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Make it easier to
communicate with
colleagues and clients

The BT Cloud Work Desktop App turns your PC or Mac computer into
an all-in-one communication hub. Synced to your office network, you
can collaborate with your colleagues and clients anywhere you have a
broadband connection and a headset.

Stay productive with fewer devices

With the App, you’re good to go as soon as you log in to your computer —
no matter where you are. It gives you the call handling power you expect
from your desk phone, together with the communication tools you rely
on most - like conferencing and Instant Messaging. Plus, it’s as easy to
install as it is to use.

BT Cloud Work Desktop App | Welcome



Supported languages

The following languages are supported by BT Cloud Work
fromrelease 10.0:

English (US)

English (UK)

English (Australia)
French

French (Canada)
German

Italian

Japanese

Portuguese (Brazilian)

Spanish

How to set your language
Select ‘New Languages’ in the Regional Settings menu.

Fax templates
Fax templates for added languages are available.

Fax templates do not support non-ASClIl characters.

Older Cisco and some Polycom (VVX101/VVX201) models may not
display non-ASCII characters properly on devices.

Characters might display improperly when using intercom and page.

Japanese and Brazilian Portuguese have not been integrated into
Q365, SFDC, Zendesk, MS Dynamics, Global c2D, or Microsoft Outlook.

BT Cloud Work Desktop App | Supported languages



Product tour

Welcome to your desktop
communications hub

It sits on your computer’s desktop
so you can simply talk, fax and hold
a conference —all through one
easy-to-use app.

Getting around

Everything you want is on one screen.

Messages in the middle. And fax and
conferencing at the bottom.

Get started your way —find a
person or click an action to start
communicating.

Skip

BT Cloud Work Desktop App | Product tour
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Welcome to your desktop communication hub

It sits on your computer desktop so you can conveniently talk, text, fax and
even hold a conference... all through one friendly app.
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Getting around

Everything you want on one screen. Messages in the middle. And fax
and conference menu at the bottom. Get started your way: Find a person or
click on an action to start communicating.
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Product tour

Easy call controls

This user-friendly dialer has all
you need. Hold, Mute, Transfer
and Record an active call with a
quick click. Or Park it so anyone
in your network can grab it.

BT Cloud Work Desktop App | Product tour
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Easy call controls

This friendly dialer has all the robust call controls you want. Hold, Mute,
Transfer and Record an active call with a quick click. Or Park a call so that anyone

in your network can grab it.
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Product tour

Head Up Display (HUD)
For easy outreach and quick calls,
add colleagues to your HUD list.

You can also efficiently manage
calls with Call Transfer, Park,
and Monitoring.

* On selected plans only.

BT Cloud Work Desktop App | Product tour
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Download and install the App

It’s quick and easy to get the BT
Cloud Work Desktop App installed
on your computer. But before you
start, please check the system
requirements to make sure your
computer can useit.

System requirements

Your computer needs the following
minimum requirements to best use
the App:

PC

« Windows 7 (or later).

« 2 GHz (32-bit or 64-bit) processor.

« Minimum 4 GB RAM (8 GB
recommended).

« 400 MB free hard drive space.

» Required minimum screen
resolutionis 1,024 x 768.

Mac

» Mac OS X® 10.11 El Capitan
(or later).

- Intel processor.

» Minimum 4 GB of memory
(8 GB recommended).

+ 400 MB hard drive space.

« Required minimum screen
resolutionis 1,024 x 768.

How to download and install

the App

1. Log into your BT Cloud Work
online portal.

2. Go to the ‘More’ menu and select
‘Apps and Resources’, then select
‘Desktop app’.

3. Download the compatible
version for your computer,
either PC or Mac.

4. Run the install wizard.

Now you’re ready to log into the
BT Cloud Work Desktop App.

BT Cloud Work Desktop App | Download and install the App
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Download and install the App

How to log in | JoN | BT Cloud Work Phone | NN BT Cloud Work Phone

2.Click ‘Log In’ or ‘Single Sign Email Bhanenimber D ¢ o & =
On’, and log in with your details
to access the App and all your

x My profile

company applications with a Passwory ERE
single sign on. Joe Bloggs
Password Available &
(&) Staysignedin
(&) Staysignedin @ Available S

@ Busy

Forgotten your password?

@ Donot disturb

Forgotten your password?
Invisible

Accept call queue calls D

Display number @

Orsigninwith — —— Orsigninwith ——— Direct number "g a T p

Extension 22305

Phone Google Single sign-on Email Google Single sign-on
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Set your Default Number

When you launch the BT Cloud Work CYeN ) BT Cloud Work Phone [ NoN ) BT Cloud Work Phone
Desktop App, it shows your Default (D) 01508034715 (O 01908034715

Number. » o
= ok i QO & = ok m QO & = &

You can choose to display your direct
or company number. Here’s how: X Mxvoe X Mypeahle

1. Click on your phone number at the

: Joe Bloggs Joe Bloggs
top to open your profile. 88 EE
Available # Available &
2. Click ‘Direct Number’.
3. Select the number from the @ Available 4 Direct number
menu you’d like to display as Main company number o Bt fe S b
your direct number. @ Busy Company number HiSs et ST
i W 15 A1
@ Donotdisturb Company number T
Company number O D T
Invisible Company number O s
Company number 1 1
Accept call queue calls D Company number Ol e
Company number r Pt s i e
Display number @
Company number TR A
Direct number i e L v | & Direct number e A~
Extension 22305 ) Extension 22305

BT Cloud Work Desktop App | Set your Default Number < @ > 1



Favourites

The first time you log in, you’ll land on
the Favourites screen. This displays
icons linked to everything you want
—allon one screen.

To add a Favourite from your
Contactsllist, click (personicon)

and select from your All, Company,
Personal, or Outlook Contacts lists
using this filter V. You can also
choose from OSX or Google contacts.

Mouse over a name (for example,
Dave Richards) to reveal your Contact
options —Call or Instant Message.

Note: Contacts and Favourites
are now sorted by letters first,
numbers next, and special /
Unicode characters last.

BT Cloud Work Desktop App | Favourites

Here’s a quick rundown on
using the App

Your Account Presence.
Set your availability status.

Messages.

View all your Messagesin one
place. Messages are always
current and synced from your
other devices.

Favourites.

Add colleagues you contact
often. See their Presence Status
and contact them directly from
this screen.

o Calendar.
Google Calendar or Outlook.
iCalif you are using a Mac.

Call Log.
Review all call activity on
your account.

Contacts.

Separate Personal and
Company Contact lists make
it easy to quickly find the
right person.

Dial Pad.
Dial a phone number to make

calls from this screen.*

Head Up Display (HUD).
Provides a single interface
to manage incoming calls from
the desktop; views Presence
Status of up to 100 users.

O Instant Messaging.
Send messages to one person
or a group.**

@ Online Meetings.
Launch video Online Meetings
to collaborate and share

screens with remote colleagues
or clients.

'l Audio Conference.

M Hold instant conference calls
and easily invite up to seven
participants.**

Fax.
Send and schedule faxes,

and select cover pages from
this screen.

~ Settings.
il Set your App preferences.

* Professional customers require a purchased
number for making outbound calls from the App.

**nstant Messaging, Online Meetings, and Audio
Conference are available on selected Office plans.

| NN BT Cloud Work Phone
() 01908 034715
D<o o & =
Favourites £ N+
:::\ t:':earch.._
Accounts

Invisible

Corpral Jones
@ Hello there

Daniel Clow
@ Available

@ Available

Maintainance
Invisible

0O
0O
O sror
0O




Contacts: Add or update your list

The Contactsllistis your online
address book. It stores your

Company Contacts —everyone in your
corporate directory, alongside your
Personal Contacts — people outside
of the company, such as friends and
family. To avoid any confusion, these
two lists are separate.

To view your Contacts
- At the top of the screen, click
E to open your Contacts.

- Click V¥ toselect All, Company,
Personal, or Outlook Contacts.

« To see their Presence Status,
click on a Contact (Mr Graeme
Milligan in this example).

Updating your Contacts list

You don’t need to manually update
your Company Contacts as your
corporate directory is synced to your
company’s main BT Cloud Work
account. This is continually updated
so you always have the latest Contact
information for your entire company.

BT Cloud Work Desktop App | Contacts: Add or update your list

[ BON BT Cloud Work Phone
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— Contact details

Carpral Jones

@ Hello there *
Department  warminton on sea
Office MR GRAEME MILLIGAN
Site Main Site
Phone numbers
Extension 11309 q,
Direct 020 3325 4656 L F=
Contact 07738 928429 L &
Emails
Email tom.liles@ringcentral.onmicrosoft.com

You can call or Instant Message a
person straight from your Contacts
list by selecting them, then simply

clicking or E
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Favourites: Create a list of your
Favourite Contacts

The Favourites screen is a shortcut to
your most frequently used Contacts.
You can add up to 100 Contacts from
your Personal or Company list. Since
it’s a shorter list, you can find the
person you want faster.

What’s more, when you add a
Company Contact to your Favourites
list, you caninstantly see their phone
Presence status, which shows if
they’re free to take calls.

To view your Favourites list
« At the top of the screen click

- The Favourites screen opens,
showing all of your existing
Favourite Contacts.

Make a Contact a Favourite
1. At the top of the screen, click
or I+,

2.Click VV and select Personal
or Company.

3. Click the name you want to add to
your Favourites list.

4, Click next to the name.
When the open star changes
to afilled star , your Contact
was successfully added to your
Favourites list.

You can call or Instant Message a
person straight from your Favourites
list by selecting them, then simply

clicking . or &

Remove a Favourite Contact

1. At the top of the screen, click E
All your existing Favourites
are shown.

2.Click £ atthe top right of the
screen.

3. Find the person you want to
remove and click Til next to
the name.

The Contact is removed from the
screen, but you can still find them in
your Personal or Company list.

Google Contacts Integration
View your Google Contacts from
inside the BT Cloud Work Desktop
App or select and move Google
contactsone atatime.

BT Cloud Work Desktop App | Favourites: Create a list of your Favourite Contacts
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Accounts
Invisible

Daniel Clow
@ Available

Maintainance
Invisible

Marco Holness
@ Available

Phil Matthews
@ Available

Simon Prebble
Invisible

M

.

Corpral Jones

Jack Rogers %

0
0O
(9

LT A T

® Available

mark Poulter
@ Available

rob dougherty
@ Available

Tracy Husbands
® Available
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View Presence Status
of a Favourite Contact

The Presence Status lets you know if [ WoN ] BT Cloud Work Phone
one of your Company Contacts is free () 01908034715

to take a call or not. Thisis only shown »

on your Favourites screen — you =k Q a =\

can’t see Presence Status from your

Company Contacts list. ki Z &
C'\ lEzearch_._
To view Presence Status Jack Rogers
1. At the top of the screen, click . Accounts @ Available
All of your existing Favourites Imisible
are shown. : Maintainance
Daniel Clow i
@ Available Invisible
2. Under the Contact nameis a dot:

. Maintainance 0 Jennifer Curtis
- @ - Available, go ahead and 0 Invisible ® Available
give themacall.
o Marco Holness 0 mark Poulter
- @ - busy, oftenalready onacall. @® Available @ Available
+ © - DoNotDisturb. o Phil Matthews o rob dougherty
. _ Invisible (off—line) @ Available ® Available
0 Simon Prebble o Tracy Husbands
Invisible @ Available

BT Cloud Work Desktop App | View Presence Status of a Favourite Contact



Adding an avatar
to any Contact

So you can easily import Contacts,
the BT Cloud Work Desktop App
seamlessly integrates with Microsoft
Outlook and Mac Address Book.

If there are pictures in these contacts,
the photos will display in your
Contactsllist.

When you have a lot of Contacts,
sometimes it’s easier to recognise the
person you want to reach when you
have a visual hint. The App lets you
upload any photo or graphic to use as
an avatar, which displays next to the
name of the Contact. For example,
you can upload a photo of the person
or an image file, like a logo or animal,
torepresent them.

The avatar is visible only to you

while you’re using the App —it

won’t be seen by the person you’re
contacting. This is different from a
profile image you might have used to
display publicly. This avatar is for your
personal recognition use only.

How to add an Avatar
1. At the top of the screen, click E .

() 01908034715

* @ O

2.Click the ¥ andselect All, =
Company, Personal, or Outlook.

3. Click the name of the Contact
you want to assign an avatar to.

4. Click € next to the name.
The Add Photo screen opens.

5. Click to Add Photo. Find the image
file you want to use.

6. Click Save. You should now see
the uploaded image next to the
Contact’s name.

—

A
Cancel |
ry

Email |

®

Add email address
Cancel )

BT Cloud Work Desktop App | Adding an avatar to any Contact

Your personal profile image and
profile image in Company Contacts
will be synced across the Cloud Work
Desktop App. However, your newly
added photo will not automatically
replace the one for you that was
manually added earlier by your
Contacts. Cloud Contacts added
locally do not affect Favourites from
external sources, such as MS Outlook
and OS X Contacts.



Updating your
Personal Contacts list

Your Personal Contacts list may
already be synced to your mobile
phone or Microsoft Outlook, but
you can also manually add, edit,
or remove a Personal Contact at
any time.

How to add a Contact
1. At the top of the screen, click E

2. Click the %/ and select Personal.

3. Click (® in the top right corner to
open the Add Contact screen.

4. Fillin any of the information fields
you want, such as name, email
address, and a phone number or
two. You can always come back
and add more details later.

5. Click Save. The page refreshes
and displays a summary of the
Contact’s details.

6. Click < toreturn to the full list of
Personal Contacts.

How to edit a Contact
1. At the top of the screen, click E

2. Click the ¥ and select Personal.
3. Click the name you want to edlit.

4.0n the Contact Details screen,
click Z inthe top right of the
screen.

5. Make the changes you want to
any of the Contact’s details.

6. Click Save.

How to delete a Contact
1. At the top of the screen, click E

2.Click the ¥ and select Personal.

3. Click the name you want to remove.

4. On the Contact Details screen,
click £ .

5. Click Delete.

6. In the confirmation box, click
Delete again. The Contactis
permanently removed from
your Personal Contacts list.

BT Cloud Work Desktop App | Updating your Personal Contacts list
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Make a call

You can use the Dial Pad to make
a call, either to a personin your
Contacts list or by manually
dialing a phone number.

How to make a call
1. Click inthe top menu to
bring up the Dial Pad.

« Inthe ‘To’ field, either click &
to select a Contact, or click the
digits on the Dial Pad to manually
dial a phone number.

« In the Caller ID field click <
to select the phone number
you want displayed to the
receiver of the call.

2.Select the number.
3. Click @ to place the call.

4. When the call goes through,
the caller’s screen will change
to ‘Active Call’, and display either
the called phone number or
extension number if the callis
to aninternal number.

BT Cloud Work Desktop App | Make a call

You can also make a call directly from
your Contacts screen. Just click the
name you want to call and your call
will connect from the screen.

CallerID

The Outbound Caller ID is set to your
company name by default. In some
geographic areas, the option to

use your user name (first name,

last name) for the outbound caller
ID is enabled.

[ JoN BT Cloud Work Phone
(D) 01908034715
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Dialpad
To: Enter name or number... @
Caller D 02039039276 Gu
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Make a call

HD Voice and Secure Call
Indicators

HD Voice

Provides optimum call quality
automatically between devices
that support high definition.

BT Cloud Work uses the Opus codec
to provide greater voice clarity,
especially in limited bandwidth

and network environments.

Secure Voice &

Secure Voice calls are supported
between devices capable of the
feature. This can be obtained by
contacting your account manager
at BT.

VolIP unavailable
A warning shows when VolP
callingis unavailable.

BT Cloud Work Desktop App | Make a call
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Call Management

The Call Management feature o0 e BT Cloud Work Phone 0@ BT Cloud Work Phone
displays a Current Calland a Call © 02037715726 © 02037715726 % Activecal
on Hold, with the following quick = 2
o — [ ]
actions available to you: = K o =k o & =\
« Resume or answer a call. &« Active call Dialpad Active calls
« Join a held call to a current call. eee [ & 00:12 Current call
« Add a call to a conference. Joe Bloggs @ @
« Transfer a call to another extension. 00:07
« Record acall. Call on hold
* Mute a call. Joe Bloggs Matteo 00
- Activate your speaker. 01908034715 00:40
« Place acall on hold. /—\ /\\ / \
« Park a callin the cloud. k/ '\:-//' \ /
« Flip a call to a forwarding numberin Mute Keypad Audio
your extension. Ty
|
« End acall. @ @ <U
r'o_'l.‘l R*‘c_o rd Add
/ \ ( /L'} |
\ /
Transfer Pa k I'I|:J

BT Cloud Work Desktop App | Call Management < @ > 20



Answer a call

When a call comes in, your BT

Cloud Work Desktop App screen
automatically changes to the
Incoming Call screen, so you know
someone is calling even if your
computer sound is down. The screen
shows the phone number (or internal
extension) of the person calling,

as well as their name and photo if
available.

As well as answering the call,
you have the following options:

« Forward the call to another
extension.

» Reply with a courtesy message.

» Send it directly to voicemail.

« Ignore the call. If you do this,
the callis dealt with based on

the call handling rules set up
by the extension owner.

Pick up the call

From the Incoming Call screen, click
© to pick up the call. The volume
on your computer is automatically
switched on.

Allincoming calls are shownina

separate window when they comeiin.

This window appears when you have
more than one incoming call.

BT Cloud Work Desktop App | Answer a call
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Answer a call

Respond with a courtesy
message

When you can’t take an incoming call
right away, you can provide a courtesy
response using the automatic text-
to-voice options. You can select a
prepared message or type your own,
and the App will convert it to voice
and relay the message to your caller.

To respond with a prepared

message

1. From the Incoming Call screen,
click ‘Reply’.

2. A pop-up screen opens with three
different messages, such as:
Call me backin...

3. Click the message you want
to use. If ‘Call me backin...,
enter a time limit.

4. Click ‘Send’ and the message is
relayed to your caller.

To respond with a custom

message

1. From the Incoming Call screen,
click ‘Reply’.

2. Click ‘Custom Message’.
A pop-up screen opens with
message options.

3. Enter the response you want
to send.

4. Click ‘Send’ and the message
is relayed to your caller.

To respond to an urgent request
When an urgent request is received,
and replied to with a Custom
Message, the requester may press 5
on their phone and enter an ‘urgent’
call back number that is instantly
received.

BT Cloud Work Desktop App | Answer a call
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Answer a call

Screen Voicemail

If you’re unsure if you want to pick
up a call, you can screen it first.
The App allows you to send the
caller to Voicemail, but hear the
Message being left. At any time
while the caller is leaving you the
Message, you can pick up the call
and talk to the person. The Voicemail
is automatically stopped and your
call becomes live.

How to screen the call

1. From the Incoming Call screen,
click ‘“To Voicemail’, then ‘Screen
Voicemail’.

2.You can hear the caller leaving
you a Message.

3. To answer the callin progress,

click ‘Pick Up’.

4. To stop screening and let the
call continue to Voicemail, click
‘Stop Listening’.

Send the call to Voicemail

When you can’t take a call right away,
you can send it to Voicemail so the
caller can leave you a Message. To
do so, from the Incoming Call screen,
click ‘To Voicemail’.

Forward the call
When a call comes in and you think
someone else might want to take it,
you can forward it.

1. From the Incoming Call screen,
click ‘Forward’. A pop-up screen
opens with phone number options.

2. Click the phone number you want
to forward it to or click ‘Custom’
and type in the phone number.

3. Click ‘Forward’ and the App
transfers the call to the other
phone number.

4. Click ‘Ignore’ to stop ringing on
your App and allow Call Forwarding
rules to take effect.

BT Cloud Work Desktop App | Answer a call

To: 020 37715726 To: 020 3771 5726
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Answer a call

Call Switch @] @ [5] BT Cloud Work Phone O @ [5] BT Cloud Work Phone @ @ [5] BT Cloud Work Phone
If you’re finishing an urgent phone ( 01908 034715 Switch call to this device call to this (O 01908034715

call taken on your BT Cloud Work - 5

Desktop App, but you mustgointoa =k o 4 = %

meeting, you can instantly switch the

Dialpad Active call
call from your desktop to your mobile s al i

phone without missing a beat in your Ao: ; Friterhamne prourmber. ® You are currently on an active call with see & 0005

conversation. Any screen when the . Would you like to continue

App is active has a simple, two-click Caller ID 020 3903 §276 O] the call on this device?

process to handover the call. AT

You don’t have to wait for the 1 2 3 i i e 451714

incoming call to ring on your o G = &fc ;3; " Unknown

mobile device to pick up. You can

engage it, while still on your call and 4 5 6 4 - & / \\l |/\\ / \\

immediately pick up the conversation. o N o i = T \ o N \ /

This minimises interruptions and cuts Mute Keypad Audic

out call transfer time. 2 8 9 ” 8 9 ,/ \\ / \\
PQRS UV WKYE PQRS TUV WOXYE \ / \ /

Hold Record Add

\,/ \/ \,/

° _ ° Transfer Park Flip
6. B © O b B S

x 0 g x 0 i o)l
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Call Screening

When Call Screening is enabled, you
can hear the caller’srecorded name
when answering a call and use the IVR
prompt to answer the call.

BT Cloud Work Desktop App | Call Screening

(]

Status

o

Name

=

Frm Fubiwll

Ext. 13007 Outbound calls/laxes Meetings Nobhcatons

" User details

" Phones & numbers

<

Screening, greeting & hold music

<

Call handling & forwarding

~ Messages

Ext. 13007 Cutbound callsifaxes Meetings Muotifications

~ User details

“ Phones & numbers

~ Screening, greeting & hold music

User hours After-hours Elocked calls

User Greeting )

[[] Enable

Call screening (3
B Enable

If caller ID not present, ask callers fo say
their name before connecting.

Edit
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Switchboard Support

Provides live answer capability ® To: i T
to inbound calls. (Additional call
information is exposed whenin use.) -

- After live answer to call, attendant
can see all destinations into which
the customer is calling and quickly
find the correct person.

Home:

K.
» Arecent call list contains the top 10 P raa

recent numbers used for transfer. Mobile: h e h

« Search and filter options allow the
user to view Contacts from different
sites or filter the full list of sites and :
access Contacts at a lower levelin ([ Cancel \,'
the hierarchy. '

» The use of this feature depends
on multi-location availability for a

specific account.

- Filtering available by searching
through particular sites.

To woicemail ~ Answer

Custom number...

BT Cloud Work Desktop App | Switchboard Support

[1] BT Cloud Wark Phone

Q Search...
A
All contacts
Ashima

+ Company

C
Personal

CUSEOMic. cpoes = s
D
Daniel ¥in
|
Irina Kirnos
]
John Burns
K
Kitson Locke

M
Maria Drake

Matteo Kotch
R

redf

{ ™
| Cancel |

> Transfer to

To: Enter name or number..

1 2
ABC
GHI JKL
'y 8
PORS T
o 0
3
Warm Blind

transfer transfer

@ © @ [1] BT Cloud Work Phone

DEF

MNO

WHYZ

Send ta
voicemail



Call Recordings

Call Recordings can now be | JoN | BT Cloud Work Phone | JoN | BT Cloud Work Phone 900 BT Cloud Work Phone
accessed from your BT Cloud Work () 02037715726 O 02037715726
Desktop App Call Log.

() 02037715726

= Xk @ O = ok @ 0 & = O\ = ok @ 0 & = O\

The small red dot indicates calls

that have been recorded, while the All Missed Recordings All Missed Recordings All Missed Recordings
tiny atrkl;ows Zhovl\{ ifit’saninbound G stz W 2 O et W 2 S & £
or outbound call.
By selecting ‘Recordings’ at the & :;‘Z:eo 1215 (7) o Ezt;]eo 1219 () & [':ft;]e" 1215 (7)

- oL o iz - = 5 T
top, you can play or delete each
recorded call. @ 0000 | 00:00 @ 0000 | 00:00

Q, call Save &, cal Save
[ Fhatleo 1219 (i)

Unknown location

Matteo

(= . 12:16 (i)
“ Unknown location ==
[ Mo 1210 (7)
“ Unknown location ==
G s

Unknown location

BT Cloud Work Desktop App | Call Recordings < @ > 27



View or listen
to a Message

The Messages screen lists all of your
Voicemail and Instant Messagesin
one place, so you can easily prioritise
those you want to open first. It’s also
automatically synced to your online
account and mobile app, so it’s always
up to date.

By default you’re shown all messages,
but you can click on any tab at the top
of the screen to narrow your view to
only one type of message. The red
numbers next to the tabs tell you

how many new messages you have.

To view your Messages

At the top of the screen, click .
The Messages screen opens and lists
all your messages.

Voicemail Transcription
When enabled, your Voicemail
messages will be converted to
text and displayed.

Voicemail Preview is limited to the
first 60 seconds of the message;
short messages of less than 5-6
seconds will not be converted.
Accuracy is not 100% and is
influenced by the speaker’s
accent and connection factors.

BT Cloud Work Desktop App | View or listen to a Message

[ NON BT Cloud Work Phone
(0) 01908 034715

= ook @ O & =

All Voice Fax Text

(4 Search..

Messages list is empty




View or listen
to a Message

To listen to a Voicemail Message When you’ve finished listening @ © ® [1] BT Cloud Work Phone
Voicemail Messages are shown to the Message, you can: (O 01908 034715
with thisicon: oo®. Simply click the 1 o
Message you want to hear, then © Callthe person back. D ¢ QO A =
o~ .
click (») on the audio bar to start ® Message the person back. All Voiceo Fax Text
the Message. i
il Delete the Message. Itis Q Search.. Z
permanently removed from
your account. ao® 1228 (7)

Woice message (0:12)

Save the files to the cloud.

M Flag a Message you’ve
already heard.

@ Block this number from your
account so you ho longer
receive their calls.

i) Add this person to your
Contact list.

BT Cloud Work Desktop App | View or listen to a Message < @ >
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Hold an Audio
Conference call

You can hold an Audio Conference
call at any time directly from the

BT Cloud Work Desktop App, without
having to schedule it ahead of time,
unless you want to. Plus, every Cloud
Work user is assigned a unique
conference line, so there are no
network congestion issues.

If you want to have a video meeting,
you can use Cloud Work Online
Meetings instead.

Your Host Access number is the
phone number you dial to start the
Audio Conference call, while the
Participant Access number is the
phone number your guests will
dial tojoinit. As the host, you can
disconnect any guests on the call.

Premium Conference Numbers

If an international dial-in number

for Cloud Work Audio Conferencing
does not offer charge-free access,
you can purchase a charge-free or
international number for a conference
bridge. You can do this through

Cloud Work Self-Service or by
submitting a ticket.

How to hold an Audio

Conference call

1. At the bottom of the screen,
click B} . The Conferencing screen
opens, listing your Host Access and
Participant Access numbers.

2. If you have international
participants, turn on ‘Include
additional dial-in numbers’.

This option lets you include local
numbers in other countries,

so your guests won’t be charged
international fees. Once you turn
on this option, you can select the
countries you would like to include
in the invitation.

3. You can choose to ‘Invite with
Email’, clicking this will switch to an
email form.

4. Inthe ‘To’ field, find the Contacts
you want, or type their phone
numbers. Notice that an invitation
message, complete with dial-in
numbers, is automatically created
for you. You can add a personal
message if you like.

5. Click Send, and your invitations are
sent to your participants.

BT Cloud Work Desktop App | Hold an Audio Conference call

6. Now, click ‘Join as Host’ to start

the Audio Conference call. The
Active Call screen opens so you
can manage the call as needed.
The Mute, Record, and Add+
(persons) options are really
useful during a call.

7.When you’re finished, click

‘End Call’ to stop the Audio
Conference call for everyone
and hang up.

[ RO BT Cloud Work Phone
(O 01908034715

=k @ O & =

X Conferencing

ﬁ London

+44(20) 3321276%

Host access: 932506751
Participant access: B&47 523729
Include additional dial-in numbers ':E
Jain before host (:E

Invite by text

N

Invite by email )
Start conference




Launch a video
Online Meeting

You can hold a video Online Meeting
at any time using BT Cloud Phone
Meetings, without having to schedule
it ahead of time, unless you want to.

Every Cloud Work user is assigned a
unique Cloud Work Online Meetings
ID and password, so you can hold as
many Online Meetings as you want.
You’ll have access to video views from
web cameras, so you can see people
face-to-face, and screen shares, so
you and others in the meeting can
easily share presentations or other
documents on your computer.

To join or schedule Cloud Work

Online Meetings

1. At the bottom of the screen,
click lE1. Cloud Work Online
Meetings opensin a separate
window on your computer.

2. Click Join a Meeting’ if you have
been invited to a meeting, or click
‘Sign In’ if you want to set up an
online meeting.

3. Onthe Sign In screen, select your
country and enter your details.

4. Click ‘Schedule Meeting’ if you
want to set one up.

5. Or click Join a meeting’ if you're
connecting to one set up by
someone else.

BT Cloud Work Desktop App | Launch a video Online Meeting

[ JON BT Cloud Phone Meetings

Matteo Kotch = £ settings

@

Start without video Start with video

L
Schedule Join




Send or receive a fax

You can send and receive online How to send a fax

faxes directly using the BT Cloud 1. At the bottom of the screen, click
Work Desktop App, so you’ll never E The ‘Send Fax’ screen opens.
have to walk to your separate fax

machine again. Your phone number 2.Inthe ‘To’ field, either click (® to

is also your fax number, meaning you search all the Contacts you want to
only have to remember one number fax, or type in all the fax numbers.

too. Plus, you can fax to one or more

people at the same time 3. To add the Contact to the fax

‘To’ field:

« Click the Contact’s caller ID
or phone number. The Contact
is automatically added.

« Begin entering the Contact’s
name inthe ‘To’ field. When it
matches a Contactin the list, you
can click the name that appears.

4. Decide if you want to include a

)

cover page. The default is ‘Regular’.

Click » nextto ‘Regular’ to see
your cover page options.

BT Cloud Work Desktop App | Send or receive a fax

5. Orclick (%), then scroll to the
bottom to see instructions on
how to create your own custom
cover page and add it to the list.

6. Click @ atthetopright of the
screen to save your selection.

7. Back on the ‘Send Fax’ screen,
inthe ‘Note’ field, add a comment
or message if you want.

8. Attach any files you want to send.
Click [l to browse and upload your
attachment. Or drag-n-drop files
from your desktop onto the dotted
field (up to 20 MB).

9. Click ‘Send now’, or click ‘Send
later’ and set the date and time
when the fax will be sent.

ASCIl and non-ASCII characters
are supported.
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Send or receive a fax

Set Caller ID for faxes
You can set the Caller ID for
faxes in three simple steps:

1. Click ¢ .
2. Click ‘Outgoing’.

3.In ‘Fax Direct number’,
enter the phone number.

BT Cloud Work Desktop App | Send or receive a fax

Ssitings.

{@} General

Motifications
- and sounds

& Calls

<] Messaging

{5‘) Contacts

;I-} Join now
Hotkeys

Q Support

@ Help

I.\ Logout )

Cloud Work Phone  20.4.0

General Incoming Outgoing

Calling mode

Select how calls are placed when making calls through your BT service

@ Direct dial
Use BT Cloud Work Phone to dial out

RingQOut
Q g

Ring me on a specified device first, then connect the called party

Local dialling
Dial local calls without dialling country and area code first

Country United Kingdom 44

Pick outbound caller ID

Select the number you want to display when you make outgoing calls or texts.

Calls Main company number 020392039276

Faxes Main company number 020392039276
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View your call
activity records

You can easily review all your call
activity directly from the App,
including outgoing, incoming and
missed calls to your phone number.

How to see your call activity

1. At the top of the screen, click .
The Call Log screen opens,
showing all of your incoming
and outgoing calls.

2. Here’s what the icons mean:
[ Missed call.

2 Outgoing call you made.

@ Callis selected for deletion.

Did you know?

Double-click on any call listed in the
log to call the person again. Or click
to see more options, such as adding
the person to your Contacts list.

BT Cloud Work Desktop App | View your call activity records

[ ) & BT Cloud Work Phone
(0) 01908034715

=M % @ O

All Missed Recordings
::)\ Search... é
O [ 12:28

Unknown location

@ (& 12:15

Unknown location

O @ - 12:01
> Unknown location

O | , 11:56
i Unknown location

@ | : 11:56
Unknown location

O | , 11:56
i Unknown location

O | 11:54

Unknown location

Delete (2) Select all l:: Cancel t:'



Personalise the App

The BT Cloud Work Desktop App is
ready to use as soon as you install it
on your computer and log in. But it’s
nice to personalise it and tweak it to
suit your style of working.

The Settings screens shown are
from the Windows App, Mac
screens are similar.

The App follows your device’s
language when available. You can
set your language of choice in the
language dropdown menu on the
Settings > General page.

Personalise the App - General
At the bottom of most App screens,
click &) . The Settings screen
opensin aseparate window.

Then select ‘General’.

- Set as a default faxing and calling
application.
Clicking the ‘Apply’ button
changes the status to: ‘Currently
set as default faxing and calling
application’. Return to previous
setting by:..

« Automatically launch this
application on start-up:
ON or OFF.

« Run application minimised’:
ON or OFF.

- Keep application in foreground:
ON or OFF. Set this switch to ON to
keep the App running on top of all
other applications.

Access my account online:
Clicking ‘My Extension Settings’
opens your Cloud Work App so you
can review or change your settings.

Clicking ‘Phone System’ opens your
Cloud Work App so you can review
or change your phone settings.

Clicking ‘Billing’ opens your

Cloud Work App so you can

review your service plan and
international call settings.

Phone System and Billing are only
accessible to Administrators.

BT Cloud Work Desktop App | Personalise the App

{@} General

Motifications
and sounds

:|D

Calls

el

X

Messaging

{~y Contacts

117l Join now

Hotkeys
;—_ Support
’_\ Help

I, 3 Logout

Settings

Set as a default faxing and calling application

Automatically launch on start-up

Spelling

Access my account online:
{2} Extension settings
oY Phone system

[£] Billing

Clowd Wark Phone  20.4.0

Apply

®
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Personalise the App

- Sound

The Sound menu lets you manage
your microphone, speaker, ringer
style and volume. If installed, the
Plantronics Headset can be switched
ON or OFF from here too.

At the bottom of most App screens,
click 7 . The Settings screen opens
in a separate window. Then select
‘Sound’.

e Microphone
Manage your microphone
type and level.

Automatically adjust
microphone settings

Switch this OFF to manually
adjust your microphone.

* Speaker
Use the drop-down to select
Speakers/Headphones. If the
Plantronics Headset is installed in
your system, you can select it here.

« Ringer
If you prefer the BT Cloud Work
Desktop App not to ring during an
incoming call, you can turn off the
ringer. This can be configured on the
App at: Settings > Audio > Ringer.

» Volume
Set your speaker or handset
volume with the slide bar.

« Plantronics Headset
Switch the Plantronics Headset
ON or OFF from the Sound menu.
(Headset must be installed.)

« Ringtone
Choose aringtone you like by
clicking to hear the sound or
click ‘Add New’ to upload a
custom ringtone.

BT Cloud Work Desktop App | Personalise the App — Calls — General

o]

General

R

A Motifications
= and sounds

&, Calls
[~<] Messaging
=y  Contacts

o0

[17] Join now

Hotkeys
g__; Support
(@ Help
( Logout )

Cloud Wark Phone  20.4.0

Settings

Motifications Sounds

Audio sources

Headsets

Microphone

Same as system (MacBook Pro Microp...

Automatically adjust microphone settings ()
Speaker Same as system (MacBook Pro Speake... D:]
Ringer Same as system (MacBook Pro Speake... D:]
Volume
LD ()
Ringtone

v Bell

Classic
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Personalise the App
— Calls — General

The Calls menu allows you quick At the bottom of most App screens,
access to many of the BT Cloud click 2. The Settings screen opensin
Work Desktop App settings, with the a separate window. Then select ‘Calls’
‘Calls General’ tab covering Heads followed by ‘General’.

Up Display (HUD), Call Quality, and

Blocked Numbers. « HUD

Monitor your Contacts, view
Presence Status, and call or
Instant Message them.

Ring when any user lam
monitoring receives an
incoming call ON or OFF.

« Call Quality
Use high bandwidth
whenever possible.

» Blocked Numbers
Click ® to open a field into which
you can list phone numbers that
you want to block from reaching
your extensions.

BT Cloud Work Desktop App | Personalise the App — Calls — General

Y

e
[s]
et

General

{

A Motifications
and sounds

{ Calls
<] Messaging
{7y Contacts

{17 Join now

Hotkeys

g;) Support

(D Help
(_ toput )

Cloud Work Phone  20.4.0

Settings

General Incoming Outgoing

Show called site names for incoming calls

HUD @

Turn on HUD to keep track of your favourites

Ring when any user | am monitoring receives an
incoming call

Mute other sounds during a call @

Blocked numbers '@
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Personalise the App
—Calls - Incoming

The Calls menu allows you quick
access to many of the BT Cloud Work
Desktop App settings.

If you use a Mac, you can choose to
automatically pause iTunes when a
call comesin.

At the bottom of most App screens,
click ¢ . The Settings screen opens in
a separate window. Then select ‘Calls’
followed by ‘Incoming’.

« Display incoming callin the
standalone window
ON or OFF.

» Launch an external app or
a URL on incoming call
ON or OFF.

Auto Answer

Switch ON to select the number of
seconds to wait before an incoming
call forwards to Voicemail or another
extension. This can range from five to
30 seconds.

BT Cloud Work Desktop App | Personalise the App — Calls — Incoming

{8%  General
0 nera

A Notifications

- and sounds
Q. Calls
<] Messaging

{~y Contacts

17| Join now

Hotkeys
e
L Support
(@ Help
( Logout )

flou:l Wark Phone  20.4.0

Settings
General Incoming Qutgoing
Display incoming call in the stand-alone window ()
Launch an external app or a URL on incoming call (E

Auto-answer ®
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Personalise the App
— Calls - Outgoing

The Calls menu allows you quick
access to many of the BT Cloud Work
Desktop App settings.

At the bottom of most App screens,
click ' . The Settings screen opens in

a separate window. Then select ‘Calls’

followed by ‘Outgoing’.

« Calling Mode/Direct Dial
Direct Dialis only visible when
adigital line is assigned to
the computer where the
App isinstalled.

« Calling Mode/RingOut
Ring me on a specific device first,
then connect the call.

Prompt me to dial 1 before
connecting the call. Switch OFF
for the call to come directly to
your extension without delay.

- Default number
Thisis a direct or company number
to be displayed on your profile
screen and App status bar. The
default number does not affect the
displayed number the person you
are calling sees. You can select your
default number in your user profile.

« Local Dialing
Dial local calls without entering
the country and area code first.
Select your ‘Country’ or ‘Area code’
from the given menus.

» Outbound caller ID
Select the number you want to
display when you make outgoing
calls or Instant Messages.

Calls: From the drop-down menu,
select a number from which your
calls will originate. All numbers on
the Service Web are available.

« Call Quality
Use high bandwidth
whenever possible.

BT Cloud Work Desktop App | Personalise the App — Calls - Outgoing

@
rf\} General
=  Motifications
i and sounds
Q, Ccalls
<] Messaging

f ~y  Contacts

faiaal

17l Join now

Hotkeys
{-_; Support
/_\ Help
( Logout )

Cloud Work Phore  20.4.0

Settings

General Incoming Qutgoing

Calling mode

Select how calls are placed when making calls through your BT service

Direct dial
®

Use BT Cloud Work Phone to dial out

—~ RingQut

Ring me on a specified device first, then connect the called party

Local dialling
Dial local calls without dialling country and area code first

Country United Kingdom 44

Pick outbound caller ID

Select the number you want to display when youmake outgoing calls or texts.

Calls Main company number 02039039276

Faxes Main company number 02039039276
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Personalise the App
— Messaging

Use the Messaging menu to @ Settings
manage your incoming calls to the X
BT Cloud Work Desktop App {9} General Play notification sound for fax and text messages

At the bottom of most App screens, /A Notifications b i «©
click " . The Settings screen opens “  andsounds
in a separate window. Then select «©

‘Messaging’.

When receiving a message

G, Calls

» Messaging B Messaging
Play notification sound for faxes

and Instant Messages. i
{E;‘; Contacts

s .
17| Join now

Hotkeys
Q Support
(i) Help
I:_. Logout ! )

Cloud Work Phone  20.4.0

BT Cloud Work Desktop App | Personalise the App — Messaging < @ >



Personalise the App
— Contacts-PC

Integrate with Microsoft Outlook
The BT Cloud Work Desktop App
seamlessly integrates with Microsoft
Outlook, so you can easily call, fax,

or Instant Message any of your
Contacts while in Outlook.*

* Available for Microsoft Windows
users only.

At the bottom of most App screens, ® Settings
click . The Settings screen opens
in a separate window. Then select Wy Lamnaral View Google contacts
‘Contacts’.
0 Notrfcations View Mac contacts
« View Google Contacts T ngsouncs
Enable to view Google Contacts.
., Calls
« Outlook plugin
Enable to download Outlook plugin. < Messaging
« View Outlook Contacts (3> Contacts
Enable to select from Outlook
folders. oo ;
17l Join now
« Select profile y
Select from available profiles. Hotirs
Q Support
/_\ Help
I:-. Logout :_'.'

Clowd Work Phone  20.4.0

BT Cloud Work Desktop App | Personalise the App — Contacts-PC
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Personalise the App
— Contacts —Mac

Integrate with Mac Address Book
The BT Cloud Work Desktop App
seamlessly integrates with Mac
Address Book, so you can easily call,
fax, or Instant Message any of your
Contacts while in Mac Address Book.*

* Available for Mac users only.

How to set up your Mac Address

Book to sync with the Cloud

Work Desktop App

1. At the bottom of most App screens,
click ©©¥ . The Settings screen opens
in a separate window.

2. From the left menu, click
‘Contacts’.

3.Set the ‘View Mac Contacts’
option to ON.

If this is your first time syncing your
Mac Address Book to the Cloud Work
Desktop App, you will be asked to
allow the App to access your Mac
Address Book.

BT Cloud Work Desktop App | Personalise the App — Contacts - Mac

@
{:} General
A MNotifications
~  andsounds
&, Calls

<] Messaging
{5} Contacts

[17] Joinnow

Hotkeys
Q Support
(D Help
I.'_: Logout ::I

Cloud Work Phane  20.4.0

Settings

View Google contacts (O

View Mac contacts
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Personalise the App
— Join Now

Join Now integrates with Google, @ Settings L Google authorization
Outlook (Win), and iCal (Mac)

G Sign in with Google

. o General ;
calendars, so you can easily see @ Join now @ Please select N
and join upcoming meetings and i
al Motifications
conferences, and make calls from = and sounds Sign -
calendar events.
) Continue to BT Cloud Work Phone
&, Calls
« [dentify meetings and
Email or phone
conferences, and make calls DX Messaging
from calendar events.
{~y Contacts |
- Connect to Google Calendar i Forgos smalk
or Outlook. -
Join now
. To continue, Google will share your name, email address, language
- Configure calendar source ) preference and profile picture with BT Cloud Work Phone. Before
and notifications. Hotkeys using this app, you can review BT Cloud Work Phone’s
privacy policy and Terms of Service.
Q Support
Create account m
(D) Help
I:: Logout ::I
Cloud Work Phone  20.4.0 English (United Kingdom) ~ Help Privacy Terms

BT Cloud Work Desktop App | Personalise the App — Join Now < @ > 43



Personalise the App

— Hotkeys-PC

These hotkeys are available for Microsoft Windows users.

Hotkeys*
« Mute/unmute

» Hold/unhold

- End call

« Pick up the call

« Sending new Message

» Sending new fax

Advanced Hotkeys*
- Qutgoing call

» Outgoing fax
- Park
- Transfer

- Dialpad

Access my account online

- Extension settings

« Phone System

« Billing (requires login to

your online account)

Shift + Ctrl + M

Shift + Ctrl + H

Ctrl+E

None; Ctrl + Enter; Enter
Ctrl+N

Ctrl+J

F6

F8

Shift + Ctrl + P
Ctrl+T
Ctrl+D

BT Cloud Work Desktop App | Personalise the App — Hotkeys — PC

Settings

o~

107 General

!

o

&% Sound

Q. Calls

] Messaging
{7 Contacts

fia] Joinnow

Hotkeys

Q Support

oy
)

Help

( Log out

. BT Cloud Phane

Pick up the call
End call
Mute/unmute
Hold/unhold
Transfer

Park
Outgoingcall @
Qutgoing fax
Send message using
New text

New fax

Dialpad

Start conference

Start video conference

MNone

Ctrl+E

Ctrl + Shift+ M

Ctrl + Shift +H

Ctrl+T

Ctrl + Shift + P

]

F3

Enter

Ctrl+N

Ctrl+J

Ctrl+D

Ctrl + Shift +C

Ctrl + Shift +V

* Hotkeys on the BT Cloud Work Desktop App will work if it’s minimised, but the App must
be active for them to function. They allow you to perform specific actions with just the
touch of a key(s) on your Windows PC. For example, you can set hotkeys to pick up a call
orto send an Instant Message.
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Personalise the App

— Hotkeys —Mac

These hotkeys are available for Mac users. [ Settings
Hotkeys* r::j General Pick up the call None
« Pick up the call None; Cmd + Enter; Enter
Notificati End call HKE
. + & otincations
End call Cmd+E 0 oo o o
. ute/unmure
« Mute/unmute Shift+Cmd + M
]
- Hold/unhold Shift + Cmd + H Ve, Calls Hold/unhold #CH
« Transfer Cmd+T = M : Transfer BT
essaging
. ift + +
Park Shift+ Cmd + P B P
{7 Contacts
Advanced Hotkeys* el 8 =
« Qutgoing call F6 7] Join now Outgoing Fax F8
» Outgoing fax F8 on Send message using Enter
- Send message using Enter; Cmd + Enter —
MNew text 3N
« New fax Cmd+J e
) Support o i
. Dial Pad Ctrl+D ewiax
(@) Help Dialpad 3D
Access my account online
H H Start conference BoC
- Extension settings - ~
{ Logout )
« Phone System i Start video conference oV

Clowd Wark Phone  20.4.0

« Billing (requires login to
your online account)

* Hotkeys on the BT Cloud Work Desktop App will work if it’s minimised, but the App must
be active for them to function. They allow you to perform specific actions with just the
touch of a key(s) on your Mac computer. For example, you can set hotkeys to pick up a
call or to send an Instant Message.

BT Cloud Work Desktop App | Personalise the App — Hotkeys — Mac < @ >



Personalise the App
— Support

Technical Support

For help with the BT Cloud Work
Desktop App or other Cloud Work
products, please visit our Customer
Support Site for FAQs, knowledge
articles, Community, Guides or to
open a case.

BT Cloud Work Desktop App | Personalise the App — Support

@® C
ffg} General
A Notifications
= and sounds
&, Calls
<] Messaging
{7 - Contacts

e

{171 Join now

Hotkeys

Q Support

@ Help
i =
{ Logout )

Cloud Work Phone  20.4.0

Settings

Technical support Send product feedback

For issues or questions about BT Cloud Work Phone or other BT
products, visit the Customer Support page.

Download BT Cloud Work Phone user guide

Application logging Normal v

When you allow BT Cloud Work Phone to collect data, BT will use your
feedback to debug issues.

Send crash reports automatically KE

L.
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Personalise the App

—Help

The BT Cloud Work Desktop App
is a complete communications hub
on your computer desktop that lets
you easily talk, message, fax,

and conference from a single,
user-friendly App.

The message below the ‘About’
screen appears when you click
‘Check for Updates’ if your installed
version of the App is up-to-date.

About the Cloud Work
Desktop App

It’s a complete communications
hub on your computer desktop
that lets you easily talk, message,
fax, and conference from a single,
user-friendly App.

Take a tour
Learn about the latest features
in your App.

Check for Updates

The current version of the App
installed on your computer system
is shown here.

« Click ‘Check for Updates’ to see if
you have the latest version installed
and download updates to your App.

BT Cloud Work Desktop App | Personalise the App —Help

@
{&} General
A Motifications
= and sounds
&, Calls

=] Messaging
{7y Contacts
17| Join now
Hotkeys
Q Support

@ Help

( Logout )

Cloud Wark Phone  20.4.0

Settings

About Accessibility

About BT Cloud Work Phone

BT Cloud Work Phone is a complete
communications hub on your computer
desktop that lets you talk, text, fax and
conference from one friendly app.

Take a tour

Current version: 20.4.0.41051 Check for updates

Additional software licences:

LGPL 2.0, 55L Licence, S5Leay Licence, Public domain, Boost Software
Licence, MIT, Apache 2.0, ZLib, PortAudio
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Head up Display (HUD)

Head Up Display

Head Up Display (HUD) is a Call
Management feature that allows
you to monitor and interact with
up to 100 user extensions that
you can add to a HUD list, which
is displayed alphabetically.

With HUD, you can view the Presence
Status of each extension on thelist in
real time. You can also transfer active
calls to any extension in your system,
and add users to active calls. If you
have permission, you can also pick

up incoming calls on behalf of

other extensions.

To enable HUD, follow these steps:

1. Click the HUD icon atthe top
of most App pages.

2. ‘Welcome to the HUD’ will appear if
you have not set up your Presence
Appearance in your online account.
Otherwise your HUD list will sync
automatically to the extensionsin
your Presence Appearance.

BT Cloud Work Desktop App | Head Up Display

D o] BT Cloud Work Phone
@ 01908 034715

= % i 0 & =

Welcome to the HUD

Create a list of company contacts to see their
presence information and communicate with
them at any time.



Head Up Display

How to add extensions

tothe HUD

1. Click the green ‘Create’ button
(previous page). The ‘Select a
Contact’ screen opens.

2. On this screen, place a check mark
next to users you want to add to
your HUD list, and click ‘Add’.

3. Click ‘Save’. You may see the
warning message below. This alerts
you that you will also change the
settings in your online account
for Presence Appearance if you
continue.

4. If you click ‘Continue’, your HUD list
will appear as shown on the screen
to theright.

5. Click ‘Save’.

Note: If the Presence Appearance
is defined in the user’s Office
account, the HUD list will be set up
automatically and synchronised to
the user’s Contacts list

(User > Phones & Numbers >
Presence > Appearance).

Click £ ;then Sl onthe HUD
list to add more Contacts.

BT Cloud Work Desktop App | Head Up Display

BT Cloud Work Phone

Select a contact

Search...

Air Traffic Control

BT BOT

Cornelius Fudge

Dolores Umbridge

Draco Malfoy

Eduard Belokhvos...
Eduard Test

External CC Route

Harry Potter

Ring Groupl

[ Cancel ) Add
L

)

11305

11308

23104

23105

103

11306

11307

11304

102

11302

(
LS

() 01908034715

1 JoeBloggs

2 JoeBloggs

3 BTBOT

4  Eduard Belokhvostikowv

C | D
]
ancel )

BT Cloud Work Phone

Ext.: 305
Ext.: 305
Ext:11308 T

Ext:11306 Ti[

Save




Head Up Display

There are many ways you can

manage calls with HUD

1. Onthe new HUD list, mouse over
aname to place a call or send an
Instant Message to the extension.
Example: Lee Lock, Ext: 2222.

BT Cloud Work Desktop App | Head Up Display

[ JON BT Cloud Work Phone

(0 01908034715
=k

HUD " £
C'\ Search...
BT BOT %, )
@ Available Call  Text




Head Up Display

There are many ways you can
manage calls with HUD
2. Click the ‘Undock’ icon £ to
see the complete HUD listin
a separate screen for easy call
handling. The HUD list can contain
up to 100 extensions.

BT Cloud Work Desktop App | Head Up Display

BT Cloud Work Phone | JoN |
(L) 01908 034715 (:)\ t:':earch...
=1 | ]
} ® Available
HUD &2
::1 Search...
BT BOT Ext.: 11308
® Available

HUD

& £

Ext.: 11308



Head Up Display

There are many ways you can e0e BT Cloud Work Phone | JoN BT Cloud Work Phone
manage calls with HUD 01908 03471
3. During an active call, mouse
over the extension (BT BOT 11308)
to see additional options you
can perform with HUD.

(O 01908 034715

=M % @ 0 &

X Transfer to

These are Call, Message, Q) Search.. 0 o | <
Transfer, and Conference. o iy
. BT BOT
4.You can transfer ~* your active Transfer call from =4 oo f Talking to "
call to another extension by
Warm Transfer, Blind Transfer,
or To Voicemail. 0 1
ABC DEF
5. With HUD, you can also instantly To BTBOT 11308
add [1+ (conferencein) users 5 6
to your active calls, for example, GHI KL MNO
adding Mary Goss to your current ’/ \\ ’/ \\| |/Q_o\|
call with Ben Smith. i Lt L 7 8 9
‘Warm transfer Blind transfer To voicemail Pei At i

Cancel
T « B 3

Complete transfer

BT Cloud Work Desktop App | Head Up Display < @ > 52



Head Up Display

There are many ways you can 3] & o7 Cloud Phone O * Y To: 020 7356 5000

manage calls with HUD © 0207356 5000 ) 0207356 5000

6.To p|ck‘up anincoming c:?llt'o an = K o =
extension you have permission
to monitor (example Ben Smith,

Ext: 106), mouse over the Q search. Q pearch.
extension to reveal the ‘Pickup’ o
. . = Ben Smith Ext: 106 Ben Smith %, @
Opt|on. C|.|Ck (.? tO handle the Call. [ ,r\_ctlj;c;, with *2801 ) :'..::'n-l'q= call from 07923 119921 Call Text Pickup
7. On the example image, the person gkt REGROS Rmiioile B 2308
monitoring an extension can — i ) o i ) 07923199921
p App Test Team xt: 11923 slctop App Test Team xt: 11923 S
Forward the call, Reply to the call Ie ) Ben Smith
Wlth.a message, lgnore the Ca.ll’ Test User Ext: 13900 Test User Ext: 13900
or Pickup the call and answer it ® Available ® Available
on behalf Of the extension owner. Test User Ext: 20408 Test User Ltz 20403
@ Available @ Available
Ignorlng the Call WI“' cause I‘_t to be test test Ext: 11402 tect test Fxt: 11402
handled by the call forwarding rules ® Available ® Lualable

set up by the extension owner,
such as going to Voicemail, being
forwarded to another phone,

or forwarded to a colleague.

BT Cloud Work Desktop App | Head Up Display < @ >



Head Up Display

HUD Call Monitoring
Incoming calls to an extension within
the HUD list can be monitored if
the extension owner has granted
permission to the person who wishes
to monitor that extension. Q search.

() 0207356 5000

For example, when an agent is on

a call, a supervisor in the same
monitoring group can mouse over the
extension to start monitoring the call.

Admin RTC
@ Avalable

Desktop App Test Team

@ Awvailable
The supervisor can listen in and
Whisper only to the agent, :‘iﬂ‘jj‘zje

Barge in and be heard by both
Agent and caller, or Takeover the call.

lest Liser

test test

@ Availzble

Agent Charlie Lee takes a call
from a client.

BT Cloud Work Desktop App | Head Up Display

= ok i@ 9 &

L. Acivecall

Fxt: 12508

Ext: 11923

Exl: 13900

Ext 20408

Dxt: 114

=]
[ %]

() 0207356 5000
= ok o 2
HLIY

€3

call wath 07919 923119 Maonitor

Admin BTC
@ Available

Desktop App Test Team
@ Available

Test User
@ Awvailable

Test User
@ Availzble

Call

m
1

Ext:

Charlie’s supervisor mouses over

Charlie’s extension and clicks

‘Monitor’ to listen in.

o

Text

Exl: 12508

£:11923

13900

t: 20400

(t: 11402

(D) 0207356 5000

Mook O A = Y

& Monitoring call

ewe [0] & 0006

O

Charlie’s supervisor has the option
to Whisper to Charlie, Barge in, or
Takeover the call.



Head Up Display

Active Call Layout @& @ [1] BT Cloud Work Phone
This screen for conference () 02037715726
calls provides:

=M ok & O &

- Improved layout for all local
calls in conference. <~ Conference call

« An updated design that displays

all parties in conference. -'T, S
= \ .
- Improved user interface :

and structure.

Transfer Park Flip

BT Cloud Work Desktop App | Head Up Display < @ > 55



Head Up Display

Park Locations at HUD

To increase security, Park Locations
is a feature on the App’s HUD that
allows you to park a call privately, so
it can only be answered by selected
users within the group.

Users within the designated group
can pick up a parked call anywhere
within the App, even when away from
their desk.

During an active call, click the ‘Park
Location’ group on the HUD, then
mouse over the location to ‘park’
the active call. Answer parked calls
by mousing over the Park Location
extension and clicking ‘Pickup’.

Available Park Locationisin
bold typeface.

Mouse over Park Location and click it.

Call from 650-555-1555 is parked.

Mouse over parked call and
click ‘Pickup’.

BT Cloud Work Desktop App | Head Up Display
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Head Up Display

Check for Updates
Click 7, followed by () near the
bottom left of the Settings screen.

Next to ‘Current Version’, click (Check
for Updates button) to see if you have
the latest version of the App installed.

BT Cloud Work Desktop App | Head Up Display

@
{é} General
a Notifications
% and sounds
., Calls
[~] Messaging
I -~y Contacts
%} Join now
Hotkeys
Q Support
@ Help
( togout )

Cloud Work Phone  20.4.0

Settings

About Accessibility

About BT Cloud Work Phone
BT Cloud Work Phone is a complete

communications hub on your computer Take at
desktop that lets you talk, text, fax and Flizahind

conference from one friendly app.

Current version: 20.4.0.41051 Check for updates

Additional software licences:

LGPL 2.0, S5L Licence, 55Leay Licence, Public domain, Boost Software
Licence, MIT, Apache 2.0, ZLib, PortAudio
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Give us feedback

We love hearing comments that will
help usimprove the BT Cloud Work

Desktop App, so please don’t be shy
about telling us. Good or bad.

Here’s how you cangetin

touch with us

Next to ‘Current Version’, click (Check
for Updates button) to see if you have
the latest version of the App installed.

. At the bottom of the screen,

click ¥ The Settings screen
opensin a separate window.

. From the left menu, click

‘Support’ followed by
‘Send Product Feedback’.

.Inthe ‘What is your feedback

about’ field, select the
relevant topic.

.In the ‘Email’ field, type your

email address if you’d like us
torespond to you.

.Inthe ‘Comments’ field, type your

feedback. Go all out. Let us know
what’s on your mind.

.Once you’ve finished, click ‘Send’.

. Your feedback is sent to the teams

at BT. While you might not get
aresponse right away, fear not,
we’re on it. We review every bit of
feedback that comes our way. If you
included your email address, we
might contact you for more details.

. Feel free to send as much feedback

as you like.

BT Cloud Work Desktop App | Give us feedback

oy

[ Ryl

<|:)

Farn

LU

f
\

General

Motifications
and sounds

Calls

Messaging

Contacts

Join now

Hotkeys

Support

Help

Logout

Settings

Technical support Send product feedback

Let us know what you think
We welcome your ideas, questions and comments.

What does your feedback relate to?

Please select

Email: *

Enter your email address

Comments:

|Enter your comments here

* Required

Clowd Wark Phone  20.4.0
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Log out of the App

When you’re done with work for the e Settings
day, you can log out of the BT Cloud
Work Desktop App. Here’s how:

1. At the bottom of the screen,
click i2*. The Settings screen
opensin a separate window.

2. From the left menu, click ‘Log out’.

3. A confirmation message displays.
Click ‘Log out’ again.

Do you want to log out of your account?

Ta da! You’ve now successfully logged

out and closed your App’s working

session. See you tomorrow.

BT Cloud Work Desktop App | Log out of the App < m@m > 59



Offices Worldwide

The services described in this publication are subject to availability and may be modified from time to time. Services and equipment are provided subject
to British Telecommunications plc’s respective standard conditions of contract. Nothing in this publication forms any part of any contract.

© British Telecommunications plc 2020. Registered office: 81 Newgate Street, London EC1A 7AJ. Registered in England No.1800000.
March 2021

60



	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
	31
	32
	33
	34
	35
	36
	37
	38
	39
	40
	41
	42
	43
	44
	45
	46
	47
	48
	49
	50
	51
	52
	53
	54
	55
	56
	57
	58
	59
	60

	Button 37: 
	Previous page 11: 
	Page 2: 
	Page 3: 

	Next page 11: 
	Page 2: 
	Page 3: 

	Home — Contents Page 3: 
	Page 2: 
	Page 3: 

	Button 30: 
	Button 67: 
	Button 71: 
	Button 75: 
	Button 87: 
	Button 88: 
	Button 89: 
	Button 76: 
	Button 31: 
	Button 39: 
	Button 122: 
	Button 41: 
	Button 42: 
	Button 57: 
	Button 58: 
	Button 32: 
	Button 36: 
	Button 38: 
	Button 55: 
	Button 56: 
	Button 59: 
	Button 65: 
	Button 43: 
	Button 53: 
	Button 54: 
	Button 60: 
	Button 123: 
	Button 64: 
	Button 66: 
	Button 68: 
	Button 69: 
	Button 70: 
	Button 72: 
	Button 73: 
	Button 74: 
	Button 77: 
	Button 78: 
	Button 79: 
	Button 80: 
	Button 81: 
	Button 82: 
	Button 83: 
	Button 84: 
	Button 85: 
	Button 86: 
	Button 124: 
	Button 125: 
	Button 90: 
	Button 110: 
	Button 111: 
	Button 112: 
	Button 113: 
	Button 114: 
	Button 95: 
	Button 98: 
	Button 102: 
	Button 103: 
	Button 105: 
	Button 99: 
	Button 91: 
	Button 92: 
	Button 93: 
	Button 94: 
	Button 96: 
	Button 115: 
	Button 116: 
	Button 117: 
	Button 118: 
	Button 119: 
	Button 120: 
	Button 121: 
	Button 97: 
	Button 100: 
	Button 101: 
	Button 106: 
	Button 107: 
	Button 108: 
	Button 109: 
	Button 1010: 
	Button 1011: 
	Button 1012: 
	Button 1013: 
	Button 104: 
	Previous page 7: 
	Page 4: 
	Page 5: 
	Page 6: 
	Page 7: 
	Page 8: 
	Page 9: 
	Page 10: 
	Page 11: 
	Page 12: 
	Page 13: 
	Page 14: 
	Page 15: 
	Page 16: 
	Page 17: 
	Page 18: 
	Page 19: 
	Page 20: 
	Page 21: 
	Page 22: 
	Page 23: 
	Page 24: 
	Page 25: 
	Page 26: 
	Page 27: 
	Page 28: 
	Page 29: 
	Page 30: 
	Page 31: 
	Page 32: 
	Page 33: 
	Page 34: 
	Page 35: 
	Page 36: 
	Page 37: 
	Page 38: 
	Page 39: 
	Page 40: 
	Page 41: 
	Page 42: 
	Page 43: 
	Page 44: 
	Page 45: 
	Page 46: 
	Page 47: 
	Page 48: 
	Page 49: 
	Page 50: 
	Page 51: 
	Page 52: 
	Page 53: 
	Page 54: 
	Page 55: 
	Page 56: 
	Page 57: 
	Page 58: 
	Page 59: 

	Next page 7: 
	Page 4: 
	Page 5: 
	Page 6: 
	Page 7: 
	Page 8: 
	Page 9: 
	Page 10: 
	Page 11: 
	Page 12: 
	Page 13: 
	Page 14: 
	Page 15: 
	Page 16: 
	Page 17: 
	Page 18: 
	Page 19: 
	Page 20: 
	Page 21: 
	Page 22: 
	Page 23: 
	Page 24: 
	Page 25: 
	Page 26: 
	Page 27: 
	Page 28: 
	Page 29: 
	Page 30: 
	Page 31: 
	Page 32: 
	Page 33: 
	Page 34: 
	Page 35: 
	Page 36: 
	Page 37: 
	Page 38: 
	Page 39: 
	Page 40: 
	Page 41: 
	Page 42: 
	Page 43: 
	Page 44: 
	Page 45: 
	Page 46: 
	Page 47: 
	Page 48: 
	Page 49: 
	Page 50: 
	Page 51: 
	Page 52: 
	Page 53: 
	Page 54: 
	Page 55: 
	Page 56: 
	Page 57: 
	Page 58: 
	Page 59: 

	Home — Contents Page: 
	Page 4: 
	Page 5: 
	Page 6: 
	Page 7: 
	Page 8: 
	Page 9: 
	Page 10: 
	Page 11: 
	Page 12: 
	Page 13: 
	Page 14: 
	Page 15: 
	Page 16: 
	Page 17: 
	Page 18: 
	Page 19: 
	Page 20: 
	Page 21: 
	Page 22: 
	Page 23: 
	Page 24: 
	Page 25: 
	Page 26: 
	Page 27: 
	Page 28: 
	Page 29: 
	Page 30: 
	Page 31: 
	Page 32: 
	Page 33: 
	Page 34: 
	Page 35: 
	Page 36: 
	Page 37: 
	Page 38: 
	Page 39: 
	Page 40: 
	Page 41: 
	Page 42: 
	Page 43: 
	Page 44: 
	Page 45: 
	Page 46: 
	Page 47: 
	Page 48: 
	Page 49: 
	Page 50: 
	Page 51: 
	Page 52: 
	Page 53: 
	Page 54: 
	Page 55: 
	Page 56: 
	Page 57: 
	Page 58: 
	Page 59: 

	Previous page 12: 
	Page 60: 

	Home – Contents Page 3: 
	Page 60: 



