Telephone & Skype Integration

Guidance Notes

Setting up your Avaya Plugin for the first time

In order for your phone and Skype to work together you need to set up the Avaya
plugin. These instructions explain how to set up the Avaya plugin and use the

additional features in Skype.
Method:
1 Open up Skype

I 8

2 Click onto the Cog (options) at the top of
the Skype window as shown here on the

right. This

will display the Skype for |

Working @ County Hall

Tracey Williams
Available +
SetYour Location

e o

Skype for Business

Q

Business — Options screen as shown |, = -
here below
Skype for Business - Options B

General Conversation window
Personal []Reopen my conversations when I sign in
(étoal;dacts List [ Show call controls when Skype for Business is in the background

us
My Picture
Fhones
Alerts

Video Device
File Saving
Recording
Skype Meetings

Help us improve

Office can collect statistics from all of your Microsoft Office applications about stability problems, system
configuration, and features you use most frequently. This information is sent to Microsoft to help us

improve Office.

Sign up for the Customer Experience Improvement Program

Skype for Business can send info to Microsoft, such as error logs, device configuration, and info about
how you use the app. This info helps us fix problems, and improve this and other Microsoft products.

Send Skype for Business Improvement Program info to Microsoft

Help your support team help you

Learn More

Logging in Skype for Business: Full

["]Also callect troubleshooting info using Windows Event logging

Application window

Minimize to the notification area instead of the task bar

Learn More
v
Learn More
CK | | Cancel | | Help

o O~ W

Click onto Phones
Click onto the Work Phone button
Enter your extension number, then click OK

them at this point by clicking the Mobile Phone button and Home button

Click OK

If you want to add your mobile number and home phone number you can add

[S) Skype for Business - o x
. . Working @ County Hall
Click onto the drop arrow to the right of E———
the cog at the top of the Skype window ©  Servour Loation ~
as shown here on the right . © ;
-
9 CIiCk Onto TOOIS Find someone Q
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Telephone & Skype Integration

Guidance Notes

10 Select Avaya Communicator for Microsoft Lync 2013. You will see the
Avaya Plugin launch at the bottom of your Skype window as shown below

11 The first time it launches you will see the following screen

Settings

Support Extension: 2818

Servers: 10.6.6.120:5061 transport=ti

=]

N == |

Help

12 In the Password box enter 2000
13 Click OK.

14 Within a few seconds the following will appear at the bottom of your Skype

window

i @@ Qo

ol
A
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Telephone & Skype Integration Guidance Notes

Click to Dial

Click to dial is another way of contacting someone as an alternative to using your
phone to dial them. You can use your Skype contacts list.

Identifying contacts who are using Click to Dial
These symbols will appear in your Skype screen.

Symbol Status
The persons line is free

® Amanda Morris - Available

The person is on the phone

@ Pecte Fuller - in A call

The person is away from their desk

Clive Rowlands - Away 20 mins

Using Click to Dial from Skype

Method:
1 Right click the name of the person you want to contact in the Skype list

Nathan Rhodes

Paul Latham

Paula Hurstfielc

© Pete Fuller - Ava

Richard Ashley - Offline 12 hours
Testing testing...

Robert Chapman

2 The following our screen
SVIEW  VIEW Linda Re
b
= A
] = 20T aambee A - B E
] oPete Fuller @ o - 25« || rcapton Linda Rof 5| s
Available - Videa Capable e T @ Onel
© 2Paticpants = srit
I - 0 = -
[ Find someone Q
iy GROUPS STATUS RELATIONSHIPS NEW a
= 1 will be away from my desk for most of today with intermitte... ~ [Z
1 Nathan Rhodes -Offline 4 days
Paul Latham - Away 60 mins
b
Paula Hurstfield - offline & days
@ Pete Fuller - Awilable - Video Capable
| : Richard Ashley - offiine 12 hours
all. The following will ap| Testingtesting..
Ene on your phone Robert Chapman - 0ffline 27 cays
4 wilel e [scipeitanswers — pick up your hand |- i
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3 You will get a dialling tone on your phone
4 When the recipient answers — pick up your handset

Disconnect the call if there is no answer
Method:

1 Click onto .

Answering a call

Method:

1 Either pick up the handset or click onto the pop up in the bottom right of the
screen to Accept, the call. This will go to Speaker phone, you can still pick up
your handset at this point.

Using Dialpad

You can use the Dialpad from the Avaya toolbar to contact someone rather than
using the telephone.

Method:

1 Click onto the Dialpad button E to display the following
I

2 Aec 3 o
4 a 5w
Trars | 8 v Q wxvz

2 Enter the number by either typing from your keyboard or click the appropriate
number buttons on the screen

3 Click to make the call

4 Pick up your handset or cancel -call if not answered
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Forwarding your calls to another number

You can forward your calls to your Voicemail, Home phone, Mobile or another
extension number.

Forward your calls using Send All
This will be to wherever your calls are set to be diverted to if not answered.

Method:
1. Click onto the Call Forwarding button on the Avaya toolbar
2. Select Send All Calls

When someone rings you through Skype and you are not available (providing
Voicemail has been set up for your extension by IT), all unanswered calls will be
sent to your voicemail, if you have a voicemail call your Voicemail button will appear

red

Forward your calls to another extension
Method:

Click onto the cog on the bottom of the cog ﬂat the bottom of the screen
Click onto Devices on the left of the screen

Click onto the Add button

Enter the name and extension number

Click OK

Then OK again

o o1~ WDN PP

To activate, click onto
Select Other Phone
9 Select the name/extension number you want to forward your calls to

o
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Forward Calls to Mobile or other phone i.e home phone

Setting up other numbers for forwarding

Make sure your Mobile and other phones are set up in Skype (you will only need
to do this once)

Method:

1 Click on the Options co
- 0 = -

2 Click onto Phones on the left of the screen

3 Type in your Mobile and other phone numbers in the appropreate boxes as
shown here in the example below

th’w TUT DUSTTTESS UFLIUIID
General My phone numbers
Personal Click a button below to add or change one of your numbers, To indude the number in you
Contacts List contact card, select the chedk box.
Status
My Picture Waork Phane. .. 2818 Indude in my contact card
Phones
Alerts Mabile Phone... 0771234568 [#]indude in my contact card:
M [ ——
4 Click OK

Forward calls to Mobile or other phone

Method:
1 Clickon . on the Avaya toolbar
- 0 2 =
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Choose Other Phone, then select the appropriate option i.e Mobile. You will
get the following message

Switching mode in progress...

Your desk phone will now log out.
All of your calls will come through to your selected phone.

Cancelling call forwarding

It is important that you log back into your desk phone following the instructions
below, otherwise your calls will go to voicemail.

Method:

1

5

Sometimes you will see a cross with a line

Click on the phone on the Avaya toolbar. choose Deskphone.

Switching mode in progress..

You will get this message again The phone
will change to a Blue colour and will now be set as your main phone.

On your Deskphone press the button below OK.
Enter your extension number followed by the password 2000
Press Enter.

aalwhere your phone should
be — click it and choose Desk Phone.
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Transfer calls

You have a call coming in and you want to transfer it without using the transfer
option on your phone.

Method:

1 Click onto the Dial pad icon on the Avaya barﬂ to display the following

|
(1 |2~ |3
Fa= [5= [om

®© © ®

2 Enter the number and click the call icon . When the person answers you
will see the screen below

- Amanda MOrms - 0O =

® Amanda Morris .
A &

3 Click the three dots

4 Select Transfer the call to... and click the number you are transferring as
shown here below

®

\:’ Transfer the call to... 3 4885
14- Add user to conference..
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Conference call

1 Click onto the Dial pad icon on the Avaya barﬂ to display the following

|
[+ 2w ]3]
e 5= [om]

2 Enter the number and click the call icon . When the person answers you
will see the screen below

® Amanda Morris m
— G

D =

] [ - ’

©) QOO S

3 Click the three dots

4 Select Add user to conference... and click the number you are adding to the
conference call as shown here below

’\:. Transfer the call to...
1+ Add user to conference... »

If the person you are transferring to or adding into the Conference call does

" not answer, click the - hang up icon. Then on the phone press the
Resume button on the button that is flashing.
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Seeing your call history from your Outlook mailbox and

making a call from there.

You can set your Avaya settings so that all your call History appears in your Outlook

mailbox.

Method:

1. Click on the cog on the bottom right of your Avaya plugin.
2. Click onto Call History, on the left of the screen

3. Select Save call history to email folder as shown below.

f
Settings

oK | [ cancen | |

Heip

4. Click OK.

If you have a missed call these will appear in your

example below

<

- Favorites Al Unread
x| D@ | FROM SUBJECT
- linda.roberts@flintshire.gov.uk 4 Date: Today
I Inbox 1 =] d call from 2869
Drafts

Sent ltems
- Deleted ltems 10 IT ServiceD
Please click

Conversation History lick h

& Duration: Missed

Permanent closure of Enfrance 3 County Hall Mold
ere for more information

Inbox as shown in the

=arch

Current Mailbox [Ctrl+E)

RECEINVED

Fri24/1...

Fr

2112016

I Junk Email [60]

Open the email
6. Click on the phone number link

2869; Linda Roberts
Cutgoing call to 2869

ey

=]

a8 Duraticn:

COutgoing call to 28
Start time: 21/10/2016 0%:36:

2869

OO0

2 Current Mailbox

SIZE |CATEGORI __|%

14...

90 KB
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7. Click on the phone at the bottom to make the call

2869

Presence unknown
€ =z Participants

8. Incoming and Outgoing calls (which you have participated in) appear in
conversation history

v.uk - Outlook

o] S-EaR g X s C History -
Tl -OME | SEND/RECEVE  FOLDER  VIEW  ADD-INS

1| [ ignore g g T leavers [= Search People
=] s g (ﬁ*(i ﬁ_ﬂ E2 Meeting lesvers 3} To Manager Y : @ B & > = p
% Clean Up - ﬁ(— B Team Email v Done =1 [ Address Book
New  New Delete | Reply Reply Forward [ o ~1| Move Rules OneNote | Assign Unread/ Categorize Follow
. Mare~ [= by v -
Email Items+ | S Junk~ Al C © Reply & Delete  f Create New .. Policy Read - Up- | Y Filter Email
New Delete Respond Quick Steps [ Wove Tags Find
< .
I Favorites All Unread Search Conversation History (Ctrl=E) O | Current Folder = Outgoing call to 2869
2869; Linda Roberts
1O sussect PARTICIPANTS DIRE... | RECEIVED v
4 linda.roberts@flintshire.gov.uk 4 Date: Today Linda Roberts
Fri 21/10/2016 08:37
b Inbox ) Outgoing call to 2869 2869; Linda Raberts Fri 21/10/2016 08:30
Outgeing call to 2869 Qs
Drafts Start time: 21/10/2016 09:30:08  Duration: 00:00:04
Sent ltems 2888
I Deleted ltems 10 9 outgoing callto 6000 6000; Linda Raberts Fri 211102016 09:31
— Outgaing call to 6000
Eeeliry Starttime: 21/10/2016 09:30:21  Duration: 00:00:06
I Junk Email [60] 8000 Outgoing call to 2869
Erpe 5 Start time: 21/10/2016
(2 Outgoing call to 6000 6000; Linda Raberts Fri 2171072016 09:31 Q93618 Duration: 0000
RSS Feeds Outgaing call to 6000
Start time: 21/10/2016 09:31:00  Duration: 00:00:05
I Search Folders 6000
Ui, G 3 outgoing call to 2869 2869; Linda Roberts Fri 21/10/2016 08:32 2869
Outgaing call to 2869 2869
41T Training Starttime: 21/10/2016 09:31:40  Duration: 00:00:05
Inbox (2 Qutgoing call to 2869 2869; Linda Roberts Fri 21/10/2016 09:37
Drafts Outgaing call to 2863
Start time: 21/10/2016 09:36:18  Duration: 00:00:06
Sent ltems
Deleted ltems
4T Induction Replies
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