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Signing In

When you launch the application, you are prompted to sign 8 BCT Communicator _ %

n.
File Edit Help

1. Enter your username and password.

2. Select whether you would like the application to
remember your password. BCT )

3. Select whether you would like the application to sign you g Communicator
in automatically on subsequent launches.

4. Click Sign In.

The first time you sign-in, you will receive the below prompt.

Choose yes if you want BCT Communicator to integrate with it M
your outlook in order to: sessscsce
(1) update your presence based on your calendar entries,
and Remember password
(2) to be able to search contacts saved locally in Outlook Sign In sutomesicelly

If you have Outlook installed on your computer, you can allow the dient to
search your Outlook contacts and observe calendar events. To do this you need
to allow BCT Communicator to access the information in Outiook.

You can change these settings later through the Extensions section in Options.
Allow?

No Version: 21.6.4.102 | Login | Options | Help
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Main Window (Dial-pad)
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When you sign-in BCT Communicator, it will always take you to

the main window which is the Dial-pad tab.

Type what’s on your mind

2 BCT Communicator - X

File Edit Contacts Calls Conversations »

Supers, Paul
[ available v

What s on your mind?

8 Ctnart nonar ~nll

Right click on the profile photo avatar and choose either

to change the photo or to clear the existing one.

{2 BCT Communicator - X

File Edit Contacts Calls Conversations »

Supers, Paul

Change Profile Photo
Clear Profile Photo

C% Ctart new call

Click on the status to change your presence

{2 BCT Communicator - X

File Edit Contacts Calls Conversations »

Supers, Paul
O available

Byart new call

{2 BCT Communicator — X

File Edit Contacts Calls Conversations »

Supers, Paul
O available v

What's on your mind?

= | 4161234567 <«

- 1 2 3
() Qo ABC DEF
=/
4 S 6
GHI JKL MNO
5 7 8 9
PQRS TUV WXYZ
. 0 #
+
L < a

Type a 10 digits number or a 4 digits extension and place the call either from the soft client by clicking
on the handset icon (requires a USB headset connected to the computer), or from the hard phone by
clicking on the phone icon, or if you have a web cam, you can start a 1-on-1 video call with an internal
extension (provided the callee has a is using BCT communicator has a camera)
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The first time you start using BCT Communicator, your Contacts list would be empty.

e Use the Search and Dial field to find people in your
organization by typing the first 3 characters of their first
or last name

e When you find a contact, right click on their name and
choose Profile in order to add them to your Contacts list.

vy COTTECTS (U]
(o)
**) ' No matches found
0 v Directory (1)
e
» @ ef
.o — : Chat
*" | 'v Outlook (0) Call
Q No matches fp Call from Phone
Video Call
Join Room
View Profile
New Contact
2 Mannen, Russell — O X
File Edit Contact Window Help

Mannen, Russell

B away

First Name  Russell

LastName  Mannen

7740

Work Extension

IM Address  4163634001x7740@broadconnect

5 S B =

L

2 BCT Communicator — X

File Edit Contacts Calls Conversations >

Supers, Paul
[ available v

What s on your mind?

Q| rus x |+

v My Contacts (0)

\**) | No matches found

7 | ¥ Directory (1)
O,
e Mannen, ~sel| (m*sell Mannen)
ess | "™ Extension: 7740
v Outlook (0)

No matches found
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Contacts Window (continued)

The first time you start using BCT Communicator, your Contacts list would be empty.

e External contacts can also be added manually by clicking the Add button that has the ‘+ icon. Fill the
Display Name and Personal Phone fields then click the add icon.

¢ You can also add groups to categorize/classify your contacts by also clicking on the Add button that
has the ‘+ icon.

{3 New Contact = Od X
File Edit Contact Window Help
Display Name I
2 BCT Communicator - X First Name
File Edit Contacts Calls Conversations » First Name (Furigana)
Last Name
Supers, Paul
[ available v Last Name (Furigana)
What's on your mind? Title
Department
& Search and Dial +\ Location
. New Contact
~ v Test(0) work Phone
Mm New Group

CLJ My Contacts (0)

Work Extension

Mobile Phone

Personal Phone

Pager

L B . - X
¢ Youcan also set certain contacts as favorites: right click on the contact and choose “Set as Favorites”

e Right click on the contacts tab icon to choose additional options like
sorting contacts and showing/not-showing offline users

8‘ rus

Sort by First Name
Sort by Last Name

<

Show Offline Contacts
v Show Profile Photos

-

v Outld

No ma
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Instant Messaging (IM)

While chatting with another user using BCT Communicator, there are several functions that can be done:

e When receiving an IM, a pop-up window will appear on the

lower right corner of the screen

e You can call the person you're chatting with
either from the PC (by clicking on the
handset icon) and for that you'd require a
supported USB headset, or, from the phone
(by clicking on the phone icon), or if you have
a web cam, you can, you can start a 1-on-1
video call (by clicking on the video icon;
provided the callee is wusing BCT
communicator and has a camera)

¢ You can share a file (only while chatting with
someone who’s using BCT Communicator
on the computer and not on the mobile)

e You can share your entire screen or an

opened window by clicking on the “monitor with arrow” icon.

2 Mannen, Russell (available) - O X
File Edit Calls Communication Window Help
Mannen, Russell 7:39 AM

Hello

Supers, Paul 7:39 AM
Hi

Mannen, Russell 7:40 AM

Test.txt
File Size 4 B

Il ®©

5 S8 8 .

Mannen, Russell
o 2018-05-05 7:39 AM
[ ] Hello
®
2 Mannen, Russell (available) - O X
File Edit Calls Communication Window Help
Yesterday Last Week Last Month All History
Mannen, Russell 7:39 AM
Hello
Supers, Paul 7:39 AM
Hi
©
S IE' E =
O share - ] X

Preview

Select Display or Application
Note: Minimized windows cannot be shared. Re-open window to select it.

> od

Apphcaton  Cakculator Microsoft
Outlook

Communica
Frame Host tor

Cancel
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Communication History Window

This window shows you the communication history both voice calls (inbound, outbound, missed) and instant
messaging (IM). You can also see the voicemail notification there as well as access your voicemail.

&

What s on your mind?

Voice Mail @
No new messages

Deena
& #8002

2018-05-028:21 AM

Gent
& #8001

2018-05-028:221 AM

CSC1-0rgan..
& #7803

2018-05-027:33 AM

What s on your mind?

Q Voice Mail
No new messages

7\
My Room -
kahkasd
2018-05-01 12:49 PM

Mannen, Russell
ok
2018-05-01

4163634001x2294@broadconne...
h
2018-04-2511

1229PM

17 AM

You can also right click on the communication history tab icon and choose some options for clearing unviewed
missed calls and instant messages

8) Search

v Test2 (!

E%) | v Test (0

v My Con
/L' y

LY

Mark All as Viewed

Mark Chats as Viewed
Mark Calls as Viewed
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Settings Window

There are several sub-categories under the Setting windows where you can change several parameters
related to your extension and soft phone application.

When going to the settings window, click on the drop down menu at top of the window to see the different
setting options; below are the most used:

What's on your mind?

e General
o Change the interface language (En/Fr)

o Change application startup settings (save password, | < [ it '
auto login, etc...)
o Reset your password (g  Longuage
i English v
O,
. Login
* Media 252
o Check and test your Audio output device (speaker or Remember password -e
headset) @
. . . Sign in automaticall -9
o Check and test your Audio input device (microphone) ’ !
o Check your video device (web cam) Run this program when the )
system starts
What's on your mind?
Update password
] Media
Notifications
e Audio
. Ask before deleting a contact -9
Speakers (voice output)
© Use Default - Ask before deleting history - °
information
Microphone (voice input)
PR z Ask before ending a -9
communication
Q Level
Ask to hold a call when startinga =@
Ring device (alert signal) new call
Use Output Device v
Ring signal

Play tone for incoming messages =@

Video

Capture device (video)

World Facing Right v
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Settings Window (continued)

° Incominq Calls [ What's on your mind?
o Do Not Disturb (DND) — when on, calls will go to the
voicemail ol ¢ Incoming Calls
o Call Forwarding — to forward calls coming to your
extension to go to another extension or number based | ;) _
. S Do Not Disturb
on the chosen option (Always, when Busy, when No
Answer / Unreachable) o . (O] Anonymous Call Rejection
o Simultaneous Ring — similar to find-me-follow-me
feature where by when someone rings your |:::| CallForwarding
extension, it rings another extension or number (your | ° _ _
Simultaneous Ring
cell phone for example) Ol
Remote Office
BroadWorks Anywhere

e Outgoing Calls
o Highlight to call - whereby you highlight any number R 2 oy Mot e

on the screen (in a browser, word document, excel

sheet, notepad, etc...) and press the shortcut key and | 2, EERSEEEEEL TS

it'll dial that number for you.

22 | Highlight to Call

() Block My Caller ID
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Settings Window (continued)

° Voicemail What's on your mind?
o Enable / disable your voicemail . _
o Set how many rings before an unanswered call goes (%) Voicemail
to voicemail

o Setup your voicemail to email I voscemet Survice —

Send all calls to voicemail
Send busy calls to voicemail

Send unanswered calls to voicemail

When a message arrives:

® Use unified messaging
Use phone message waiting indicator
Forward it to this e-mail address

e Extensions
o Disable/Enable outlook (contacts/calendar) Notify of any new messages

integration _
E-mail a carbon copy of message

What's on your mind? to

Press ‘0’ to transfer to

5'-.7 Extensions

Number of rings before

. 3 v
greeting
(e0) Contacts & Calendars
122) Do not allow caller to leave
| Enable Outiook contact search e message
O,
Enable Outlook calendar  J

Extension Settings

@ Allow 3rd party extensions

Allowr Woh Cliont arroce -
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Call Handling

When answering a call using BCT Communicator, there are a number of controls that can be used:

When the call is received, a pop-up window will appear in the lower part of the screen. You can choose

whether you want to answer it “Audio” or “Video” (if it's a video call) or to “Decline” it.

Mannen, Russell ()
. 7740 - Incoming call

While on a call, you can perform the following controls:

o Mute/lUnmute your microphone (the microphone

icon)
o Hold/Resume the call (the pause icon)
Transfer the call (the handset with arrow icon)

o

o Add people to the call (the avatar with plus sign icon)

When transferring the call, either enter the extension
or 10-digits number you want to transfer to, or, search
the contacts previously added to your list (if you’re not
sure about an extension, you can always go back to
the main BCT Communicator contacts window and
search for someone in the directory and find out their
extension). After typing in / choosing the
number/contact you want to transfer to:
o You can transfer the call blindly (by choosing
“Transfer Now”)
o Or consultatively (by choosing “Attended
Audio) i.e. talking with the person before
putting the call through

When adding a person to the call, either enter the
extension or 10-digits number, or, search the
contacts previously added to your list (if you're not
sure about an extension, you can always go back to
the main BCT Communicator contacts window and
search for someone in the directory and find out their
extension). After typing in / choosing the
number/contact you want to add to the call:
o Press on the “Add” button.

What s on your mind?

v Active (1)

Mgpnen, Russell .-. m E

2 Mannen, Russell (call) — O X

File Edit Calls Communication Window Help

Transfer Call

o Y D
U2, Demo

Transfer Now Attended Audio Attended Video

9

E==
E e« 2] 0343 i N O — =
2 Mannen, Russell (call) — O X

File Edit Calls Communication Window Help

Add peoble to communication

de
U2, Demo

LT 0315 i § O — =
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Call Handling (continued)

You can receive multiple calls at the same time. While on a call, if another call came in, you can choose
to decline or ignore it until the caller hangs up or the call times out to the voicemail (if active), or, you
can choose to answer it and if so you'll get a prompt asking you whether you want to end the call with
the current person or not.

3 Confirm Call

Answering a call will put ongoing call on hold. Continue?

e

()
=/

What s on your mind?
8) v Active (2)

CSC1-Organ .
Mannen, Russell o=y L | BT R
Search and Dial +

While having 2 active calls, you can choose to conference them or transfer one to another simply by
right clicking on either of the calls and choosing the “Transfer to” or “Conference with” options

What's on your mind?

What's on your mind?

Search and Dial

& v Active (2)

. gSS'I-Organ. - |l v 2 :

&) Mannen, Russell o= Y
On Hold iﬂ <

o

/

-+

v Active (2)
CSC1-Organ . R N
@) (== End Call
Mmool cal 2R
q\ On Hold
Mute Microphone
[ sed ar
Add Video
Pv Tes
i T R
0 v My Conference with  » New
o 7
S View Profile =
New Contact
-
Show Window

What's on your mind?

v Active (2)
CSC1-0rgan . o U | B
0521
B End Call
—  Manne .
q\ On Hold Hold Call -
| sear Mute Microphone L
1w Test Add Video
Y Tes Transfer to L1
O YiMy Conference with  » Mannen, Russell
o
= View Profile flow
. New Contact
-
Show Window
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My Room (Collaboration)

With “My Room” the user will have their own conferencing bridge that they can use for audio/video
conferences as well as screen sharing collaboration for up to 15 participants.

File Edit Calls Communication Window Help

Yesterday Last Week Last Month All History

Drag and drop contacts from the contact list to add them as participants to this
chat.

PC or physical phone), you've identified yourself to the system

as the Moderator/Leader joining the room and hence all attendees waiting in the lobby will be admitted

You can also share your screen or an opened window on your computer by clicking on the “monitor

e Click on my room icon so that you © My Room (Owner)
can join the room. You can see the
dial-in info in there. v Diskin Info
+1-4163094767
Conference ID: 698760
e Once in the room, you can drag-and- |- rericipents
drop anyone from your contacts into | . suwers paul
the room
e Start the Audio by clicking on the
handset icon (to place the call from
the PC using a headset) or by clicking
on the phone icon (to place the call _I_._'
from your physical Polycom phone), = ! EI
or, on the video icon to initiate a video conferencing.
¢ Once joined via Audio (whether from
to the room.
[ ]
with arrow” icon.
e Email your conference bridge details

(or copy them and paste them in a meeting request) by right

clicking on the My Room icon and choosing the option you want. The “Guest Participants” is meant to
be used by external users joining the bridge in case they wanted to IM and/or see the shared screen.

[YESOCM Insert  FormatText Review  Q Tell me what you want to do

Untitled - Meeting

What's on your mind?

o4

Y m [} -SRI E B B X% o : BV = Start new ca
x U 7 MCalendar i = & x | Y% (_j 2Z show As: | [l Busy W Start new call
Delete Copy to My (3 rorward - APPointment Scheduling  Skype Teams Meeting ~ Cancel Address Check Response & peminder: 30 minutes - |Recurrence 1
Calendar Meeting Meeting Notes Invitation Book Names Options ~ 7 =
Actions Show Skype Meeting Teams Meeting Meeting Notes Attendees Options Join My Room 3
@ You haven't sent this meeting invitation yet. Co Koo ke tation F
From~ Email My Room Invitation 6
To.. - - MN(
send I Copy Guest Join Link I
Subject . -
o Reset Guest Join Link 9
Location PQRS TUV WXYZ
Starttime | Mon 2018-04-30 7:30 AM v| D andayevent
Erdtime Mon 2018-04-30 m s00am % * O #
+

'You have been invited to join Supers, Paul's Session.
BCT Communicator Users:
Join Supers, Paul's room in BCT Communicator.

Audio Only: +1-4163094767,698760#

Guest Participants: https://mypbx.broadconnect.ca/cgc?join=UGF1bCBTdXBlecnMsNDE2MzYzNDAwMXgyMzcxQGlyb2FkY29ubmVjdC5jYSxkOHY5angsbWozem5i

“ v

=)
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Voicemail

To access or retrieve the voicemail, press the messages button on your Polycom hard phone, or, press and
hold 1 in the Dial-pad window, or, click on the “Voicemail” area in the Communication History window.

The first time you access your voicemail, you need to set it up by:

(1) Resetting your PIN (default PIN code will be 654123)
(2) Recording your name

You can record personalized greetings as well by following the prompts.

Once you logged into the voicemail, you will have the following choices based on your set up.

Key Main Menu Key Message
1 Access Voicemail 1 Listen to Voicemail
2 Compilot express Profile 2 Busy
3 Greetings Menu 3 No Answer
4 Call Forwarding 4 Extended Away
5 New Announcement 5 Compose & Send new Message
6 Pass Code Reset 7 Delete Messages
9 Exit * Compilot Voice Portal
%  Repeat # Repeat
Key Greetings Menu Key Options
1 Record your Name 1 Record a New Greeting
* Previous Menu 2 Review current greeting
i Repeat %  Previous Menu
i Repeat

You can navigate based on your choice. If you forgot the password and wants to reset, reach out to
TGLN’s IT help desk for support.
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Supported / Tested Headsets

» Plantronics Voyager Edge UC

» Plantronics Savi 700 series

« Plantronics Blackwire C3xx, C4xx, C5xx, and C7xx
* Plantronics Calisto 620
 Plantronics Voyager Legend UC

» Logitech H570e Mono

* Logitech BCC950

+ Logitech Conference Cam Connect
» Jabra Biz 2300/2400

+ Jabra Speak 510

» Jabra Pro 930 (wireless)

» Sennheiser SC 230/260

» Sennheiser SP 20

» Sennheiser MB Pro1 UC

Additional (Video) Training Material

Video tutorial material can be found on the following link https://www.broadconnect.ca/myphone/
and then clicking on the “Launch Tutorial” as shown in the snapshot below.

BR Windows

SOFT PHONE (Windows)

This video will demonstrate how
Agents can generate reports on
their actions in the Call Center.

LAUNCH TUTORIAL
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