Blind Transfer

FLASH/LINK + *96 +
Extension

Complete a blind transfer to another extension.

Sphericall Desktop User Manual
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Code

Call Forwarding Setup

USING THE TELEPHONE
Sphericall PhoneSet Star Code Commands

Action

*72 + number

+ # (optional)

Explanation

Activates the station number to which all your calls will be
forwarded.

» The number can be an extension or outside service +
local telephone number (example: 9 + 555-1234).

« If the number is not already on the forwarded list, it will be
added and enabled.

* Only a single handset-entered forwarding number is
entered at a time; though calls may be forwarded to mul-
tiple numbers (example: *72 + extension, hangup. Then,
*72 + another extension).

Call Forwarding
Deactivation

*73

Clears the phone’s pre-existing call forwarding setup.

Conferencing

With a call connected:
Press FLASH/LINK

Dial extension or number
Press FLASH/LINK

Dial *95

FLASH/LINK and star code allows user to conference
parties.

Do Not Disturb *78 Activates Do Not Disturb for all calls bound for this phone

Activation extension. When Do Not Disturb is activated, the station is
not alerted to any calls. Forwarding and/or Coverage
behaves as usual.

Do Not Disturb *79 Deactivates Do Not Disturb for all calls bound for this

Deactivation

phone line.

Pickup

*93 + Extension

Retrieves a ringing call or an on-hold call at the entered
extension.

Group Pickup

*92

Retrieves a ringing call from anywhere within the
predefined Group Pickup area.

Park FLASH/LINK + *8 + the Places a call into the "virtual" park zone (a "hold" parking
number of park zone as lot where calls can be retrieved from any phone on the
announced (by operator) | system).

Unpark *91 + park zone as Retrieves a call from the park zone extension entered. If
announced (by operator) | there is more than one call in the zone, it will take the oldest

call in the zone.

Paging Number determined by Contact your administrator for the extension of your
your Sphericall system system’s paging access.
administrator.
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USING THE TELEPHONE
Flash Codes For Telephone Functionality

FLASH CODES FOR TELEPHONE
FUNCTIONALITY

The Sphericall system uses the FLASH/LINK function on the telephone set
to enable a single-line phone to function as a multi-line phone.

Pressing the FLASH/LINK key on the phone set allows you to “toggle” or
cycle between calls to transfer or make consultative calls.

Table 1.2

Flash/Link function table

Action Flash Explanation

Making a call
» Pick up your phone receiver
» Dial the number you wish to call

N/A

Placing a call on/off Hold

» Press Hold on the phoneset (no music on hold).
or
» Press FLASH/LINK (music on hold, if available).

Dialing an Outside Number

(outside service provided by administrator)

Answering an incoming call while the phone is
already off-hook

(A call waiting tone will be generated)

Press FLASH/LINK.

Placing a call on Hold to make a second, third,
fourth, etc. call

(The maximum number of calls allowed is determined
by your system administrator.)

Press FLASH/LINK, wait for dial tone, dial another
number.

Retrieving a second, third, fourth, etc. call on Hold

Press FLASH/LINK until the desired party is connected.

» Continue to press FLASH/LINK to cycle through the
calls as they were presented to you.

» Pressing FLASH/LINK will provide dial tone to allow
you to manage the last connected party (i.e. for trans-
fer, conference, call parking, etc.). If upon call waiting,
you will press flash and receive a call immediately with-
out the dial tone.

Transferring the connected party (Attended Transfer)

Press FLASH/LINK, dial the extension, announce the call,

hang up.

» A hold reminder, a very brief ring, will notify you if you
have left another call on hold. Pick up the phone to con-
nect to the next person on hold.

Sphericall Desktop User Manual
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Authorization PINs and the Phoneset

Flash Explanation

Transferring the connected party (Blind Transfer) Press FLASHY/LINK, dial the extension, hang up.
« A hold reminder, a very brief ring, will notify you if you
have left another call on hold. Pick up the phone to con-
nect to the next person on hold.

AUTHORIZATION PINS AND THE
PHONESET

AUTHORIZATION PIN OVERVIEW

Authorization PINs allow you to apply permissions from your assigned user
profile to initiate calls from a restricted phone.

To use your dialing permissions from a restricted phone, dial *99 + PIN + #
(the # key). The dialing privileges that correspond to your PIN (your user
profile) will apply to the current call. After the call is complete, the phoneset
permissions return to their normal privileges associated with the line.

If you are dialing out from the Sphericall Desktop on your computer, you
will already have permission to make calls. As long as you are logged into
your computer and the Sphericall Desktop is open, you will have your
dialing permissions.

Table 1.3 PIN Code Sequence

Dial:

*99 Begins dialing permissions.

PIN + # (the # key) Enters your security access.

Number Dials a phone number (local or long distance).
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USING THE TELEPHONE
Authorization PINs and the Phoneset

Note: Your system administrator will supply you with your Authorization
PIN if this feature is active on your system. If you lose your PIN,
your administrator must assign you a new PIN.
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Authorization PINs and the Phoneset
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SPHERICALL DESKTOP SOFTWARE

How do | use my telephone in conjunction with the éphericall Desktop?

Use this chapter if your Sphericall system administrator has integrated your
telephone with the Sphericall Desktop. The following is an overview of the
features you have access to on your computer.

Note: Even if your computer is not turned on, you have access to the
telephone and can receive and place calls from your phoneset.

To start the Sphericall Desktop application
From the Start menu:
1 Click Start\Programs\Sphericall\Desktop.
The Sphericall Desktop opens and integrates with your phoneset.

Figure 2.1  Sphericall Desktop window
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SPHERICALL DESKTOP SOFTWARE
2 ) .
Extensions List

2 Review the following major areas of the window:

Menus Drop-down menus contain commands and tasks.
Toolbar Button commands and tasks.

Folders Stored number information.

Active Call pane Live information as calls are in process.
Phonebook, Recent Phonebooks and organization number directories.

Calls, Extensions pane

Calls The active call icon which can be dragged to transfer,
right-clicked for more tasks and options, etc.

EXTENSIONS LIST

Clicking the Extensions tab of the Sphericall Desktop window allows you to
view all the extensions listed for your organization.
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Figure 2.2

Sphericall Desktop User Manual
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To place a call using the Sphericall Desktop window

From Phonebook or Extensions tab:

Double-click any name or number.

USING THE SPHERICALL DESKTOP

ANSWERING CALLS

In the Calls window, new calls will appear when the telephone rings.

« New calls have a yellow bell ringing.
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Using the Sphericall Desktop

Figure 2.3 Ringing Bell image

Azmith 284
Rirnging

« Connected calls have a red handset indicating a call is active.

Figure 2.4  Call Connected image

ppalmer 223 :
Connected 53 sec |

TRANSFERRING CALLS

To transfer calls using the Sphericall Desktop
1 Place the call on hold by clicking the hand icon on the Sphericall Desktop.

2 Double-click the number in the Extensions tab.
or
Drag and drop an active call to a number in the Extensions tab.
Users who transfer calls frequently can also click once in the Extensions
tab then type the first letter of the person’s last name to whom they wish to
transfer the call. This will automatically jump the Extensions list to that
alphabetical section. Double-clicking the appropriate name will complete
the transfer.

Note: If you have attended transfer set in Configure\Options, you must
click Complete Transfer to complete the transfer of a call made from
the Sphericall Desktop. This is not necessary for blind transfers.

3 Hang up the handset.
or
Click the number in the Extensions tab.

4 Press Enter.
5 Hang up the handset.
The call will be transferred.

To speed transfer calls (for Operators)

Users who transfer calls frequently will find it helpful to “jump” to the
alphabetical letter of the person to whom they wish to transfer calls.
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SPHERICALL DESKTOP SOFTWARE
Using the Sphericall Desktop

1 Click once in the “white space” of the Extensions tab.
On the keyboard:

2 Type the first letter of the last name of the person to whom you are
transferring a call.

This will automatically jump the extensions list to that alphabetical section.
3 Double-click the appropriate name to complete the transfer.

CONFERENCING CALLS

Conferencing calls with the Sphericall Desktop is very easy to do.

To place a conference call
1 Answer or initiate a call.
2 Place the call on hold.
3 Ring the new extension.
4  Drag either call onto the other call in the Calls pane.
The conference call will be connected.

Figure 2.5 Conference Call image

Conference Call
Connected 34 zec
b cwagner 264

= rgemersky 272

To save a conference call
Once you have a conference call active:

1 Click File\Save Conference.

To load a conference call
1 Click File\Load Conference.
2 Select a previously-saved conference call.
This will load the phone numbers.
or

3 Double-click the number to call the party and initiate the conference call.
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Using the Sphericall Desktop

To transfer a call to a user’s voice mailbox
1 Answer acall.
2 Right-click the extension for the intended transfer.
3 Click “Transfer to this user’s Voice Mailbox.”

The call you transferred will proceed to the voice mailbox.

Note: You must have a third-party voice mail system installed on your
Sphericall system in order to use this function.

To transfer a call to your own voice mailbox
1 Answer acall.
2 Right-click your own extension in the Extensions tab.
3 Click “Transfer to this user’s Voice Mailbox.”
The call you transferred will go to your voice mailbox.

Note: You must have a third-party voice mail system installed on your
Sphericall system in order to use this function.

A NOTE ON OPERATORS

Operators have the ability to monitor more than their own line. Using the
Sphericall Desktop, an operator can place the mouse pointer over
extensions and view user call information. This information includes the
caller’'s name, if the call is inbound or outbound, Caller ID (if available), and
call length.
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SPHERICALL DESKTOP SOFTWARE
Using the Sphericall Desktop

TITLE BAR BUTTONS

Hide button - Click to hide the Sphericall Desktop.

g Minimize button - Click to reduce the Sphericall Desktop image size.

@ Maximize button - Click to restore the Sphericall Desktop to fullimage
size.

Exit button - Click to exit the Sphericall Desktop.

The title bar buttons are located at the upper right of the Sphericall
Desktop.

TASKBAR STATUS AREA ICONS

Status Area Shortcut - Opens the Sphericall Desktop
window.

Status Area Call Indicator - Indicates call(s) received.

Do Not Disturb - Silences phone.
Forwarding - Indicates that forwarding is enabled.

Message Waiting - Indicates that a message has been left
q!ﬂ on your third-party voice mailbox (where available).
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SPHERICALL DESKTOP SOFTWARE
Using the Sphericall Desktop

Taskbar status area icons are located in the lower right of the Sphericall
Desktop.
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SPHERICALL DESKTOP OPTIONS

One of the first things you will need to do with the Sbhericall Desktop is to
set the Configuration Options.

THE OPTIONS WINDOW

GENERAL TAB

To set general options
From the Sphericall Desktop window:
1 Click Configure\Options.
The Options window appears.
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The Options Window

Figure 3.1  Options window, General
tab

Options H

General IEaIIs I Phonebookl Fecent EaIISI EHtensiDnsI Elutlocnkl

— Toolbar Skyle
& Smal [ Show text under button
" Large
— Default Tppe OF Tranzfer Keypad Layout
i " Attended Transfer ' Standard
éﬁ‘»’ % Blind Transfer " Mumeric

— Perzonal Detailz

Thiz name will be uged when creating shortcuts or hyperlinks for
ather people to call pou:

M arne: ||

¥ Show splash screen when starting

Ok I Cancel Help

2 Set your own options for the following:

Toolbar Style Select Small, Large, or Show text under button.

Default Type of Transfer Select Attended Transfer (allows you to announce
transferred calls) or Blind Transfer (immediate

transfer).
Keypad Layout Select Standard or Numeric for the dial pad layout.
Personal Details Type your name in the Name field.
Show splash screen When the Sphericall Desktop starts, you can enable or
when starting disable the Sphericall logo splash.

3 Click the Calls tab.
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Figure 3.2
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SPHERICALL DESKTOP OPTIONS
The Options Window

Options window, Calls tab

Options HE

General Calls |Phonebook| Recent

— |hcoming Calle

Call | Extenzions | Dutlook |

[ElS

¥ Ering to front if hidden

W If a zecond call arives, play this zound:

|ringing.wav

Browse |

— Outgoing Callz

¥ Popup if minimized
¥ Ering to front if hidden

— General

¥ Cloze window after hanging up last call

Delay cloging by |3 3: zeconds

[~ Popup to manitor calls from other applications

o]

Cancel | Help

Set your own options for the following:

Incoming Calls
Outgoing Calls

General

Click the Phonebook tab.

Configure Popup and sound options.

Configure Popup options for outbound calls.

Close window and monitor options.
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The Options Window

Figure 3.3 Options window,
Phonebook tab

Options BHE

Generall Cals  Phaneback |F|ecent EaIISI E:-:tensiu:unsl Dutlu:u:ukl

— Default Tree Entries

LE-_...-EJ [+ Show Outlook Contacts
¥ Show Exchange Phonebook
¥ Show these Zones:

[w]|D efault Zone

— Mumber Entries
Order by: £~ First name
= Last name

¥ Show phone number az well as name
[ Show company as wel as name
™ For calls, display name instead of Caller 1D

Ok I Cancel Help

6 Set your own options for the following:

Default Tree Entries Select how you wish to view calls in the Phonebook.
Number Entries Select how you wish to sort the calls by first or last
name.

7 Click the Recent Calls tab.
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Figure 3.4
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Options window, Recent
Calls tab

SPHERICALL DESKTOP OPTIONS
The Options Window

Generall Calls | Phonebock | Fecent Calls

“'ou can choose which callz appear in your Becent Callz list, and
the color that will be used to display the entry:

W Unanswered incoming calls:
v &nswered incoming calls:
[ Unanswered outgaoing calls:

[ &nswered outgoing calls:

¥ Biing the recent calls list ta the front when | miss a call

Keep thiz many entries in the list:

Eutenzions I Cutlook, |

50 =

0k I Cancel Help

Set your own options for the following:

Unanswered incoming
calls

Answered incoming calls

Unanswered outgoing
calls

Answered outgoing calls
Recent calls list

Number of entries in list

Click the Extensions tab.

Choose which calls appear in Recent Calls list and
the list display color.

Choose which calls appear in Recent Calls list and
the list display color.

Choose which calls appear in Recent Calls list and
the list display color.

Choose which calls appear in Recent Calls list and
the list display color.

Select to bring recent calls list to front when a call is
missed.

Choose the number of entries for the Recent Calls
list.
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Figure 3.5
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SPHERICALL DESKTOP OPTIONS
The Options Window

Options window, Extensions

tab
Options 7]
General I Calls I Phnnebookl Recent Call Outook I
— Sorting Digplay
Dizplay last name first
' Phone Mumber ~ eg Doe.John
& Last Name ¥ Show the entry's number
" First Mame Shaow an icon nest to
2 the entry

— Mouse Action
‘when an entry in the extensions list is double clicked:
 Always dial the entry

I Transfer ta this entry if a transfer i pozsible,
otherwize dial the entry

QK I Canicel | Help |

Set your own options for the following:

Sorting Set your sorting option by selecting one of the following:
» Phone Number
* Last Name
» First Name

Display Set your Display option by selecting one of the following:
 Display last name first
» Show the entry's number
» Show an icon next to the entry

) When an entry in the Extensions list is double-clicked, how
Mouse Action do you want the Sphericall Desktop to respond?

» Always dial the entry

 Transfer to this entry if a transfer is possible, otherwise dial
the entry (preferred method for operator functionality)
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SPHERICALL DESKTOP OPTIONS
Integration with Outlook Dialer

A NOTE ON THE OUTLOOK TAB

Microsoft Outlook is only used with systems which are integrated with
Microsoft Exchange Server. If your system is integrated with Microsoft
Outlook, you can click the Outlook tab on the Sphericall Desktop to select
and set your preferences for importing Outlook Contacts, Journaling, etc.

INTEGRATION WITH OUTLOOK DIALER

In order to fully integrate with Microsoft Outlook’s dialer, you must perform
the following configurations:

To configure a PC for Sphericall and Microsoft Outlook integration
On a Microsoft Windows 9x or NT Workstation:

1 Open Control Panel\Telephony\Telephony Drivers.

2 Select Sphericall Service Provider.

3 Click Configure.

4 Click OK to confirm that TAPI service provider has been configured.

5 Under the My Locations tab, type the outside service (i.e. 9, 8, etc.)
required to place calls to the PSTN.

6 Close the Control Panel window.

On a Microsoft Windows 2000 Professional workstation:

1 Open Control Panel\Phone\Modem Options\Advanced.

2 Select Sphericall Service Provider.
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Figure 3.6
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SPHERICALL DESKTOP OPTIONS
Integration with Outlook Dialer

Step Action

3 Click Configure.

4 Click OK to confirm that TAPI service provider has been configured.

5 Under Dialing Rule, click edit.

6 Type the outside service (i.e. 9, 8, etc.) required to place calls to the
PSTN.

7 Close the Control Panel window.

Then, on any Microsoft Windows 9x, NT, or 2000 Professional workstation:
Open the Microsoft Outlook client.
Click Contacts.

From the Toolbar:
Click Dialer.

Outlook Dialer Button

|5 5= ok

ZoFind % Organize | [ -
Redial »
Speed Dial »

4w call..  Ctrl+shife+D

Select New Call.

Click Dialing Options.
Under Connect using line:
Scroll down to select the appropriate name from the drop-down list box.

Click Dialing Properties.

Verify that the outside service line is set for local and long distance calls.

Click OK
Click OK.

Click Close.

This desktop is now ready to integrate Sphericall and Microsoft Outlook
dialing. To test, select a contact and click Dial in Microsoft Outlook. This
action invokes the Sphericall Desktop and initiates a call.
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SPHERICALL DESKTOP OPTIONS
Forwarding And Coverage

There is additional information on Microsoft Outlook in the Online
Handbook.

FORWARDING AND COVERAGE

Forwarding and coverage options must be set for each user. If you have
the Sphericall Desktop, you can establish the settings for forwarding and
coverage yourself.

FORWARDING

Forwarding, or the temporary "follow me" feature of the Sphericall Desktop,
rings both your extension and the other internal extension where the call is
forwarded.
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Forwarding And Coverage

To set forwarding conditions

Figure 3.7 Forwarding and Coverage

window
Forwarding and Coverage EE
IE name j
— Faorwarding

[" Enable forwarding

Add | Hemwel
— Cowverage
V¥ Enable coverage
| [ eztination | Fingz | Call Origin |
B00 waice mail After 4 rings Arywhere

Add | Hemwel

Cancel | Help |

1 Select Configure\Forwarding.
The Forwarding and Coverage window appears.

2 Select the name and extension for whom you are configuring forwarding
conditions from the drop-down list box.

In the Forwarding group box
3 Select the Enable Forwarding check box to enable forwarding.
4 Click Add.

The New Forwarding Number window appears.
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Figure 3.8 New Forwarding Number
window

MNew Forwarding Number

— Mumber oK

% Estension:

IQ 271 Shawn Fradin j Caneel

Help

4.

" Outside number;

Service: I@An}l Outzide Line VI
ame: I
Mumber: I

5 Select the extension or outside number to which you wish to forward calls
from the drop-down list box.

 If your phone is set to forward to an outside number, it will not ring at
your desk phone and the outside number. It will only ring at the number
where you have forwarded the call.

* Once you have enabled either forwarding or coverage to an outside
number, the call will not follow any other forwarding or coverage
conditions.

6 Click OK.

COVERAGE

Coverage has the added capability of "cascading” call coverage to several
different destinations prior to going to your voice mail. Set your coverage
for all the options you need:

* Voice malil

» Coverage group (of any kind, depending on your role, job, or duties)
 Cellular phone (if necessary)

e Other individuals within your department
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VOICE MAIL SETTINGS

Verify that your coverage settings are set to send your calls to voice mail if
you do not answer your phone. Your Sphericall system administrator will
inform you of your system’s voice mail extension number.

To add voice mail settings
From the Rings drop-down list box:

1 Setthe number of rings that the phone will ring prior to the call being covered
to voice mail.

ADD COVERAGE SETTINGS

To add coverage settings
1 Click Add to add another coverage setting.
The New Coverage Number window displays:

Figure 3.9 New Coverage window

Mew Coverage Number [ x| |

— Mumber K

¢ Extension:

| € 222 Name =] cene

Help

i

" Dutside number:
Service; I@.ﬁ.n}' Outzide Line j

M arme: I

Murnber; I

2 Select the extension from the drop-down list box.
3 Click OK to return to the Forwarding and Coverage window.

Note: Your Sphericall system Administrator must give you permission to
forward to an outside number.
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COVERAGE TO OUTSIDE PHONE NUMBERS

When selecting coverage to an outside phone number, observe the
following:

« Type any logical name that makes sense in the Name field.

« Type the number without the outside service (use the default outside
service as listed in the Service field above) in the Number field. If your
Sphericall system has more than one outside service (i.e. one for long-
distance calls, one for local calls, etc.), be sure to select the appropriate
outside service.

Example:

Figure 3.10 Outside number option

HEp |
& Qutside number;
Typically Semice: I@.&ny Outzide Line j
M arne: IH.:.me
Mumber: | s558053
£ Outside numbs
Service: I-@.&.ny Tutside Tine™ =]
M arne: I el Phone Numbers entered here
can be entered as local
Murmnber: | 715-5583-5059 ~— | orlong-distance.
No outside line access
number needed.

CASCADING COVERAGE

Cascading your coverage to different destinations prior to the call(s) going
to your voice mail assists you in managing your calls.
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Figure 3.11 Forwarding and Coverage

window

SPHERICALL DESKTOP OPTIONS
Forwarding And Coverage

Forwarding and Coverage

| € Shawn Fradin 271

~ Fonmarding
V¥ Enable forwarding

Add Hemfie

/

~ Coverage

¥ Enable coverage

/

RINGS:

First at your desk: 3 rings

To Ext. 297: 1 more rings
To Ext. 284: 2 more rings

To voice mail at: 6 total

| Ciestination | W | Call Origin |
B00 Y oice Mail After B ringz Anywhere
284 Andrews Smit Alter 4 rings Anywhere
297 kely Colling After 3 ringz Arnywhere
Add Remove |
0K I Cancel | Help |

ADD DESTINATIONS TO YOUR COVERAGE

Once all destinations are added, set the rings for each destination so that
each destination has a unique number of rings.

Example:

Calls ring first to your phone: 3 rings.

Then to any other covered number(s): 1 more ring for ext. 297; 2 more

rings for ext. 284.

The call moves to voice mail after the total number of rings listed in voice

mail: 6 total rings.

If you do not have voice mail coverage set, a call ringing your phone will
continue to ring; or, the phone will ring the designated number of rings
then ring to any coverage numbers listed. The call will ring the final
coverage number (highest number of rings) until it is answered.
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CALL ORIGIN

Calls can also be sorted for coverage based on the origin of the call. If a
direct call to your phone set has an EXTERNAL origin and you prefer that
those calls get covered differently from INTERNAL calls, set up your
coverage to account for internal or external origin calls.

To set coverage for origin calls
1 Select the appropriate origin from the Call Origin drop-down list box.

MULTIPLE EXTENSIONS WITH FORWARDING
AND COVERAGE

At the top of the Forwarding and Coverage window is a drop-down list box
with your name in the user field.

To set multiple extensions
If you have been given "ownership" of more than one extension or group
extension:

1 Click the drop-down list box with your name in the user field to view each of
the lines of which you have ownership.

For example, itis common for one user in a Sales or Support group to have
ownership of the Sales or Support number; this person can set its
forwarding and coverage options.

2 Set the forwarding and coverage options for that extension.
3 Click OK to return to the main Sphericall Desktop window.

Note: Forwarding is a temporary setting whereas coverage is permanent.

DO NOT DISTURB

The Do Not Disturb button on the toolbar of the Sphericall Desktop window
allows you to "silence" your phone: the phone will not ring at your desk. All
calls go directly to your forwarding and coverage options.

CAUTION! IT IS EASY TO FORGET THAT YOU HAVE DO NOT
DISTURB ACTIVATED. REMEMBER TO DEACTIVATE IT TO
RESUME NORMAL CALL ACTIVITY.
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PHONEBOOK ENTRIES AND FOLDERS

THE PHONEBOOK PANE

The Phonebook pane on the Sphericall Desktop window is used for your
personal extensions. By default, extensions on your organization’s
Sphericall system will be listed in a "tree" format. If you expand the tree,
you will see all of the users on your system divided by groups.

This allows you to set up your personal folders on your Sphericall Desktop.
All you need to do to place a call is double-click in the Folders pane. The
information in Phonebook folders is stored on your local PC. If you want to
transfer those numbers to a new PC, you must contact your Sphericall
system administrator.

To add a personal folder
1 Click the Phonebook tab.
2 Highlight the Phonebook directory.
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Figure 3.12 Sphericall Desktop window,
Phonebook tab

E% Sphericall -name : 482
File Call Configure “iew Outlook Phonebook Help

[@-[z& 006 Ea-|O-

Noractive call

Phonehook | Recent Callsl Extensionsl

m Phonebook

D Perzonal

Eh@ Drefault Zone

{0 Individuals

: A Operators

H @ Other

E1-25) Dutinok Contacts

© B3 sTU

- -2 Sphere Communications

E@ Exchange Phonebook
-] Global Address List
H-{ Outook Address Boak
D Sphere Communications Inc.

For Help, press F1 =1 BE 520 [11:54 AM 5
3 Right-click the Personal folder.
4 Select New Entry.
The Phonebook Entry window displays.
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Figure 3.13 Phonebook Entry window

Phonebook Entry |
— Details
First Mame: | _I |LI
Last Mame: Cancel |
Company: Help |

|
|
|
I~ Image: I _I

— Mumbers
Type | Humber | -
Business L
Buzsinesss
Hame
Home? ;I

5 Enter the following options:

First Name Type the first name.

Last Name Type the last name. If only using one word, type the word
here (i.e. Home).

Company Optional field.

Image Optional field. If you have a bitmap image of someone, select

that check box, then browse to find the image. This image
appears in the Active Call pane.

Number Type the number. You do not need to add the service number
(i.e. 9 for outside service). You will need to enter the full area
code if this is a long distance number.

6 Click OK.
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You will now see this new entry in the folder you have created. Whenever
you call or receive a call from this number, you will see this image in the
Active Calls pane.

PARK ZONES

The Sphericall system has a number of park zones to aid in placing calls on
hold and retrieving them from another phone. Instead of placing a call on
hold, you can click Park. This allows you to summon another person to
unpark the call by using the Sphericall Desktop or the Star Code *91 plus
the park zone number.

To place calls into a park zone

1
2

Figure 3.14

To retrieve calls from

Right-click the call in progress.

Select Park.
or
Click Park Zone.

Park Zones progress image

& ppalmer 223
Parked at Park Zor

the Park Zone

Select the call on Park (identified by Park icon).
Highlight a call in a park zone.

Right-click the call.

Click Unpark.
or
Click Park.

Calls are unparked by first call in, first call out. The person holding the
longest in the park zone will be the first caller unparked from a single zone.
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PICKUP

The Pickup feature of Sphericall Desktop allows you to answer a ringing
phone at someone else’s desk. If you hear a ringing phone, follow this
procedure.

To pickup a call using the Sphericall Desktop
Figure 3.15 Pickup icon

iz

1 Click Pickup to open the “Pickup aringing call” window.

2 Click Pickup immediately.
or
Switch to another Pickup Group “area” by clicking the arrow next to the list
box.

3 Select the ringing extension from the drop-down list box.

Note: You may also choose an extension to pick up by clicking
Extensions.

You should now be connected to the person dialing the other person’s
desk.

or
4 Right-click the extension that you wish to pick up.
5 Select Pickup.

You should now be connected to the person dialing the other person’s
desk.

To pickup a call using the phone set
1 Dial *92 from your telephone keypad.

This retrieves a call that is ringing within your geographical Group Pickup
area.

To pickup a call ringing at a particular extension
1 Dial *93 then the extension.
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FIRST DAY SETUP CHECKLIST

Use the following checklist to review and set up you.r Sphericall Desktop
options.

Open Sphericall Desktop on the computer:
D Start\Programs\Sphericall\Desktop.

Define your personal details: Configure\Options\General
D Tab, Details. (This should be done immediately.)
e Type your name

Set up General tab options: Configure\Options\General Tab.

» Tool Bar Style

» Default Type of Transfer (Review Attended Transfer/Blind Trans-
fer)

» Keyboard Layout

» Personal Details

» Show splash screen (when opening Sphericall Desktop) if desired

L

Set up Calls tab options: Configure\Options\Calls Tab.

D Set your preferences for:
* Incoming Calls

» Outgoing Calls
» General Options

Set up Phonebook tab options:

D Configure\Options\Phonebook Tab.
Set your preferences for:

» Default Tree Entries

* Number Entries

Set up Recent Calls tab options: Configure\Options\Recent

D Calls Tab.
 Select the appropriate options
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Set up Extensions tab options:
D Configure\Options\Extensions Tab.
Set up preferences for:

 Sorting

« Display

* Mouse Action

Set up Outlook tab options: Configure\Options\Outlook Tab.

D Set up preferences for:
* Incoming Calls

» QOutgoing Calls
» Journal
« Contact Groups

Set up Forwarding: Configure\Forwarding.

D » Forwarding - Temporary Forwarding

» Coverage - For your work group

» Fallback Coverage - After X number of rings, Enable to go to Voice
Mail, set number of rings

 Click Help to print the Help information from this window if neces-
sary

Practice Minimizing, Closing, and Exiting the Sphericall
Desktop.

L

Review Sphericall Desktop sections:
» Calls and the Call icon

« Hold

* Help

* Phonebook

» Extensions

» Drag and Drop Transfer or Double- click Transfer
» Pickup

» Folders

» Recent Callers

» Do Not Disturb

» Conference

L
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ONLINE HELP

Think of your Help files for the Sphericall Desktop as the online handbook.
Help is always available from the Help menu or from Help buttons located
on some of the command windows.

Figure A.1 Help menu

<& Sphericall Online Handbook

[_[Ofx]
File Edt Bookmaik Options Help
HepTopics  Fook | Bt | << | » |
1D Contents | @ index | @ Search | Welcome to Sphericall
-1 Welcome to Spherical
B @ ‘welcome to Sphericall Sphericall™ems is the industry’s first network-based software phone system providing
. [ eminisater sophisticated telephony services to the desktop in adkdtion to supporting currert network
' [ Getting Started Wik Spheical protocals. This gives you, the user, unprecederted cortrol of the telephons system and

stete-of-the-art connectivity.
@ Drop Down Menus
@ Features
Sphericall ems has been designed as a Microsoft® windows® integrated office
component with stanciard features including Online Handkook. This will be your front ine
assistance in working with the Sphericall Desktop applicstion and &l of its festures:
Sphericall shares a look anel feel wih other Microsoft Windows products sa you can

work in one product and become familiar with the tools, which are automatically used in
other applications

Ga straight to Getting Started yith Sphericall

The Help files allow you to answer your own questions on using Sphericall
Desktop. Refer to the Sphericall Desktop Phone Keypad Tips card for
further instructions on phone set commands. Refer to your voice mail
vendor reference guide for voice mail instructions.

Sphericall Desktop User Manual



A-2 Sphericall Desktop User Manual



A

Add an Image 36

Add Coverage Settings 30
Answering Calls 13
Authorization PINs 8

C

Call Origin 33

Call Waiting 2

CallerID 1

Calls Options 21

Cascading Coverage 31

Complete Transfer button 14

Conferencing Calls with the
Sphericall Screen Pop 15

Coverage Setup 29

Coverage to Outside Phone
Numbers 31

D

Default Tree Entries 22
Default Type of Transfer 20
Dialing permissions 8
Distinctive Ringing 1

Do Not Disturb 33

E

Extensions 12
Extensions List on the Screen
Pop 12

E
Flash Codes 7
FLASH/LINK key 7

Sphericall Desktop User Manual

Forwarding & Coverage 27
Forwarding Setup 27

G

General Options 19

H

Help A-1

K
Keypad Layout 20

L

Load Conference 15

M

Make An External Call 2

Make An Internal Call 2

Making Calls 13

Message Waiting 2

Multiple Extensions with Forwarding
& Coverage 33

N

Number Entries 22

O

online A-1
Operators 14
Options 19
Outlook Dialer 25
Outlook Options 25

Index

P

Park Zones 37
Personal Details 20
Phone set star codes 5
Phonebook Entries & Folders 34
Phonebook Options 22
Pickup 38
PINs 8
dialing permissions 8
PIN code Sequence 8
place an external call 2
Placing Calls from the Phoneset 2
Programmable Phones 2

S

Save Conference 15
Show splash screen when
starting 20
speed transfe 14
Sphericall Desktop
configuring for Outlook
integration 25
integration with Outlook 25
Star Code Commands 5

T

Telephone set star codes 5
Toolbar Style 20
Transferring Calls 14

\%
Voice Mail Settings Setup 30



INDEX

-2 Index Sphericall Desktop User Manual






Sphere Communications Inc.
Two Energy Drive
Lake Bluff IL 60044

© 2000 Sphere Communications Inc.
All rights reserved
Printed in the USA



