Communicator Desktop 6.6

PAGE CONTENTS
Installation

MSI package Installation
Configuring Communicator
Working with Communicator
Log In

Toolbar

Personal Dialer
Destinations and Communicator Modules
Placing Phone Calls
Phone

Voice Conference
Meeting

Chat

SMS/MMS

Presence

Voicemail

Agent Panel (available in Communicator Call Center edition)
Placing Video Calls
Sending Fax

Supervisor Edition
Camera

Online self care

Options (3 dots) menu
Central Phone Book
Quick List

Menu

File Menu

Tools Menu

Help

Preferences

General

Contacts

Phone

Audio



Video
Meeting
Modules
Alerts
Messaging
Profiles
Busylight
Advanced
Skype for Business Module
Presence
Click to Dial
Conferencing
Settings

| nstall ati1l on

Please downloa@ommunicatofrom our official websié www.gtephone.comAfter the
download is finished, click on the icon to start the installation.

¥, gloCOM Setup X

Welcome
Welcome to the installer for gloCOM 6.1.

It is strongly recommended that you exit all Windows programs
before continuing with this installation.

If you have any other programs running, please click Cancel,
close the programs, and run this setup again.

Otherwise, click Next to continue.

e Next > | cancel |

The welcome window starts the installation process. Click oNéxé buttorto proceed with the
installation or click on th€ancelbuttonto exit the installation wizard.



&Y gloCOM Setup X

License Agreement

Please read the following license agreement carefully.

LEGAL : BY PRESSING THE "I ACCEPT” BUTTON AND/OR DOWNLOADING. COPYING  ~
OR USING THE SOFTWARE, YOU ACCEPT. WITHOUT LIMITATION OR GUALIFICATION,
ALL OF THE TERMS AND CONDITIONS IN THIS AGREEMENT. IF YOU DO NOT AGREE
TO ALL OF THE TERMS OF THIS AGREEMENT, CLICK THE "DO NOT ACCEPT™
BUTTON.

YOU AGREE TO BE BOUND BY THE TERMS OF THIS EULA BY INSTALLING, COPYING,
OR USING THE SOFTWARE. IF YOU DO NOT AGREE, DO NOT INSTALL, COPY, OR

USE THE SOFTWARE; YOU MAY RETURN IT TO YOUR PLACE OF PURCHASE FOR A
FULL REFUND. IF APPLICABLE.

COMMSware™ End User License Agreement

MOTE: K you have reason to believe that your COMMSware product was acquired from an
ilegal source or has been illegally modfied, product updates likely will not work as designed
and may cause unexpected failures to your applications.

CAMM IICED | IFEMEE ARDECMEMT END DICAM SVETEME CACTIWADE (MDADTART_

() | agree to the terms of this license agreemert

W

(® |donot agree to the terms of this license agreement

Read the license agreement and selagreeif you accept thé.icense AgreemenClick on
the Next buttorto proceed with the installation or click on t@ancel buttorio exit the
installation wizard.

¥ gloCOM Setup X

Installation Folder
Where would you like gloCOM to be installed?

The software will be installed in the folder listed below. To select a different location, eithertype in a
new path, or click Change to browse for an existing folder.

Install gloCOM to:
C:\Program Files (x86)\Bicom Systems\gloCOM Change...

Space required: 207.0 MB
Space available on selected drive: 904.02 GB

< Back Next > Cancel

The Installation Foldewindow sets the default location where @@mmunicatoinstallation
will reside. By defaulC:\Program File§BicomSystemi€ommunicators offered. To select a
different location, click on th€hange buttonWhen doneglick on theNext buttorto proceed
with the installation or click on th€ancel buttorio exit the installation wizard.



g’, gloCOM Setup

Shortcut Folder
Where would you like the shortcuts to be installed?

The shortcut icons will be created in the folder indicated below. If you dont want to use the default
folder, you can either type a new name, or select an existing folder from the list.

Shortcut Folder:
IBicom Systems'gloCOM

(O Install shortctts for cument user only
(@ Make shortcuts available to all users

The Shortcut Foldewindow sets how th€ommunicatoshortcut will be displayed on
theWindows Start menbelect thereferred shortcut under tishortcut Foldesselect box and

click on theNext buttorto proceed with the installation, or click on @ancel buttorto exit the
installation wizard.

¥ gloCOM Setup

Ready to Install
You are now ready to install gloCOM 6.0

The installer now has enough information to install gloCOM 6.0 on your computer.

The following settings will be used:

Install folder: C:\Program Files (x86)\Bicom Systems\gloCOM

Shortcut folder:  Bicom Systems'\gloCOM

Please click Next to proceed with the installation.

B e

The Readyo-Install window summarizes thiastallation wizardstepsand displays all of the

selected options. If you agree with these, click oriNiegt buttorto proceed with the installation
or click on theCancel buttorto exit the installation wizard.



¥, gloCOM Setup X

Installing gloCOM
Please wait...

Installing Files...
C:\Program Files {x86)\Bicom Systems‘gloCOM\...\RectangularGlow.qml

The InstallingCommunicatowindow shows the insti@ation in progress.

¥ gloCOM Setup X

Installation Successful
The gloCOM 6.0 installation is complete.

Thank you for choosing gloCOM!
Please click Finish to exit this installer.

After this step, you'll see tHastallation Successfutindow. Click on theFinish buttonto close
the window and finish the installation.



MSI package Installation

In order to installCommunicatofrom an MSI package, the following are the prerequisites and
must be installed before MSI package :
1. Microsoft Visual C++ 2015 Redistributable (X86)
2. Microsoft .NET Framework 4 (or abov@ptional, if the user wants to use functionalities
like Outlook plugin, Skype For Business integratetc...)

Microsoft Visual C++ 2015
Redistributable (x86) - 14.0.24123

Setup Failed

One or more issues caused the setup to fail. Please fix the issues and then retry setup.
For more information see the log file.

(%B0070652 - Another installation is already in progress. Complete that installation
before proceeding with this one.

If there is no Visual C++ installed users might get installation errors.
IMPORTANT: Windows Terminal Server installation

Configuring Communicator


https://www.microsoft.com/en-us/download/details.aspx?id=52685
https://www.microsoft.com/en-us/download/details.aspx?id=17851
http://wiki.bicomsystems.com/gloCOM_5.3_terminal

[ profile Wizard

Welcome to profile wizard

You will be guided through the process of creating your gloCOM profile by this Wizard.

< Back Cancel

After the installation process, you need to configoemunicator Click on theCommunicator

icon and theProfile Wizardwill appear. To continue with the configuration click thext
button

[ Profile Wizard

Account details

Specify your account server, extension and secret. N

Account  Advanced

E-mail:

Password:

< back Cance

1. Account details

1 Make sure you have received your account details from your system administrator or

account manager. The received details must include:
Account

1 E-mail, forexample:example@slobal Telecoraystems.com
1 User password, for example: 93sU2e 2%



mailto:example@bicomsystems.com

Advanced

[ profile Wizard ?

Account details
Specify your account server, extension and secret. N

Account  Advanced

You can specify Login server. The application will try to discover Login server automatically through
DNS SRV record.
Login server:

192.168.2.2|

Use Proxy settings from the Operating System

< Back Next > Cancel

T Server addressThe user can enter the DNS domain or the server address (for
examplevoip.test.conor 134.23.211.23). In the case of the DNS domain, the application
will perform a DNS SRV lookup, and it will try to connect to each server that the
application obtains based on their priorities. In the case of the seldigss, the
application will try to connect directly to the given address.

Your administrator can set up a DNS domain for SRV lookup on the serveside. SIP
registration will be done for all obtained records, and the first one that succeeds while in
use. This way, failover can be performed for scenarios with more than one SBC. In that
case, if the primary SBC goes down, the second one will be in use.

From Communicator 6.0, instead of an extension and secret, users will provide thekneail
associated with extension and User password.


http://voip.test.com/

E Change password ? X

This is the first time you are logging in, and you need to change
your password. You need to create a strong password that
includes at least 1 uppercase/lowercase letter, one or more
digits and at least 1 special character.

MNew password (8 characters minimum):

Re-type password:

Password strength:

Secure - 85%

After you click Next,Communicatomill try to connect to the specified server with the user's
account details. If the account details are wrong, a red warning will appear. Othe@hsege
Passwordpop-up window will appear telling you to change your password since this is the first
time you are logging inYour password has to be at least 8 characters and 85% sddsees

are required to change this password on login and once changed it is hashed anth ol
administrators of the system.

2. Communicatoredition

[ Profile Wizard 7 X
Select gloCOM edition
Please select which edition of gloCOM you want to use. @

The following editions are available for your account. Please select one of them:

Business M

< Back Cancel

1 SelectCommunicatoedition. You may choose betwe@ffice, Business, Agent (Call
Center), or Supervisor (Call Center)




1 Setupyour Office phones. If you choose softphone, you will be able to place and receive
calls using your computer. If you choose desk phone, you can control calls on your IP desk
phone from your computer. Selecting the checkboxes for both desk phone andreoftph
will allow users to switch between devices when initiating a call and also to pick which
device they would like to answer incoming calls on.

If you use Polycom phones, click on Change settings. Provide the phone's IP address and
click Configure. This will help Communicator to identify and configure Polycom phones.

E Phones ? X

Office  Mobile

Please configure your mobile phone numbers so that your team mates can reach you
when you are not online,

If you are travelling and Internet connection is poor, this is an ideal solution to attend
meetings, check your voicemail, and perform other tasks over GSM.

‘When somebaody calls your mobile phone (for example via Call Forwarding), you will see
call notification on your computer, and you will be able to use call control features just
like you can with softphone or desk phone.

Mabile phone Label +

T In Communicatorusers can assigviobile Numbershat they would like to recegévcalls on
when not at their desk. Click tiobile tab and click + icon to add Mobile phone number
and itdés | abel

The entered Mobile phone number can be with or without the plus(+) sign.



[ Profile Wizard 7 X

Summary
Please check the profile details and make sure that they are correct |:|:|

E-mail: test@test.com

Password:  wxew

Login server: 185.59.92.116

Phones: Softphone, Deskphone

SIP proxy: (not set)

Edition: Business

< Back Cancal

Click Next and a configuration summary window will appedeaBe check the profile details
and make sure they are correct.

Click Finish and you will be automatically logged in with your account. Now you are ready to
useCommunicatomwith all its features.

Wor Ki nGommuoihmi cator

Log In



[4] gloCOM - Business edition — O %

File Tools Help

©

gloCOM

[tast@testma\'l‘com J

[=] Remember password

[ Log In automatically on startup

Forgot my password

Powered by Bicom Systems

E-mail: Provide the amail address that is assigned to your extension.

Password:Enter the password that you created duringdbemunicatorconfiguration.
Remember passwor@heck if you wanCommunicatoto save your password.

Log In automatically on startupWhen this option is turned o@ommunicatomwill log in
automatically. Every tim€ommunicatois started, it will automatically log in.

1 Forgot my passwordtf a user has forgotten their password, they can recover it by clicking
theForgot my Password linkl'he user will receive a password recovery link via email.

=A =4 =4 =

Please bear in mind that one can use only one email address associated with a single
extension. Using the same email address for multiple extensions is not supported.

1 Login Failure messagein case of invalid credentials, a message will appear displaying
the following:Login Failed: Username or Password is Incorrect



[4) gloCOM - Agent edition - o X

File Tools Help

G

gloCOM

‘ test@testmail.com

[=] Remember password
[ Log In automatically on startup

Forget my passwerd

Powered by Bicom Systems

Login options for Agent/Supervisor edition
T Agent number:Enter the Agent number received from your PBXware administrator.
T Agent pin: Enter the Agent pin received from your PBXware administrator.
|l @ Enable/disable Agent login details (only for Supervisor edition).

PBXware administrator defines the Agent numbet e Agent pin through the PBXware GUI.
In the Agent and the Supervisor edition (if Agent options are enabled), a valid Agent
number and PIN must be entered in order to log in to the application.



[E glocom - supervisor edition —
Fle Tocls Hep

gloCOM

Agent login details are enabled.
The Agent Panel will be available
and calls will be displayed within it

(51 Remember password

[ tog In atomatialy en startup

Forgot my passwerd

Powerea by Bicom Spstems

® | [ glocom - Supenisor edition — a
File Tools Help

gloCOM

Ol

Agent login details are disabled.
The Agent Panel will not be available
and calls will be displayed as in the Business edition.

8 Remember password

0 Log in sutomatically on starup

Fon

my passwerd

Pouerea by Bcom Systems

Toolbar




[ gloCOM - Business edition = [m] X

File Tools Help
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GLOCOM CONTACTS FAVORITES HISTORY

1 UserimageRepr esents the userds profile i mage tNh
on it brings @ersonal Informatiorwindow. Click the avatar image and select the new
image from a computer as a new avatar im@genmunicatonow supports higher
resolution awatars, allowing users to set up resolution betw&i5x256 and 512x512
pixels

1 Username:Represents the user name displayed within the application.

1 Notifications: Displays any notifications (unread messages, missed calls, pending meeting
invites, new voicmails), otherwise displayso notifications

1 Phone:Opens a softphone window next to themmunicatomain window.

1 Voice ConferenceQOpens a Voice conference window next to@mmmunicatomain
window.

1 Chat: Opens a Chat window with all user's conversetio

T Voicemail: Opens a Voicemail window next to t®mmunicatomain window.

1 SMS: Opens a SMS window with all user's conversations.

1 Fax: Offers the choice to send a fax or view received faxes. Based on the user's choice, an
additional window will open next t&Gommunicatar

1 Personal Dialer:Opens a Dialer window next to ti@mmunicatomain window.

T Surveillance CameraOpens up &urveillance Camera preview his option will work

only if the user has their surveillance camera set up on the IP addfesssn>
Preferences-> Video--> Surveillance Camera



1 Online Self Care:ln order to login tdnline Self Cargthe user needs to poitheir
browser tohttp://$IPADDRESS(For Examplehttp://192.168.1.3/

o Email: The email address assigned to the extension (ex. The provided email address
is used as a username for logging i@tdine Self Carge.g.email@example.coji
([a-z] [0-9] [@_-]).

o Password:Password assigned to the extensiorz{[f-9] [@_-]).

1 Parked calls:Once a call is parked, it can be picked up by anyone at any location by
dialing the parked extension. In tR8Xwarethere is alefault parking lot defined
in Access CodedVhen a user presses thark buttoninside the call window they are
presented with a dregown so they can choose a lot to park.

1  Show Login QR CodeShow Login QR Codas a part of th€ommunicatoDesktop
allows users easier login to their mobile app by scanQiRgCodegenerated by the
CommunicatoDesktop app.

1 PreferencesOpens &referencesvindow. Refer to théreferences chaptdor detailed
instructions.

1 Help: Redirects to our official webs: www.Global Telecoraystems.comAdditional
documentation and guides are available on our official website.Global
Telecansystems.contf you still have any questions, please feel free to contact our support
department.

[ glocom ®

Update your avatar

Change Avatar| Reset to default avatar Cancel

1 Reset Profile picture to DefaultAllows users to reset their profile picture to the default
value (no profilepicture). Clicking on the avatar image within fhersonal
Informationdialog opens a pepp window with the following option<Change
Avatar, Reset to default avataandCancel Clicking theReset to default avataption
resets the profile image to tiefault value.

If the user has not set their avatar image, clicking the default avatar image within
the Personal Informationdialog openswindows Explorer (Finder on macOSyindow,
which allows them to select their avatar image.

If the SMS feature is not included in the license, you will not see the SMS module within
the Communicator toolbar.


http://192.168.1.1/
mailto:email@example.com
https://www.bicomsystems.com/
http://www.bicomsystems.com/support
http://www.bicomsystems.com/support

Personal Dialer

[C] [3 91oCOM - Business edition - o0 X

My Dialer File Tools Help

B choose CSV File (Dialer.txt) Q Brittany Chavez ~ Dicom
i) 3 notific:

i) 1040.Joana Smith, Street A Miami o foffications
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Personal Dialerenables users to load a CSV file ins@immunicatoland to dial numbers from
that file one after another. This is useful for people who dial the same list of numbers every day,
so t hey do n-paste dach wuenbetr. ¥Vhea yop gpenRbesonal Dialer moduleyou
are presented with this window:
After loading a file first line from the file is shown in tivdo section, so a user can have a
preview of the file structure. Then they have to select the phone number column, so
Communicatoknows what to dial. Optionally they can choose an identifier colwiminh is
useful for labeling numbers with a name.
For example in the file:

1 101, Joana Smith, Street A Miami

1 102, James Tartos, Street B London

[ qlocom X

B choose CSV File (Dialer.bd)

@ 1040,Joana Smith, Street A Miami

|' 1040 |

|' Joana Smith |

(@ IDLE

|1|_=| Current Call: None

Next Call: Joana Smith

The first column would be a number, and the second would be an identifier (person name,
company namegtc.). This identifier is used in ti@urrent CallandNext Calllabels so a user
can have an idea of who is going to be dialed next. After he pressemithe




buttonCommunicatoproceeds to call the first number from the list if there are no otheratalls

the moment. Numbers are being dialed one after another, but a user can pause the dialer at any
time if they want to. Dialing is finished after the end of the list is reached, or if a user finishes
dialing.

Destinations andCommunicatorModules

[4) gloCOM - Business edition - o X

File Tools Help

Matt Ferguson bicom
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GLOCOM CONTACTS FAVORITES HISTORY

Communicatorcan place a call to any system destination, for example: extensions, queues,
conferences, voicemail, system calls, or parking. Through PBXware GUI an administrator can
hide noaRCommunicatoextensions so they are not displayed i tiser list. Calls can be placed
with a draganddrop motion from one extension to another, or directly from the phone display to
the extension, for example. Rigtlicking on a contact name offers more possible actions
regarding the selected extension.
This way the user can:

1 Make a call fronCommunicator



Chat with the selected contact

Start a meeting with the selected contact
Make a Video Call fron€Communicator
Call the selected contact On Available
Ask for attention

See more information about the contact
Pickup call

Send an email to a contact

Leave a Voicemall

Monitor calls

Change the contact's alias

Hide contact

Add the selected contact Eavorites

= =4 =4 =4 -4 8 4 -4 -4 -4 -4 -4 A

Placing Phone Calls

[4 Phone x [3 510COM - Business edition — [m] *
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1. Open Phone module
T Click on the Phone module icon to show the Phopdule.
2. Dial entering the phone number
1 Use the Phone module dial keypad or keys on your keyboard to enter the phone number
you want to dial.
1 Click on the Dial button to place a call.

1. PCI compliance



The user is on a phone call with an agent, anddhermeeds to perform a payment, he needs to
say his credit card obviously. Agernitsn onan option inCommunicatothat will detect DTMF
from the caller, and enter them into a text fieldsbyulating keypreswith DTMF digit. This
way caller does natend credit cardby voice, but rather through DTMF, straight into the field
on a website for payment. Inside the call window, there is an icon for activating this feature.
After activating, DTMF that other side inputs are written wherever your cursosiisoped.
You can stop receiving remote DTMF by either pressing the icon again, click Stofh&emote
DTMF buttonor by ending the call.
2. Show entered DTMF
This feature enables you to see entered DTMF in the call window, so you can make sure you
haveentered the correct digits.
3. Dial with Drag and Drop
1 With your mouse click and hold any contact from the contact list, then drag the selected
contact from th&€ommunicatofist to the phone module area, and Release (Drop) the
contact.
1 Click the Dial button to place a call.
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No notifications

Albert Black
Ext: 1007
On Call (0:00:06)
& Call is encrypted

Phor Conference ting Chat i i1 SMs <

HOLD. VOICEMAIL PARK Albert Arina Arthur

@
®
2
&
@

=
4

SOUND vV ®® SOFTPHONE ¢ -
= c‘ T
' I -
-0 Ko ®
Charles Clark Frances
Castro Owen Dennis
- - S
S » L5
® I £ e

GLoCcoM CONTACTS FAVORITES HISTORY

Live call
4. Transfer options:
1 Blind/transfer to a phone numberType in some number (i.e. mobile phone) and transfer
the call to it.
1 Transfer to another ongoing calllf a user has 2 or more active calls, he can transfer the
calls from one to another.

One simple scenario is:

A Communicabr user is talking to John Doe. He receives a call from Allison Smith while
speaking to John Doe. Ti@mmunicatouser is now able to add Allison Smith to the existing
call with John Doe and all 3 participants will now hear each other.

When trying to trasfer a call vidCommunicatorwhen choosing a contact from your list you can
now see the google and outlook contacts in a dropdown list. Also, users can press enter to
confirm the transfer.



5. Call encryption

During an ongoing call, there is an indicatoatt shows call encryption if a call is encrypted. Call
encryption settings are configured on the server by default, but the user can override them within
the Communicatoapp by goingt®r ef er ences Y Phone Y Advanced
There is a checkbox that indicates tise of the default encryption set by the PBX. By

unchecking it, the user can change options between TCP, UDP, and TLS. The user is required to
log out and log in after changing these options.

The indicator should only be present when the TLS encrymienabled and if the softphone is

in use (in all other cases, the indicator will not be displayed). Clicking it will bring up-agop
message explaining the encryption.

6. Echo Cancellation

Echo Cancellatioras a part of th€ommunicatoDesktop app is enethod used to improve

voice quality by preventing an echo from being created or removing it after it is already present.
The time required foEcho Cancellatiorio start removing echo is up to 10 seconds. It is

important to note that thechoCancellationonly works for softphones.

7. Switch phone

During a live call, you can use tissvitch Phone buttoto initiate ringing across all registered

devices or a specific device (softphone, desk phone, and mobile app), so the user can continue
thecall on another device. A perfect example would be switching from your desk phone to your
mobile when you need to leave your office but would like to continue your call. The same

applies to conference calls.

[ giocom X [ gloCOM - Business edition - o X

Ongoing Call & il & File Tools Help

| Matt Ferguson bicom
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GLOCOM CONTACTS FAVORITES HISTORY

8. Call Monitor

If your administrator enablg3all Monitor on your extension iRPBXware Enhanced Serviges
you will be able to listen to any catl in reattime. When a call is placed, rigblick on the user
that is on call and choos&all Monitor. You can escalate from silent monitoringoargingin to
speaking with all parties.



Communicator brings a unified call history between Desktop, Web and Mobile

applications. Call history is stored for up to a month on the server and synced between all

user devices. It means that the user will be up to dateith their recent calls all the time.

The application makes sure that the useros ca

they have recent calls available on their device.

ES Call Monitoring (]

Monitoring

Please note: Entering 'ALL will allow to monitor all extensions on system.

Extension: 100,101
Quiet Mode:  ves No Not Set
Permission:  Access Granted

Monitor Options:  Listening

Phone



SOFTPHONE

The phone module area where information alpassible missed calls is shown.
1 From the phone module you can set up an office and mobile phone by clicking the settings
icon next to missed calls information.
1 Select your audio device by clicking thkeadset iconThe dropdown menu with the
following optons will appear:
o Select the microphone devicé&llows you to select which device you want to use
as an input device.
o Select the speaker devicallows you to select which device you want to use as an
output device.
o Select the ringing deviceAllows youto select which device you want to use as a
ringtone device.
o PreferencesitpointstothePr ef er ences Y deRite®seationWhereu di o
you can also select which input, output, and ringtone device you want to use or to
test your audio devices.

Also, you can change your audio device during a live call by clickin§tlmed button
Default ringtones are different for inbound and outbound calls when using a softphone.

1 A green (or eventually red) circle shows the Phone module connection statesnligy
shown, the Phone module is connected and the user can place calls. If a red circle is shown,
the Phone module is not connected and the user is unable to place a call, in which case the
user should contact their system administrator.



Hide Caller ID
Hide Caller ID for next call only
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GLOCOM CONTACTS FAVORITES HISTORY

1 In the Phonenodule, you can see which phone mode is set by default. Click on the
dropdown menu, and choose betw&arftphone, Deskphone, and Mobile Ajpxt to this
dropdown, there is BND iconwith the option to set your status@o Not Disturb

1 Phone module areahere contact is shown after the DiagdDrop action.

1 Phone module area where a dialed contact's phone number is shown.

1 Speaker volume tuner. Adjust the speaker volume by moving the slider up or down. Do not
increase volume more than needed because ihdaoe hearing loss.

1 Microphone volume tuner. Adjust the microphone volume by moving the slider up or
down.

1 Phone module dial keypad. Used for entering phone numbers.

Users are able to block caller ID directly fré&ommunicator Two options aravailable:Hide
Caller ID andHide Caller ID for the next call only

When a user presses and holds down any key inside the Phone Dialer except 0, it will
display the pressed number or sign. However, when the user presses and holds down the 0
key, it will display the + (plus) sign.



[4 glocom

Ongoing Call

MUTE

HOLD

SoUND V

Your Caller ID s set to Anonymous

Roderick Welch
Ext: 110
On Call (0:00:04)

HANGUP TRANSFER
VOICEMAIL PARK.
QO®  sormronee

[ g1oCOM - Business edition

File Tools Help

Matt Ferguson

No notifications

B &8 @ I

Chat

Phone Conference Meeting

ao

Voicemail - Self Care

Q  search contacts All Departments v
o The e
Roderick Yolanda Frances
Welch Lloyd Dennis
o
( ] ®
Margarita Ignacio will
Fox Summers Smith
® ® ®
Jessica Arthur Whitney
Shelton Byrd Walton
P -
GLOCOM CONTACTS FAVORITES HISTORY

Voice Conference




‘ [3 Conference X ‘ [3 91oCOM - Business edition = @ %
Please select conference... Matt Ferguson

Softphone (default)

@ Frances Dennis

a Yolanda Lioyd

& Roderick Welch
<

8

No notifications

Frances Roderick Yolanda
Dennis Welch Lioyd
s Q
E%‘}' = @
e ® ®
Margarita Ignacio will
Fox Summers Smith
£ % €
“Fe ® { ]
Jessica Arthur Whitney
Shelton Byrd Walton
— PN
GLOCOM CONTACTS FAVORITES HISTORY

oicom

T Plus sign used to invite a contact using his landline or mobile number.

Development (128)
Select a box to choose from a conference ri——

The Voice Conference module area where contact is showrDaétgiandDrop.

To remove a contact from a list, cli X )
Click on the Start button to start the Voice Conference.
Click on Close to close the Voice Conference.
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[ glocom X [ gloCOM - Business edition - O
Ongoing Call = & il
Matt Ferguson bicom
( r No notifications ;
(]
Conference Call |
#15988737230 @ ég = L:| ao &J
On Call (0:00:35) Phone Conference Meeting Chat  Voicemail Self Care
Q  search contact All Departments v
Participants e
e {f -
Matt Ferguson ; \qﬁs Y d )
AP speaktime: 0:00:27 L - / % §
e ® A%
g ) foderidcWelh 2 Roderick will Margarita
.~ Speaktime: 0:00:01 Smith Fox
Un-Mute
MuTE HANGUP . Remove
R d\ {‘(
wolo e ® e
Jessica Frances Yolanda
SOUND: "Yol0) SOFTPHONE € Shelton Dennis Lloyd
- ' ﬁ
i [ ] E ® ®
Ignacio Arthur Whitney
Summers Byrd Walton
)
[5-2:] ;}!,u
Atgh w
GLOCOM CONTACTS FAVORITES HISTORY

Conference can be created from the dropdown listj@stdntandPredefinedconferencesan
be selected.

1 Instant conferenceslUser can create a conference by adding one or more people to an
ongoing call. With this option, you can add extensions or any number available from your
contact list. If you missed the conference call, you are st#l talgoin the conference from
the Call History tabprovided that a conference still exists. There are two ways to do that:
doubleclick on the conference number or rigitick on the conference number and then
choose a call or call with.

1 Predefined confeences:Users can join predefined conference rooms and add other
participants.



[4 conference *

7 Conference &5

Please select conference...

Instant conference

Sales (184)

m CIDSE

Meeting

E gloCOM - Business edition = O X

File Tools Help

Matt Ferguson bicom

( r No notifications

B o @ @ & O

Phone Voicemail Meeting Send Fax Self Care  Chat

Communicatomeeting is &ommunicatomodule that allows the user to launch videeetings
without the hassle of switching applications and keeping all of @ounmunicatorcontacts.
Communicatomeeting enables the meeting with multiple users simultaneously with key
features such as: videor@ferencing, audio conferencing, chat, screen sharing, and local
recording.Communicatomeetings can be private (invite only) or public (anyone with the
number or link can join). In order to uS®mmunicatomeeting, the user must first acquire
Communicabr and theCommunicatomeeting add on.



Granting necessary permissions
If you have a problem with using a microphone or camera wittCommunicator meeting on

Mac OS please check security options described in this section.

Communicatoneeds permission to:
1 Camera for video communication.
1 Microphone for audio communication.
1 Screen RecordingndAccessibilityfor screen sharing and remote control.

The user can enablege options by goingt& et t i ngs andPSiecacy t.Y Pri vac)
If the necessary permissions for camera and/or microphone have not been granted, the user will

see a dialogue asking them to grant the permissions. There will also be a red exclamétion mar

next to the icons in the option bar.

Here you will find the options to enable your camera and microphone.

[ < EE] Security & Privacy Q

Location Services

‘ Contacts
@ Calendars

U Reminders
Apps that have requested access
ﬁ Photos to your camera will appear here.

m Microphone

@ Accessibility

| Full Disk Access

=
Click the lock ta make changes.




@80 < > u Security & Privacy Q searct
| General FileVault Firewall

Location Services

‘ Contacts
@ Calendars

\T.J Reminders

Apps that have requested access
8 Photos to your microphone will appear
- here.

i Camera
MY microphone

Accessibility

E Full Disk Access

8 Cickthe lock to make changes.

= “gloCOM" would like to access the
= microphone.
‘ Meed microphone access for audio conference.
Don't Allow oK

You will have a pop up that looks like this to confirm you are giving permission.



“gloCOM" would like to access the camera.

E Need camera access for video conference.

Don't Allow 0K

000 <[> m Security & Privacy. Q, search

| General  FileVault  Firewall lm

Loeation Services Allow the apps below to access your camera,

‘ Contacts
@ gloCOM

[ Full Disk Access

@ Ciikithe lock to make changes. Advanced ?

When they are enabled you can disable access at any time by unchecking the tick box.



G ]

Location Services

' Contacts
@ Calendars
@ Reminders
O Photos
. Camera

Microphone

@ Accessibility
. Full Disk Access

{8 Clickthe lock to make changes. ©)

FileVault  Firewall [T

@ Accessibility

Input Menitoring

[ Full Disk Access
- Files and Folders

en Recording

@ [ gocom

. Analytics & Improvements

ﬁ Click the lock to make changes.  Advanced... | (2)




Starting A Meeting
[<] Meeting X

Meeting

| Instant Meeting

[ ] Public (anyone can join)

To launchCommunicatomeeting you must first hav@ommunicatoopen, then simply click on
the icon labeled/eeting this will open up a small window that will allow you to drag contacts
in. Once you have all the contacts that you want you can instdattfhe meeting. If you wish
for anyone to access this meetthgn tick on thé?ublic checkbox



[ gloCOM - Business edition — O %

File Tools Help

Matt Fergusen bicom
( r' No notifications B

Phone Voicemail Meeting Send Fax Self Care
< ma All Depariments w

- o
{J Call (ext: 102)
h o Call with r
Mar( Chat
Fi Start meeting
Video call
Call when user Logs In
Ask for attention

Contact information
Pickup call

Send e-mail
Woicemail

Call monitor
Change alias
Hide

Add to favorites

There are also alternative methods of starting a meeting. The user can find a contact in the list
and rightclick on their name, this will give the option to start a meeting instantly. This is useful
to avoid haing to navigate the meeting menu and to start one on one meetings quicker.

& chat - a X

Thursday, March 19, 2020

Sales s ou creatad group Sa
Me: 5-Reasans-to-Choose-5i G —
; You added Yolanda Lioyd Into the group
@ Roderick Welch Tesd

g Howareyo? Tuesday

One final method to start a meeting is from a chat. This can be done for both one on one and
group chats. Just navigate to the conversation and findéleéng iconin the topright.

Meeting List



[ Meetings - a X
Search meet p— . Q
i
Mon Oct 11
Meeting Info
13:00 - 13:30 _
Weekly Talk ol Subiect Weekly Talk
= lsabelle Number 897036314
Start October, 18 2021; 13:00 GMT
Mon Oct 18 Daylight Time
13:00 - 13:30 Duration 30 min
g Weekly Talk ) Status Not started
D Type © Recurring
Mon Oct 25
1300 1330 Participants
a Weekly Talk o
" Isabelle James Brandon Isabelle
Mon Nov 1
13:00 - 13:30
a Weekly Talk o COPY INVITATION  START  EDIT  DELETE
If the user wishes to view any of the ongoing, scheduled or previous meetings, they can open

theM
right.

eeting List To do this, open the Meeting window and click kheeting List icorin the top
There will be a busiydicator in meeting details until all data is available.

The meeting list will give you the following information:

1
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Start and end time (The time of day it will occur)

Date (Which day you will have the meeting)

Name/subject (What the given topic for tiheeting is)

ID number (The randomly assigned number to distinguish meetings)
Duration (How long the meeting will be)

Status (The state of the meeting e.qg. finished or upcoming)
Participants (Who is supposed to attend the meeting)

Scheduled Meetings

[ Meetings - a X
Meeting List Calendar URL

S tir e or meeti er Q

or mee b Q

Scheduled Previous Recordings

Mon Oct 11

Meeting Info
13:00 - 13:30
a Weekly Talk o Subject Weekly Talk
= sabelle Number 897036314
Start October, 18 2021; 13:00 GMT
Mon Oct 18 : o '
Daylight Time
13:00 - 13:30 Duration 30 min
g Weekly Talk o Status Not started
Ll Type © Recurring
Mon Oct 25
1300 - 1330 Participants
a Weekly Talk o
" lsabelle James Brandon Isabelle
Mon Nov 1
13:00 - 13:30
a Weekly Talk o COPY INVITATION  START  EDIT  DELETE

Sdeduled meetingare all meetings scheduled in the future. There is also a special category

of In

Progresmeetings that contains all currently active meetings the user has been invited to.



Recurring Meetings

[ Meetings - a X

Meeting List Calendar URL

Se eetin Q
Scheduled Previous Recordings
Mon Oct 11
Meeting Info
13:00 - 13:30
a Weekly Talk o Subject Weekly Talk
— lsabelle Number 897036314
Start October, 18 2021; 13:00 GMT
Mon Oct 18 8 ooFn '
Daylight Time
13:00 - 13:30 Duration 30 min
g Weekly Talk Status Not started
Mon Oct 25
1300 - 13:30 Participants
a Weekly Talk o
T lsabelle James  Brandon  Isabelle
Mon Nov 1
13:00 - 13:30
a Weekly Talk ) COPY INVITATION  START ~EDIT  DELETE

A Recurring meetings a meeting tht will repeat every set time (every day, week or month), e.g.
every week on Tuesday you have a sales meeting.
You may edit recurring meetings to suit your needs if you need to reschedule.

Previous Meetings



[ Meetings - a X

Meeting List Calendar URL

Q
s , Q
Wed Sep 1
Meeting Info
0828 - 08:58
a Isabelle 575036996 Subject Isabelle 575036996
= lsabelle al Number 575036996
07:28 - 0758 Start ;Eplfr:?iﬂ 01 2021; 08:28 GMT
" Helga 933021760 aylight Time
Helga Duration 30 min
Status Finished
Tue Aug 31 i
Type & Public
22:29 - 22:59
"N Helga 537025803 participants
Helga

1341 - 141
a Isabelle 459028816

Isabelle

Isabelle femi1 @bicomsystems.com

Tue Aug 24

0718 - 0740 COPY  DELETE

Under this tab, the user can find mleetings that have ended.

Meeting Recording(s)

[ Meetings - a X
Meeting List Calendar URL
s t Q
Scheduled Previous
FriAug 13
Recording Status
05:19 AM Recording is ready for playback
a Isabelle 084024603 )
Isabelle
09:19 AM
a Isabelle 527038632 &
Isabelle
09:18 AM
a Isabelle 871017684 @&
Isabelle
09:18 AM
a Isabelle 882013148 &
Isabelle
09:14 AM
a Isabelle 515016999 )
Isabelle

PLAY  OPEN  DELETE
Wed Aua 11

When recording meetings, the application stores all the necessary information to generate a
recording later on. This is done to prevent the recording process from interfering with a meeting
in progress, because converting a recording requires significant computer resources. To find
meetings that you can create recordings for, the user should opdedhing Listand then
theRecordings tabThey can now select a meeting and climnvertto startthe conversion

process. They can al€penthe recording location on the computerPDaletethe recording.



[<] Meeting ped

Meeting

-

Instant Meeting

[ ] Public (anyone can join)

[ Preference: T x

General  Recording
General
Save recordings to:
Contacts [ meeting.- recordings =
Draw duration timestamp on video in the comer
Phone Delete temporary files after converting them to video
Mutomatically canvert recordings after meeting is ended
Audio

Videa

Profiles
Busylight

e
Alternatively, if the user wishes to automatically convert every meeting recording, the user must
gotoPr ef erences Y Meaadchenkutorratiddlly coovertdrécoradjngs after
meeting is ended




Schedule A Meeting
[«] Meeting X

Meeting

| Instant MMeeting

[ ] Public (anyone can join)

You are also able to schedule a meeting beforehand. To be able to schedule a meeting click on
the button to the left of thmeeting list
These are the options available to edit:
1 Time (the time of day it will occur)
Date (which day you will have the meeting)
Duration (how long the meeting will be)
Time Zone (this will display the time zone your meeting will be scheduled in)
Subject (what the given topic for the meeting is)
Participants (who is supposed to attend the meeting, you can invite them via contacts or
email)
1 Whether it is recurring (if it will repeat e.g. every Thursday at 3 pm) and how long it will
recur for (e.g. sto after 10 meetings)

=A =4 =4 =4 =4



Schedule meeting X

Schedule

Start Aug, 31 2021 v 14 : 00 3 Q Search o?o
Duration 0 hr v 30 min v S =
Alice
Time Zone GMT Daylight Time
Q Andrew
Recurring (]
Bar
g{ Brandon
e Casey
2 2
Participants 2 Cassey
a Charlotte
3 Eljah

Public Meeting [}

Schedule meeting X

Subject Contacts

Start Aug, 312021 v 14: 00 : Q

Duration 0 hr 30 min
Time Zone GMT Daylight Time
Recurring ]

Description

Participants

Public Meeting []



Schedule meeting X

Recurring
Repeat every day
End Sep, 07 2021

1 occurrences

Recurrence Every day

Join By number



E Meeting X

Meeting

-

Instant Meeting
Instant Meeting

Join by number

There is an additional option dmin by numberin which the user enters an already existing
meeting number to join the meeting. To access it, the user clicks drofirdown list in

the Meetingwindow and selectdoin by numberThey can now enter the meeting number
supplied to them by the organizer.




Meeting Interface

@ .
The meeting interface consists of:

f

==

&l

The user can invite as many participants as they want todké&ng.

2., @ O &

Local Recording record audio, video and and screen sharing to a computer. The user can
click the record button located in the bottom left to record the meeting, the recording can
also be paused and pfied, the user must be joined by computer for their audio to be
recorded. If the user joins in any other way, ex. via deskphone, their audio will not be in the
recording

Mute your own microphone (Disable/Enable the audio coming from your device)
Disable/emble your own video (Turn on or off the video shown from your camera)

View the participant's list (See the participants in the meeting, if someone is missing you
have the option to reinvite them. This will give the participant a new invite message to join
the meeting.)

Share your own screen (Broadcast your screen to the participants of the meeting)

Open the chat window for the meeting (The meeting window will expand with the chat on
the right, here you can view messages of the participants and input younessages.

You can close the meeting chat by clicking on the chat button again.)

Leave the meeting (Ability to leave when you have the necessary feedback)



Ask to share screen

Mute

Remove from audio
Remove from meeting

Pin video
1 Mute participants as the meeting organizer allows the user to Mute participants:
o Mute participants as organizerThe meeting organizer can mute other participants
from the carousel or the participant list.
o Mute all participants as organizerThe meeting organizer can mute every other
participant from the participant list.

Participants - 2 s

+ Invite Mute All

V' Original Size

Video
Tum offincoming video
Hide videos when viewing a screen

Participants

Unmute Video Participants ~ Share Screen Chat End Meeting  Options

e L N, & = 0 x
b

Toggle meeting privacy between regular and private during an ongoing meeting. The
organizer can toggle the meeting from private to public
and public to private.

1 And additional options



v

Video
Tum offincoming video
Hide videos when viewing a screen

Participants

Switch to public meeting (anyone can join)

Copy meeting number

Copy invitelink
Q 5 2092
&, e | &8 = =] X
Unmute Video Participants  Share Screen Chat End Meeting  Options

@ 8 O, & 2 =]

There is also an option to change the layout of other gaatits in the meeting (bottom right
corner). The user can switch betwepeaker and Grid layouSpeaker layouputs one video
stream in the focus. That video stream is either the person currently speaking, or the one user
pins. This is also the defaulteww when there is a screen sharing session active.




If you click on the more options button on a user you will be granted the following options:

il

f
f

Ask to share screen (prompts the participant to share their screen for the meeting to see,
helps theparticipant achieve it faster).

Mute (removes the ability to hear that person, useful for if they have a bad microphone).
Remove from meeting (kicks a participant ideal for if they no longer need to be in the
meeting).

Pin video (makes their video the maideo on display for you).

©

The grid view in the meetlng will automatically change the number of video streams based on
the number of participants in the meeting.
It follows the following conditions:

f
f
f

¢ ., B @ B x -

Up to 45 participants = grid size 12 (usell)
46 - 50 participants = grid size 9 (user + 8)
Over 60 participants = grid size 6 (user + 5)

Participants will be sorted to have those who spoke last to be among the first video streams.
The Meeting is now able to run 100 active videparticipants in one meeting.



Selecting Audio Input and Output
Select Microphone
v  Microphone (Realtek High Definition ...
Select Speaker
v Speakers / Headphones (Realtek High ...

Switch phone
Audio settings
Leave audic
_.l 000
g , a . &%
Mute Video Participa

When the user clicks on the arrow next to the Mute button they will be given the following
options:
1 Select Microphone (select which device they want to pick up your audio)
1 SelectSpeaker (select which device they want the audio to play through)
1 Switch phone (ability to switch the audio device they are using e.g. softphone to desk
phone)
1 Leave audio (ability to leave the audio channel to only view the video)

In addition to this, theiser can Mute themselvgaré¢ss the Mute icgrto not let anyone else hear
them. If the user is currently muted and attempts to speak, a prompt will appear to inform the
user they are muted.

You are muted notification will appear when a user attempts t@epeak while muted.

&

Unmute

Selecting Video Device



v Integrated Webcam

Video Settings
000
Ca , &4
Video Participants

Once you click on the arrow next to tM&leo iconyou will be given the option to select which
device you want to capture video. This should display all the devices that you have connected
and ready to use. You also have the option to click oWitheoicon to remove the video you are

displaying.

[CJa

Video

Screen Sharing

Select a deskiop or an application to share X

W Windous Explorsr

Share screen

If you wish to share your screen during the meeting, simply click o8hhes Screen buttar
request someone to prompt you with one. Then your screen should look something like this.
You will be given several options when yash to share your screen with other participants:
1  Whole screen (Share everything on your screen),
1 A select window (Only one application you have open, e.g. Google Chrome) or share
1 A region of your screen (An area of your screen that you can choose #efaop.g. top
left).

Once you have selected one click on share screen and it will be broadcast to the meeting.
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Record  Audio Video  Participants New Share  Pause  Stop sharing  Chat  Remote Control  Options

Sharing desktop

Once you start sharing your screen, you can access the icons at the top of your screen. Here you
have all of the previous options, in additjoyou have control to:
1 Pause sharing (Momentarily stop screen sharing)
1 Stop sharing (Permanently stop screen sharing)
1 Remote control (Once you give control to a participant they will have the ability to use
your computer e.g. move a mouse and input frdwydoard.)

Under options, you have the added functionality to:
1 Original size (Change the meeting application to the original size)
Fit to window (Change the meeting application to the size of the window)
Hide video panel (Hide the options of tikeeting panel from the top of the screen)
Turn off the incoming video (Remove the video of other participants from reaching you)
Copy meeting number (Faster method to copy the meeting number)

=A =4 4 =4

Chat

Communicatobrings a unified chat between Desktop, Web and Mobile applications. Chat

history is stored on the server and is always synced between all your devices. This means that if
you need to leave the office but you were having an important chat discussiomowith y

colleagues you can seamlessly continue chatting using your mobile application. Also, in case you
change your PC or laptop your full chat history will be synced the first time you log in on the

new computer.

Full history sync

Syncing chat history

Updatng chat histary..

After every log in theapplication makes sure that your chat history is always synced and that you
have all messages available on your device.



A

Sl During the sync there is an indication on the chat module icon in the main window to
inform the user that the sync is currently iogness.
If you open the chat window during sync you will see an informative message, with a progress
bar indicating the sync progress.
If chat sync has failed there is a warning in the chat window with the option to retry the sync by
pressing thé&etry buton.

Chat history syncing failed (Failed initial chat server request: Chat server is not
— connected) Chat server not connected. OREW

In case that chaync has failed because chat server was down at the time you logged in, the
application will automatically start the sync process again, once it detects that the server is back

up.

Chat server unavailable
If chat server is down you cannot send nor irecenessages until it gets back up.

[d

il \\Vhile the chat server is down there is an indication orCtie module icoin the main
window to alert the user.
If you open the chat window while the server is down, there is also an informative message that
the chaserver is not connected.

Chat server not connected.

As soon as the application detects that the chat server is back up the warning is dismissed and
you can continue chatting where you left off.

Starting conversations

@ chat - o X

Will Smith

Last seentoday at 13:54

Of course. | will send it to you as soon as possible.
£ You pinned on Jun 07

Tuesday

Support 1358
PP Hello, how are you? I
Wil Smith left the group
9 Will Smith
™ Will Smith Hello, | am fine, thanks for asking. How are you?
You pinned 3 message
Fine.
) Roderick Welch o Please, could you send me Release Notes?
it o Thanks. i
o You Hi Roderd
9 Will Smith

Of course. | will send it to you as soon as possible. 1

Y Will Smith
Of course { will send it to you as so0n as possible.

Thanks. 1155 W

You pinned a message

0
o
©
o



To open the&Chat windowclick on theChat modulacon in the main window.
This will bring up the chat window and show all of your conversations. There are a few ways to
start a conversation, or to open the existing conversation with another user:
T Click on the chat icon when hovering over a user in thie mandow ©nly for Grid View.
1 Right-click on a user in the main window, and choose the o@iwatfrom the menu.
1 Double click on a user in the main windoivwyour default double click action is set to
Chat inside the Preferenges
T Select multiple useris the main window, rightlick, and choose the optigsroup
chatfrom the menu to create instant groups from the main window.
T Search for a user inside the chat window and click on the desired user.

Top blue bar

3 chat - o X

Will Smith
Last seen today at 13:54

Of course. | will send it to you as soon as possible. .
§ You pinned on Jun 07

s
ST Hello, how are you? 170
Will Smith left the group

9 Will Smith
Will Smith Hello l}am fines thanks for asking! How are you?
Fine.
Please, could you send me Release Notes?
Thanks. 113

9 Will Smith

Of course. I will send it to you as soon as possible.

.'—‘f Roderick Welch
() You: Hi Roderick.

Will Smith
Of course { will send it to you as so0n as possible.

Thanks. 1155 W

You pinned a message

[ No unrea d messa ges Type message oo @

On top of the chat window aadhere is a blue bar that contains information about the currently
selected conversation, and also provides various actions available for that conversation.



On the far left of the top blue bar, there is an avatar of the currently selected conversation. Ne

to it, there is a userds name (Or a group nam
user 6 s n a meComaptelmfamatiopialdg foethe selected user. Clicking on the

groupds name or the plafodraweri pBenltd v tlhaeb ed s eorpGes sr
information about the userdés presence and st a
userd6s status message, iIs he currently away f

there is a label inditeng the number of participants in the conversation.

[<] select conference ? X

Please select conference:

‘ & Instant conference |

Please select phone:

‘ % softphone (default) |

On the right side of the blue bar there are buttons for executing actions available for the currently
selected conversation.

Call the currently selected user (create a voice conferermas@of a group
conversation).

Q .
1 Search for messages from the current conversation.

I
1 Ask for attention the user in the current conversation will be notified that you need
their immediate attention. Not available for group conversations.

1]
1 Create a meatg with all chat participants.

1 Add more users into currently selected conversation

1 E Open the chat info.



Chat - o
[C]
Will Smith

Of course. | will send it to you as soon as possible.
You pinned on Jun 07

Tuesday

Will Smith chat history
Hello, how are you? &

,9 Will Smith

Hello, | am fine, thanks for asking. How are you? nn

No matches found

Fine.
Please, could you send me Release Notes?
Thanks. 18 e

,9 Will Smith

Of course. | will send it to you as soon as possible. 155

Y ‘Will Smith
Of course 1 will send it to you as soon as possible.

Thanks.

kS

You pinned a message

[ No unread messages

o

[d glocom x

o Roderick Welch wants your attention.

[ glecom

ot

0 Are you sure you want to start a meeting ?

Yes | | No




hat
Will Smith
Last seen today at 13:54

Of course. | will send it 10 .
2 Youpinned on Jun 07 Select contacts X
e

Support 254 ipey =
Will Smith left the group Please, could All Departments v

you send me
Release

Will Smith o Notes? @ Albert Black
s You pinned 2 message Thanks. 1 v
g Arthur Byrd
g Will Smith

» Roderick Welch Of course. 1w
q. You: Hi Roderick. send it to you L) a Brittany Chavez
soon as |
EEL2 ':5\ Charles Castro
. Will Smith
Of course | wil send! it to _ L ] a Clark Owen
Thanks. 5w -
1 selected
You pinned a a
I x

[0 No unread messages T e @ @;

When adding users into the currently selected conversation you can filter users list by searching
f or a u srextehson. Yaeumen also filter by department, or even add a whole
department into the conversation. Added participants cannot read previous messages in the
conversation.

To collapse the users list and show a list of departments click on the namewté&msy

expanded department. To select all users from the currently expanded department, click on the
checkbox next to the department name.

[ chat - o X

Will Smith
Last seen today at 13:54

Of course. | will send it to e ln = ]
$ Youpinned on Jun 07 & g x
| [
Support 354 Fine. Will Smith
will smith left the group preaseoIc
you send me
Release Participants (2)
Will Smith 5 Notes?
- .
You pinned 2 message Thanks. o a Brittany Chavez (You)
g Will Smith
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Chat Info

Single chat conversations
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Info drawershows all participants within theelected conversation. Furthermore, it allows users

to add more participants to the selected conversation by clicking on the + sign located on the
right of theParticipants label This way, the user can easily create a group chat conversation
from a singlechat conversation. Additionally, by hovering over each participant, the user can see
information about their presence and available actions.

While hovering over a participant, the following action is available:

.
1 Call the hovered participant.

& The ShowfFiles iconat the top of thénfo drawershows all shared files within the selected
conversation.

Delete conversation .
TheDelete conversation buttaat the bottom of thénfo drawerallows

the user to delete the selected conversation.

Group chat conversations
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Info drawer shows the group name, all participants of the selected group conversation, and the
group administrator. As a group administrator, the user can change the group name, remove
participants from the group, and select a new group administrator.
To change group name, the user needs to click on the group's current name, type in a new
name, and press t{Ehag key on their keyboard.
Furthermore, the user can add new participants to the selected conversation or filter participants
of theconversation. Additionally, by hovering over each participant, the user can see information
about their presence and available actions.
While hovering over a participant, the following actions are available:

T o Call the hovered participant.

T o Open the sing chat conversation with the hovered participant.

T « Remove the hovered participant.
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Support Support
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& The Show Files icorat the top of thénfo drawershows all shared files within the selected
conversation.
Mute ) )
To mute the selected conversation, click onMhge buttonat the bottom of thinfo
drawer.



However, to leave the selected conversation, click ohé¢lhee buttorat the bottom of thinfo

drawer. The popup message will show up, asking the user to select what they would like to do.
The user can select one of flodowing options:

T Leave:lt will leave the group and keep the chat history.
1 Leave & Deleteit will leave the group and delete all chat history.
T Cancel: It will cancel the leaving process.
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And finally, as a group administrator, the user salect a new group administrator by clicking
on theTransfer buttomext to their name and selecting a new group administrator. To confirm
the transfer process, the user needs to presgdnsfer buttorat the bottom of thinfo

draweror press th&€ancé buttonif they want to quit the transfer process.

If the group chat does not have an administrator, the user can become an administrator by
clicking the Assign myself buttorbelow theNo admin assignediabel.

Files overview
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You can click orthe = icon to see all sent and received files inside the conversation.



You can search for a particular file by its name. Clicking on the file thumbnail or the file name
opens the file if it is available, or offers to download it if the file has not beenldaded yet.

File name, file size, sender, and time are shown for each file. Depending on the file direction
(incoming/outgoing) and file status (uploading/uploaded/ready to
download/downloading/downloaded) the button on the right of the file name psaedain
actions:

1 o Click to download the file.

1  File is already downloaded, click to show the menu and choosedpen, Show in
Windows Explorer for Microsoft Windows (Show in Finder for macOS) and Save
Asoptions.

o Openoption opens the file in the default application

o Show in Windows Explorer/Show in Finagation opens the folder containing the
file and selects the file which is useful for locating the file on the file system.

o Save Aoption is used to create a copytloé file in the desired location with the
desired name.

1 @ Click to cancel current uploading/downloading. Visible when you hover the progress
circle.

1 Show progress of currently uploaded/downloaded file.

Options (3 dots) menu
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The menwontains the following options:
1 Create Group

Close All Chats

Show Closed Chats

Legacy Chat History

Options
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Create Groupoption is used to create new groups (as the group creator you are automatically the
group administrator). When creating a group you have to provide the group name. You can
change the name of the group at any time after the creation in the group info. ditteséng

and selection of users are the same as describedAdthEsersection. You can filter users by
name or by extension and you can also select 1 or more departments. The created groups are
permanent, meaning that you are going to stay a meofilbee group after you close the

application, unlike the behaviour in versions prior to 6.0. You can also have multiple groups with
the same participants but with a different group name. For example, you could create
groupsSales reporteandNew Releaswith the same participants, but use both groups for

different topics, so the totally unrelated matters are not mixed up in a single conversation.

Close All Chatoption is used to close all your conversations easily without having to close each
one manuajl.

Show Closed Chatsption is used to see all of your closed conversations so you can find them
and move them back to active.

Legacy Chat Historpption is used to show chat history from previous versions so you would

not lose all of the messages you Ilragtour chat history prior to the updateGommunicator

version 6.0. This chat history is kept only for those purposes since old chat messages cannot be
migrated to the new chat.

Optionsoption is used to quickly navigate @hat section in the Preferere@indow.

Search and Chat History
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The Search fieldon the top left of the chat window, right below the blue bar, has multiple

purposes:
T Start a new conversation or open an exi

userd6s extension or a group name, and c
1 Chat history

Unlike the versions prior t@ommunicato6.0 chat history is now integraténto the chat

window so you dondét have to open another wind
term in the search field, the application is going to find all users or existing conversations that
match the term, and also find all messagesitiath the term. Users and existing conversations

are positioned on the top, followed by all messages that match the term, sorted from the most
recent one to the oldest one.

If you click on any item in th€ontacts & Chatsection, the application is going open the

selected conversation and clear the search field.

On the other hand, if you click on an item in Messagesection, the application is going to

open the conversation, focus the desired message and load a few messages around it to give you
the context of the conversation at that point. From there, you can scroll up/down to load
older/newer messages, where every occurrence of the searched term is going to be highlighted.
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Once you have found what you were looking for, you can delete the t¢ine search field to

exit the search mode or click on L button on the left side of the search field. This enables
you to search your entire chat history without ever leaving the chat window.
If you type in more than one word in the search field, thpdiegtion is going to find all
messages that contain both of those words in any order.
For example, searching for "Hello Bob" matches all of these:

1 Hello, how are you Bob?

1 Bob? Hello? Are you there?

1 Hello Bob, do you have a few minutes?

1 helloBob, how are you?

[E chat — o X
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But maybe you just wanted to find the last two messages, where WelldandBobare right

next to each other and in the right order (where the \Wettb comes befor®ob). In that case

you have to put quotation marks around thenter

For example, search for fAHell o Bobo matches
1 Hello Bob, do you have a few minutes?

1 hello Bob, how are you?

As you can see in the examples above search in the chat window is case insensitive.

Conversations list
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On the left side of the chat window, right below the search field, there is a list of all your
conversations sorted by their most recent activity. These conversations are persistent, meaning
that they will appear in the chat window even after you restarapplication. To remove the
conversation permanently you have to delete the conversation which can be done from the info
drawer. In case you just want to close the conversation you can hover the conversation and press
thex iconthat appears in the togght corner of the conversation. This way you can keep visible
only those conversations you are interested in currently. If you want to close all of your
conversations you can do so by clicking on@hase All Chatoption from the global dots menu

in thechat window. Any activity in the closed conversation will move it back to active (any new
messages, new participants added etc.) so you never miss the latest messages and events. You
can find any of your closed conversations by searching for them imahevexdow. You can

also have an overview of all closed conversations by clicking o8tibes Closed Chatsgption

from the global dots menu in the chat window. From there you can move any conversation to
active just by clicking on it, or you can move mpléi conversations to active without leaving

this mode by clicking on th_=" icon that appears on hover in the top right corner. Click on
theBack to active chatiabel to return to your active conversations list.

Conversation with a user which has beenteelérom PBXware will be marked with a

prefix (Deleted) You can no longer send messages to this conversation, but it is still useful
because of the chat history and all existing messages with that user before deletion.
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When you hover a session, besitesx iconthere is a dots icon in the top left corner of the
conversation. Clicking on this icon opens up a menu containing the following options:
Search

Call

Pin Chat

Mark as Read/Unread

Mute (only for group conversations)

Close All Except Thionversation

= =4 =4 4 -8 -4

Also, rightclicking on the chat conversation in the conversations list brings up a context menu
with these options.

Searchoption allows you to search for messages from that conversation. This is useful to search
only for messages from a sjfecuser unlike global search which searches for messages from all
conversations. There are two ways to get out of this mode: by clicking on the back

icon * located on the left side of the search field, or by pressinkey.

Call option allowsyou to call the user or to create a conference call in case of a group chat.
Pin Chatallows you to pin the most used conversations on the top of the conversation list. The
last pinned conversation is always on the top of the conversation list. You agarthenp

conversation in the same way as pin, and also by clicking on the pi * :tinat appears if a
conversation is pinned. The user can rearrange pinned conversations according to their needs by
using the drag and drop options. This allows them to defioeity for pinned conversations.

Mark as Read/Unreadllows the user to explicitly mark the conversation as Read/Unread. If

they mark the conversation as Unread, the Unread indicator will show up for that conversation. It
informs the user to look at gconversation again and take some actions if needed. Any action
inside the chat conversation with the unread status will remove the Unread indicator. Also,
opening the conversation or explicitly marking it as read will remove the indicator.

Mute option isused if you want to stop receiving notifications for a group chat maybe because
there are too many messages exchanged and it distracts you. You can unmute a group chat in the

same way as mute, and also by clicking on the speake ™" _rnhat appears if aonversation is
muted. You can alsblute/Unmutea conversation from th@hat Infoscreen.

Close All Except This Conversatioption allows you to close all conversation except this one.
This is useful if you have only one conversation you are currentlygedga, so you want to

hi de all others so they donét distract you.
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For each 1 on 1 conversation in the list you can see:
T User 6s avatar with his
User 6s name

Last message in the conversation

Time of the last message in the conversation
Number & unread messages (if any)

status icon
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For each group conversation in the list you can see:
1 Group chat icon

Group name

Last message in the conversation

Time of the last message in the conversation

Number of unread messages (if any)

=A =4 =4 =4

While in search modeonversations list will change its items according to the searched term
which is explained in th8earch and Chat Historgection.

Unread messages indicator
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At the bottom left of the chat window there is an unread messages indicator to infarseitlife
there are currently any unread messages. This
you don't see your most recent conversations, or if you are in search mode.

B You have unread messages

If there are any unread messages the label and the icon areseaaghia blue color to draw the
user's attention.

@@ You have unread messages
MNew Release (1)

Matt Ferguson (2}
Roderick Welch (2)

Mark all as read

Click on a label to open up a menu showing a list of all conversations with unread messages
indicating the number of unread messages in the parenthesis. Also, there is an option to mark all
messages asad.

Marking all messages as read will effectively send seen to all those conversations even though
you havenodét read those messageMarlalas. Cl i cking
readopens the selected conversation. This can be used as a quagkier fimd conversations

with unread messages instead of looking for them in the conversations list.

[ No unread messages

If there are no unread messages, the label is not emphasized and serves only as an indicator,
without any functionality.



Messages view
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On the right side of the chat window you can see the messages of the currently selected
conversation.

In case there are no unread messages in the conversation, the application will load last 20
messages and place the scrollbar on the bottom. If you whkraidmlder messages, you just

scroll up until you reach the top. This way you can scroll all the way to the beginning of the
conversation.

In case there are unread messages in the conversation, the application will load all unread
messages plus 20 addital older messages. The scrollbar will be positioned on the first unread

Mew Messages )

/
message with th ~———————— indicator so you know where should you continue reading
the messages.

The keyboard's up and down arrow keys can be used for scrolling messages through
chat/SMS mnversations.

The typing indicator is presented above the input field of the message window and within the
conversation list so you can see when somebody is typing to you. In the case of a group
conversation, if more than one participant is typinthatsame time, the typing message will
take the formN participants are typingvhere N is the number of typing participants.
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While you are inside of the group conversation-déiftk on the participant's name or avatar
inside the messages window willessth a popup menu with three options:

1 Call: Call the participant directly.

1 Chat with: Start a one to one conversation with the participant.

1 Contact information: Show the contact information.

While scrolling up in the currently selected conversation, a sadittator appears in the
bottom right corner of the messages view so you can easily move to the end of the conversation.
If you receive a new message while searching/viewing the older messages, the scroll indicator

will show the number of messages reeeél. Clicking on the scroll indicatno will take you
to the first received message.

Message states
For outgoing messages there is an indicator explaining the current state of the message:

g © Sending: The message is on its way to the server.

1 ¥ Sent:The message is sent and has reached the server.
1 ¥ Delivered:The message is delivered to the other user(s).
1 ¥ Seen:The message has been read by the other user(s).
q Faled Failed: The message could not reach the server.

Text selection and context menu
You can select text inside of messages by pressing and dragging your mouse across the messages
area. Click anywhere on the messages area to unselect all messages.
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While there is any selected text in the messages areacliciing brings a context menu it
the Copyoption to copy all selected messages in the clipboard. You could als{@izilsé on
Windows, oSS @He on macOS to copy all selected messages in the clipboard.

If you right click inside a message bubble (gray or blue rectangle) whike iheo selected text,
a context menu appears with tReply Copy Messageshow plain text~orward, Pin
Messagelnfo (only for groupsandDelete Messageptions.
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Replyoption allows the user to reply to a specific message. To replynesaage, hover over it,

and click on the reply button, or righlick on the message, and from the ddmavn menu,

select theReply optionAs a result, the message that the user wants to reply to will appear above
the input field. Clicking on the repliadessage inside the chat will take the user to the original
message.

Copyoption is used to copy all message content to the clipboard.

Show plain textoption is used to disable all message formatting (links, emajis, etc.), to see the
original message sourcéyourightc | i ck on the message &@hgwi n af

t



plain text optionthere is &Show rich text optioto revert it and to see the formatted message
with links and emaojis.
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O @ Support
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Forward option is used to forward messages and files foom conversation to another. You can
forward the message or file up to 10 conversations at once.
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Pin/Unpin options are used to pin/unpin an important message or file message to the top of the
conversation window. Anyone can pin/unpin the messagjde the conversation. You can pin

one message at the same time. By clicking on the pinned message, will redirect you to that
message inside the conversation.



[E chat — o X

) Message Info

Will Smith
Voice message

seen (1) JESIEIO)

Brittany Chavez
Today, 16:39

Info allows the user to see the information about the delivery and seen statsisgie message
within a group chat conversation.
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Last seen today at 10:54

Of course. | will send it to you as soon as possible.
‘You pinned on Jun 07

. B Fine.
Marketing s Please)icotid you'send me| Release|Notes?,
Will Smith: Voice message Tifis, 13
~ Will Smith o 9 Will Smith
@, \oice message Of course. Iwill send it Reply e
Copy
< Will Smith Show plain text
@ S Ofcourse it sna| g
Wil Smith et the group
Thanks. Pin nss
2P Roderick Welch You pinned a message
You: Hi Roderick,
( ) Today

] -]
OF— ittt oo

[ No unread messages Type message mEot




Deleteallows users to delete text and file messages. To delete the desired message, users can just
right-click on it, and from the dredown menu, seled@elete option
After selecting théelete optionthe confirmation dialog will show up with two options for
outgoing messages:
1 Delete for myself with the following sutontent:This message will be deleted only for
you. Other chat members will still be able to see it. Are gate you want to proceed?
1 Delete for everyone with the following s@bntent:This message will be deleted for all
participants. Are you sure you want to proceed?

3 chat - o X

W Delete Message

QO Delete for myself

“This message wil be deleted only for you. Other chat members will sti
be able to see it. Are you sure you want to proceed?

O Delete for everyone

This message will be deleted for all participants. Are you sure you want
10 proceed?

And for incoming messages, there is only one option:
1 Delete for myself with the followig subcontent:This message will be deleted only for
you. Other chat members will still be able to see it. Are you sure you want to proceed?
In addition to the options mentioned above, the confirmation dialog contaiDekbie and
Cancel buttons
After deleting the message, theessage deleteddicator shows up.



Delete Message

O Delete for myself
This message wil be deleted only for you. Other chat members will till
be able to see it. Are you sure you want to proceed?

Cancel  Delete

File message
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Besides regular text messages, you can use the dBatrimunicatoto share files.

For image and video files there is a thumbnail that is automataaiiyloaded. Under the

thumbnail, there is information about the file name and the file size. At the bottom of the file
message there is an icon used to open, download, show upload/download progress or retry file
upload/download depending on the file staflss is explained in detail in tHéles

Overviewsection. Also, at the top right of the file message, there is a 3 dots icon. Clicking on the



icon opens a menu with options to download, open, locate the file on the file system, or create a
copy of the ile.

Reply
Copy

= Show plain text

Forward
Pin
Delete

Clipboard
@ chat
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Support
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Marketing e o
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2P Roderick Welch © ey
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e
-9 - N
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2 No unread me: - e

CommunicatoDesktop supports clipboard functionality for images and files. It means that the
clipboard now can be used for copying/pasting images from the external app (such as image



viewer, browsers, etc.) or for copying/pasting images and files from the File Ex(ander on
macOS) directly into the chat session. With this at their disposal, users are no longer limited to
just using an image/file picker and drag & drop feature for sending images and files.

While using clipboard functionality for sending imagesd éfes, instead of sending them
immediately after pasting into the chat, the application creates an attachment list that includes
thumbnails within the selected chat session. Clicking on the thumbnail opens the file in the
proper viewer app (image viewfr the pictures, the default video player for videos, etc.). This
way, users have the opportunity to doutiheck selected files and images before sending.
Adding files to the attachment list while using the clipboard can be done in two ways:

1 UsingSiiRi(et on macOS) fa/Y for copying/pasting files or
T Using the mouse rightlicking to copy/paste files.

Every image sent using the clipboard will be saved into th€ommunicator downloads
directory.

Furthermore, hovering over the file inside #itachment list displays a blue circle with the white
dash at the thumbnail's upper right corner. Click on it to discard the file from the list. Discarding
all files from the list can be done by clicking the x button in the upper right corner of the
attachment list.

While the attachment list is active and the user selects files using a file picker or drags them into
the chat, they will be attached to the attachment list. Otherwise, the app will send them
immediately.

In addition, while the attachment list present within the selected chat conversation, the user

can write a text message simultaneously. In that case, the app will send the text message first and
then the attached files one by one.

The maximum number of files attached to the attachment listca is limited to five (5). Once

the limit is reached, a peyp message will appear displaying the followi@guld not add files

since it would violate the maximum files limit! (Max. count of all attachments: 5)

For larger images, the copy operatiofi téike a while. During this time, the application will

change the cursor type to loading, indicating that the file is being copied.

Input field
Type message field on the bottom of the chat window is used to send messages to the currently
selected conversation. After typing a message pre (Return) keyon your keyboard to
send a message. To t in a new line
ore<< S TR - o o R e — 20
oo 8

The length of the message that can be sdimited to 10 000 characters
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A folder icon allows the user to send files. Clicking on it opena dalog where the user
can pick up to 5 files to be sent to the currently selected conversation. Also, the user can send
files by dragging them from Windows Explorer (Finder on macOS) to the messages area within
the chat window.
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@ An emoji icon dlows the user to send emojis. Clicking on it shows an emojis window
where the user can browse through emojis separated into categories. At the bottom of the emojis
window is a list of the most recently used emaojis.



Charles Castro
r 24

Last seen on Mai

‘ CA Charles Castro

'@ You Voice message

Today
‘@Wmm 168 ‘
[ No unread messages fype message D@

~ A microphone icon allows thesar to record voice messages for up to 2 minutes.
While recording, the user has the ability to use the following options:
1 Discard voice messagét will discard a voice message.
1 Stop recording voice messagiewill stop recording. This way, the user castén to the
voice message before sending or discarding it.
1 Send voice messagt:will stop the voice message and send it immediately without the
chance to listen to it.

® @ W= ©

While recording is active, sending text and file messages will be disabledtilithe user
sends or discards the voice message.

Playing voice messages is possible within a chat by pressing the play button. It is possible to go
back and forth through a selected voice message by clicking on the waveform.

Some chat features that are dscribed above can be enabled/disabled depending on the

server settings.

SMS/MMS
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Brittany Chavez
Fine, you?

- L]

@) +mossoroass o

Hello, how are you?

These featur

es allow the user to send/r

eceive SMS/MMS messages.

Brittany Chavez
You: MMS (1 attachmen

(@ +17osso70415

Hello, how are you?

1 am sending you Release Notes for this sprint

e SMS message

The MMS message is an enhancement to the standard SMS message. The main difference
between SMS and MMS messages is that the user can send multimedia and other files in their
messages. It includes media such as videos, pictures, audio clips, GIFs, and much more. The
maximum size of uploaded files30 KB or up to ten (10) filgger mesage. Additionally,

MMS allows for up tal000 characters of text in a messagaich is a lot more than for a

standard SMS.

Unfortunately,SMS history is not syncéatween the user devices. It means that if a user reads
the messages on t®@mmunicatoDesktop, it will not be available o€@ommunicatoiGO and

vice versa.



SMS Number

[4] Personal Information ? *

&

%
\
Margarita Fox

1131
E-mail: 1131@test.com
Department: Mone
Status message:  Available
SMS number: +17089070415

Currently logged devices

I;l Desktop (gloCOM v&.3.0+build.1, Build: 207)

Close

If the user has associated an SMS number with their Extension, they need to dpensanal
Informationscreen to see it.




[] Contact information ? s

Brittany Chavez

1130
E-mail: 1130@test.com
Department: MNane

Status message:  Available

SMS number: +17089070429

Currently logged devices

|:| Desktop (gloCOM v6.3.0+build.1, Build: 207}

Close

To see the SMS number of tbentact, righiclicking on contact, and from the drolewn menu,
select theContact Information

Start SMS conversation



There are two ways to start an SMS conversation:

The first way is to open the SMS window by clicking on 8MS icorin the toolbar within the
main Communicatowindow. The SMS window will appear. Next, enter the name or number of
the contact inside the search field and click the result to start a conversation.



