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1. SmartPhone Installation

To install SmartPhone, first make sure no programs are running and that you are logged on to your
computer as an Administrator.

1.1. Installing from a CD-ROM

Insert the CD-ROM into your CD-ROM drive. Choose SmartPhone Installation from the CD menu or
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The next screen displays a license agreement. You must agree to the terms set out in the agreement or
you cannot install SmartPhone. To indicate your acceptance of the terms, select | accept the terms of
the license agreement and then click the Next button.
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The next screen asks you to confirm the location to install SmartPhone to. Click Change if you don’t
want to install it to the default directory. Click Next when you are ready to proceed.

| Install5 L < fack =2 Cancel |

This is your last chance to change your mind about installing. If you are ready to install, click the Install
button. Otherwise, click Back to change the location to install SmartPhone to, or click the Cancel button
to exit without installing.

When installation is complete, this screen will appear. If you leave the Launch SmartPhone now
checkbox checked, SmartPhone will start after you click Finish.

SmartPhone - InstallShield Wizard

2
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1.2. Uninstallation

If you ever wish to uninstall SmartPhone, make sure SmartPhone isn’t running, double-click the My
Computer icon on your desktop, double-click Control Panel, double-click Add/Remove Programs, and
in the list that appears, highlight SmartPhone and click Add/Remove.

On the SmartPhone Maintenance screen, select Remove and click Next. When SmartPhone has been
uninstalled from your computer, click Finish.

fnstalls [ cgox N [pee>] | | Camcel
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2. Using SmartPhone
2.1. Introduction

SmartPhone is a Computer Telephony Integration (CTI) product. This means it links your desktop
computer and telephone system together. It provides a number of telephony features such as dialling,
call control, text messaging, extension status, recent call history, call waiting, last number redial, and
many others (see the SmartPhone feature table below).

Smart Phone links over your network to a computer running SmartServer. The SmartServer computer is
connected to the switchboard your company uses to make and receive all its telephone calls. So the
SmartServer computer knows at any time what telephone calls are in progress. It uses this information
to tell all the computers running SmartPhone who is on the telephone to whom. Using this information,
you can tell if somebody you need to speak to is on the telephone or not. In addition, if you are a
supervisor, you can monitor the amount of time spent by employees talking on the telephone.

SmartPhone offers all businesses the opportunity to
maximize the productivity and efficiency of all their call- TINEC
facing staff. SmartPhone on your desktop PC means

everyone can work more effectively as a team and - Call waiting on
individually. It's great for all customer facing staff Call wating off 4 Last Number Redial
whether taking or making calls. Knowledge workers, * DND On ' Setab
sales teams, help desks, support staff, team leaders can DMD O e Et SEnGe teid
all benefit. Its smart technology — that means it's a ' Forward al calls _@ Todolst
powerful productivity tool yet it's simple and intuitive to " Forward cancel % Addess Book
use. Hight answer on 3 E stenzion Status

Might areswer off i Show Phone

+ Page 2 CallHistory

[F Configure
- #£  Unload SmartPhone

NEC’s SmartPhone sits neatly in
the system tray for easy access

SmartPhone Client Features
SmartPhone comes with the following telephony features:

o Extension Status sorted by departments to show who is busy, free, and unavailable

e Address Book searching/dialling of contacts with manual entry

e Speed Dial displays a sub-menu containing your personal speed dial numbers. Clicking one of the
numbers makes your handset place a call to the number.

Contact and Extension Call Histories

Text Messaging for collaboration

Absence Text for when you are unavailable

External Call backs / “Customer alerts” so you know when a ‘VIP’ is making contact with anyone in
your company

Call waiting indication with caller details

PBX feature code list — control features such as DND and Forward with two clicks of a mouse

10 number Last Number Redial list

Dialling, answering, picking up, deflecting, transferring, holding, and releasing calls using a on-screen
Phone window

e Customised actions from buttons on the Phone window
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Some of these features are now described in more detail. Note please check each box integration to
confirm that these features are supported.

Extension status — for team workers Extension Status  (_)(x) )
With the Extension Status window it is easy to find out if you're colleagues are T e
on the telephone or not. ———

@ 204 David Menzies
A coloured light indicates at a glance whether an extension is free, busy, or O @ Rz
ringing. Clicking on an extension gives you a list of available options, such as : 22: ;"";l“

‘Send Text Message’ and ‘Set Callback’.

Address Book — Quickly find and call contacts Address Baok
Folder: [Ext =z
The Address Book provides an easy-to-use search ‘ T e <o
window to search the database. -
Search for contacts by their name or telephone number -
and when you have found who you are looking for, simply .
call them by clicking ‘Dial’ or view detailed information. s
U
Note SmartPhone allows the manual entry of addresses ‘ v
. . Show Dial
and contact information.
S| [ & ]
or Numbe |
v |
Call Histery: Lyn "

Call History — Recent contact history

1407 From

Missed a call? Then quickly view a recent call history to T e
see who called you and when. AT DG To OTNNG  ANOWAKTdmbs  BODS
1472006 05132 To 1733 585470 Giry Lineosr, W akosts Ciiips 000114
TG00 05043 Feom 385 SN 3 Ll ey
TGS D50 Te 01585 SN 0003
Need quick access to that number you called earlier? T T oz
With SmartPhone its just one click away. MDA e OGN To b OO WO
140772005 2004453 From 101733) 565470 Gary Lineker, ‘Walkars Critps 000042
140772006 204234 From 01733 242050 AN Dtht, ABC Telecom Ltd LR
. . . . HA0T/2005 04055 T [01733) 54021 Fichud Biarson. Vign 00013
Filter the recent calls list to view just Internal, External or e s fhCusions ae

000043
w040
w0
mm

[01733) 554001
17 R
1730 554001
1354) B

Missed calls. Call people back at the click of a button.
View a caller's details to find out who they are and where

me 1077 SSan Rk Biarann, Vipn 00 3% -
they are from. Supervisors may view other users’ call I e e
histories.
Text Messaging — Collaborate quickly with your colleagues e J&N)

Send ‘ ‘ Cancel ‘
SmartPhone makes it fast and easy to text a colleague with the foe o B2
. . . For 30 Lyn Dial
information they need to handle their customer contacts. ie P T
It is particularly useful when one of you is on the telephone and
you need to get the other person’s attention quickly.
™ Send curent call details
4
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Absence Information — Better teamwork

Called: 30 Lyn
Company: Adminbccounts

If you are going to be away, it’s often useful to let people know
when you will return.

Hangup

Abzence text: 310 Lyn
SmartPhone makes it easy to describe why you are not available

, X | am at dentistz, will be back at 171:00.
so that your colleagues don't get frustrated with you.

-

If you are going to be away, it's often useful to let people know when you will return.

SmartPhone makes it easy to describe why you are not available so that your colleagues don'’t get
frustrated with you.

Customer Alerts — Identify the issue

Potential opportunities and problem calls can be ‘tagged’ for the Callr. 945830156
attention of specific staff. SmartPhone provides a discreet B (Lt b e

means to do so by ensuring the right staff member is alerted Celast  Gilgdemes
when a particular customer calls or when a member of staff calls Hot lsad! Pickup
them. .
ays . NEC smartphone ()
Call waiting — Identify your callers e A B
Caller. (03] 9264 3111 NEC Business Solutions
SmartPhone can show who is calling. This enables you to quickly B Bharteen
evaluate whether the waiting call is more important. Calfsi  (07) 3858 6200 (Brisbane QLD)
Druration; 00:00:08
Answer New Contact
v g
Fast Feature Access
Easy access to key features means no lost callers and faster service. o
H H P H H : Call wailing on
This can turn basic digital phone users into professional service e N d—
agents. Note: analogue telephone users can use SmartPhone but the OND On ool toverre et
phone must be manually taken on and off hook. Therefore simple o et 3 Todol
digital phones are preferred over analogue phones. Fenead cancel B Ak Bock
Hight anteser on & Estonsion Stats
Highl answmer oll T Show Fhons
. Page = Cal Hislony
& Conlgurs
- 3 Uniad SmanlProns |

Last Number Redial

MEC
Redial your most recent calls with SmartPhone. The list s Feaue
. : 713550 £330 (Bishare
removes duplicates to provide the ten most recent e 1 e — |
; ; VIT31E5 B33 Renssbion, T5A Solmun Sohsions e e
numbers you have been in contact with. T e M e s | Todakn
AN Est 200, soltvamie T Akt Book
A2 Ed 02 5 Esdercun Slaks
M Ee TH T Shiw Pl
Af Ed A 2 Tl Heshony
0T TE42 32 [Woth Easi Fasgeon| ay N
[y = e Elﬁ:ﬁﬂrl ¥ Configuas
M Unlosd SrarFhona
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2.2. Getting Started

You may have noticed in the installation process, that SmartPhone is added to the Startup group.
Effectively this means that SmartPhone will load when you turn on your computer. If it does not, click the
Start button (in the bottom-left corner of your screen). A menu will pop up. On the menu, point your
mouse cursor at Programs. Another menu will pop out of the side of the Start menu. On this new menu,
point your mouse cursor at SmartPhone. On the menu that appears, click on SmartPhone. If you are
presented with a SmartPhone login screen, enter your extension number in the Username box, and your
SmartPhone password in the Password box. These can be obtained from your network administrator.

TINEC
Feature If you use a laptop, you may not be connected to your office network when
eMLre . . .
; you turn on your computer. If this is the case, SmartPhone will not login.
4 Last Number Redial . . . . .
Instead, the icon will go grey and will test every few minutes to see if your
Set absence tewt machine is part of a network with SmartServer running on it.
-l Todohst
@ Address Book To access all of SmartPhone’s features, you use the SmartPhone icon in
@  Estension Status the System Tray. The System Tray is the sunken area in the very bottom-
@ Show Phone right corner of your screen. It has such things in it as a clock (showing the
I Call History current time), a picture of a speaker (if you have speakers attached to your
7 Confi PC) and any virus scanners you may have loaded. The SmartPhone icon
onfigure is the circle. The circle may be red, green, yellow, grey or flashing.
3 Unload SmartPhone

If the circle icon is red, it means your telephone is off the hook (i.e. you are in the middle of a telephone
call)

If the circle icon is green, it means your telephone is on the hook (i.e. you do not
have any calls in progress). i e

If the circle icon is yellow, it means your telephone is in Do Not Disturb or Forward All Calls mode.

If the circle icon is flashing, it means your phone is ringing.

2.3. The Tray Menu
To access the tray menu, you click on the little coloured circle near the clock. This circle is the
SmartPhone icon. A menu will roll out showing up to twelve items (depending on your system
privileges).
The items available are:

Feature: Displays a sub-menu listing the Feature Codes that your system has been set up to work with.
Clicking one of the items will dial that feature code for you.

Speed Dial: Displays a sub-menu containing your personal speed dial numbers. Clicking one of the
numbers makes your handset place a call to the number.

Last Number Redial: Displays a sub-menu with the last 10 telephone numbers of persons you spoke to.
Click one of the contacts to start a telephone call to them.

Set absence text: Enables you to set or change your Out Of Office Absence Text.

To do list: Shows the list of messages you have sent/received and any internal or external Callbacks
you have set.
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Address Book: Shows the Address Book screen. From here you can search for contacts by name,
company name, or telephone number. Then you can dial the contact, view their call history, edit their
details, delete them, or set a Callback on them. You may also add new contacts to your contact
database from this screen.

Extension Status: Displays the Extension Status, which is a list of all monitored extensions. From this
screen you can transfer calls, view call histories, see who is using SmartPhone, set Callbacks, pick-up
other people’s calls, ring people, and see who people are on the phone to.

Show Phone: Shows the Phone window. From the Phone window you can see information on your
active calls such as caller, called, and duration. You may also have up to 8 context-sensitive buttons on
the phone window, which you can use to run scripts or hang-up the telephone etc.

Call History: Selecting this will display your history of last 50 calls. You can select whether to show the

last calls made internally, externally, just the calls you missed, or all calls. From the Call History screen
you can also look at calls in more detail, ring people back, and look at contacts information (like from the
Address Book).

Configure: Shows the configuration screen. This is where you can edit your information such as name,
department, and password, and change your options like whether or not to “pop” the Phone window on
incoming phone calls.

Unload SmartPhone: Select this to exit SmartPhone. The icon from the tray will disappear, and you will
no longer receive SmartPhone text messages, screen pops, or Callbacks. However, your call history will
continue to be updated even when you do not have SmartPhone loaded.

2.4. Quick Features

If your system is set up for it, you may have a Features sub-menu on the SmartPhone Tray Menu. This
menu may contain such items as: turn on/off Call Waiting, Do Not Disturb, Call Forwarding, Caller Id,
Send Message etc.

To use these features, simply click on the desired feature. This is much simpler than having to
remember long or complicated codes to turn on/off features that you may use often such as Call
Forwarding or Do Not Disturb, leaving you free to concentrate on other things.

e A list of the features currently supported and a description of each is
I shown in the above screenshot. Please note that some or all of these

Col waingon 3T P
E"mli’z i S features may not be supported by your telephone system.
DN Oin ERr——— . , .
B eats 5 Todskt Call Waiting On/Off — turns on or off the warning beeps/indicators that
Femiand capcel B AddesBook your telephone makes to inform you that you have another call
Hight anawser on 3 Esterion Stas incoming. Some people find these tones distracting.
Hight answser off T Show Fhone
Paga 2 Cal Highouy

: —— I Door Open - if you have a Door Entry system at your offices, you can

-onfige: b . .
- N~ | use this to unlock/open the door for staff and visitors.

DND On/Off — turns on or off the Do Not Disturb mode of your telephone. If you are in a meeting and do
not wish to be “disturbed” by the telephone ringing, select DND On and callers will hear a busy tone.

Forward all calls/Forward cancel — turns on or off forwarding of calls from your extension to another
number. When you click Forward all calls, you will need to enter the telephone number to forward calls
to from your telephone handset.

Group pickup — click this to have your extension answer a call if it is not ringing on your extension
directly, but you are a part of the same group that the ringing extension is a part of. Warning: If your
telephone supports it, and your receiver is on-hook, this will automatically put your telephone into
speakerphone mode.

NEC Xen SmartPhone Documentation 9
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Hunt group join/Hunt group leave — join or leave a “hunt group.” When you are in the hunt group, and
somebody directly phones another extension in the group, if the originally dialled extension does not
answer after a predetermined amount of time, your telephone will start to ring also, allowing you to pick
up their call. If you leave the hunt group, you will not be able to do this.

Message On/Off — turn on or off an Advisory Message, a message light, a broken dial tone, or other
feature to indicate that an extension has a message. Clicking this will require you to enter an extension
number to send the message to from your telephone handset, and possibly other options depending on
your telephone system.

Night Answer On/Off — turn on or off the Night Service mode of your telephone system. Usually, during
Night Service only certain phones will ring, or all calls will be diverted to the company voicemail system.
You may also use Night Service during lunchtimes or at any time when nobody will be available to
answer your phones. Depending on your telephone system, you may only be able to do this from certain
extensions.

Page — This will place a call to another extension, and have that extension’s telephone put into
speakerphone mode automatically without ringing so that you can have a conversation with them without
having to shout across the office! This feature is also known as “Speaker call” on some telephone
systems.

Reset all services — this resets your telephone back to its default settings, e.g. it turns off Forwarding,
Do Not Disturb, Night answer, etc.

Set Advisory Message/Set Advisory Message Off — sets or turns off an Advisory Message or
Absence Text so that whenever another extension calls your extension, they get a message indicating
that you are unavailable to take the call. This could be useful when you go out to lunch to let others in
the office know why you aren’t answering your telephone.

Silent Monitor — silently listen in on another extension’s telephone call. When you click this, a dialog
box may appear on the computer screen asking you to enter the extension number you want to monitor.
Only super-administrators can perform silent monitoring. Using this may be illegal in certain
countries/jurisdictions.

Suppress Caller Id On/Off — when turned on, your telephone will not give out any Calling Line
Identification to the person you called. This means your telephone number will not show up on their
telephone or telephone system. To restore caller id, use Suppress Caller Id Off.

Note: Clicking an item in the Quick Feature list simply emulates dialling the selected feature code at
your handset. The features themselves are controlled by your telephone system, not by the SmartPhone
software. Therefore, if they do not work as expected, it is likely because of a telephone system fault, not
a problem with SmartPhone.

2.5. Speed Dial

The Speed Dial list is a list of frequently used telephone numbers that you have entered, so you can call
them without having to remember the number or search for it. You are probably familiar with a similar
function on your telephone handset.

To call one of the numbers in the Speed Dial list, you just have to click on it.

Speed dials are unique to each user (SmartServer knows about the Speed Dials that each extension
has created). That means you can'’t share a speed dial list with other users.
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2.6. Last Number Redial

The Last Number Redial list shows a menu of up to 10 telephone numbers. Clicking on one of the
numbers will place a call to that person.

These numbers are stored locally on each SmartPhone machine, so the numbers you see on your
machine may differ to those on another person’s machine.

The numbers that get stored are the last 10 telephone numbers that you either called, or received a call
from while you were logged in to SmartPhone. This includes unanswered calls, missed calls, and calls to
your group.

- If you call a number more than once, it will still only show up
4 Fealue . . . .
P ——— Emrr=mm| in the list once. However, it will move the entry to the top of
103 4264 3101 (Heboure] e .
Y3155 6351 Rscssion, T34 Sobum Scbsios ;:;’i':"““ the list.
0] 264 3101 MEC Buirmcs Schdmnt, MET Buinac - N
e 3 Exartin e If the telephone number was resolved to a contact name
P % carin found in an Address Book, then by the side of the number, the
B 74222 it e T Confae contact’'s name and company will be displayed. Otherwise,
= e A the originating number’s town name will be displayed.

Only calls where the telephone number is known will be displayed. If you receive a call from an unknown
number, it will not show up in the Last Number Redial list. Also, any phone calls you make or receive
while not logged in to SmartPhone will not show up in the Last Number Redial list even when you do log
in.

2.7. Absence Text

In many popular email programs, it is possible to set an “Out Of Office Auto-Reply” which will inform
people who send you email that you are absent and therefore cannot respond. You can also set
Advisory Messages on certain telephone systems that will display a pre-defined message to callers such
as “Out to lunch” or “Vacation”.

x|
Ahsencs I
SmartPhone’s equivalent feature is called Absence Text. When
T —— you have an absence text set, if a SmartPhone user calls your
FTFT T T extension they will see whatever absence text you set appear on
oo onk for tagerk el their computer screen. They will also see your absence text when

they rest their mouse cursor over your extension on the Extension
Status window.

Likewise, you will see the absence text that other users have set.

To turn on or off your absence text, click Set absence text from the

SmartPhone tray menu. The SmartPhone Configuration window
will appear enabling you to turn on or off your absence text by

g 1 Ereimrihis dahrlocaus clicking the Use absence text checkbox. You can also change the

text that is displayed by typing in the textbox that is on this screen.

ox | cocel | eeh |

Whenever you log in to SmartPhone, if your absence text is still turned on, a message will appear in the
bottom-left corner of your screen to inform you so that you remember to turn it off if necessary. Click on
the window that appears to edit the text and/or turn it off.

Note: Some users may not have the necessary security Absence te <il active:

settings to use absence text. Also, administrators have the Sept Tth - 20th
ability to change anybodies absence text and to turn it on or off. | 2 o vacation
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2.8. The To Do List

This screen could be described as being like the Messages menu on your mobile phone or like an email
program such as Outlook Express. Using SmartPhone, you can send and receive instant SmartPhone
text messages to other SmartPhone users in your company. For instance, someone could send you a
message asking you to call a customer, or to tell you the outcome of a telephone call they made earlier.

Using SmartPhone, you can also set Callbacks — these are used when someone you need to speak to is
on the phone. If you set a Callback, SmartPhone will notify you as soon as that extension is off the
phone so that you can call them and speak to them.

External Callbacks are useful to use on contacts or customers that call in from outside your company. If
you have an External Callback set on someone, and they phone anybody in your company, you will be
notified and optionally asked whether you want to pickup the call. Also, when somebody you have set an
External Callback on contacts your company and you don’t answer the call, you will be sent a
SmartPhone text message informing you.

When you open the To do list, you will see a screen similar to the one below. The list on the left side of
the screen represents the folders where your messages and Callbacks are stored.

Inbox — click on this folder to view a list of received text messages. New messages that you have not
yet read will be in bold. The Date/Time column shows the date and time that the message was sent. If
the message was sent the day you look at the To do list, rather than a date, the word Today followed
by a time will appear in the Date/Time column.

Outbox — click on this to view a list of the messages you have sent that have not yet reached their
destination (normally because the person you sent them to hasn’t logged in to SmartPhone since you
sent the message. Whilst a message is still in your Outbox, you may cancel sending it by opening and
then deleting it.

Sent items — this folder lists the SmartPhone messages you have sent. Messages in this list have
already been delivered to the recipient’s computer.

Callbacks — displays a list of the Callbacks that you have set on extensions. Every time one of the
extensions in the list replaces their handset, SmartPhone will inform you using the message you
provided when you set the Callback.

External callbacks — clicking on this will display a list of contacts that you have set External Callbacks
for. The first column displays the name and/or company of the contact. The second column shows when
somebody from your company last spoke with this contact. The third column shows the message that
will be displayed to you when this contact calls/is called by your company. Double-clicking an item in this
folder will bring up the Contact Details screen, opened at the Callback tab.

To view a message that is in any of the other folders apart from External callbacks, simply double-click
it from the list. It will open up into a window from which you will be able to reply to the sender of the
message, call the sender of the message, or delete the message.

To do list %) )

Ly | D ate/Time \ From | Text |Cal\ Details ||
Inbox - Head office want to
Outhox 2 N 314 Sandra 1= him
Sent items - Mr Pipsworth called for you, | Yes
Calbacks - g 311 Janet Dian't farget to book yourself
Eutemal callbacks

< 4

For more information on setting Callbacks and sending SmartPhone text messages, see the Extension
Status section later in this document.
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Receiving Text Messages

When you receive a text message and you are logged in to SmartPhone, the Received text message
window pops up. This window tells you the date the message was sent, who the message was from, and
displays the contents of the message. To put the message into your Inbox, click Close. To reply to the
message, click Reply. To permanently delete the message, click Delete. To call the extension that sent
you the message, click Dial. If the message was sent with call details attached, you may click Show Call
to view details about the call such as who originally answered it etc.

Received text message X

EE R N If you have received messages when you have not been logged in to
. = SmartPhone, they are saved on the SmartServer computer for you.
O i g cled o . p anyou i s Trorkys The next time you log in to SmartPhone, the To do list will be

automatically displayed with the Inbox folder open.

Note: If you have a very large amount of messages in your Inbox
and other folders, it may take a couple of seconds longer for

_stowcl | SmartPhone to completely start up.

Auto Callbacks

After you have set a Callback for an extension, every time the extension you set the Callback for gets off
the phone, the Auto callback window is displayed. Then you can either click Set to cancel the Auto
callback window, and have it re-appear when the extension hangs up their phone again, Unset to
cancel the callback so that it is not shown anymore. Or you can click Dial to call the extension. To view a
Callback that you have previously set, open the Callbacks folder in the To do list, and double-click the
desired Callback. Another way to view a previously set callback is to click on the extension that the
callback is set on from the Extension Status window and from the menu that appears, select Show
callback.

e | | e |

Time:  |Today- 16:12:09
Eor. [315 Stuart Dial
Note

Go through NGC worksheets with Stuart

External Callbacks

External Callbacks are Callbacks that you can set on contacts found in your Address Books. When you
view a contact's details from the Address Book screen or from the Call History or Call Detail screen,
you can use the Callback tab to add an External Callback for that contact. When you add an External
Callback for a contact, every time that contact rings anyone in your company, you will be informed with a
message and/or given the opportunity to answer the call even if the contact didn’t ring your department.

To delete an External Callback that you have set on a contact, double-click it in the External callbacks
folder of the To do list, and from the Callback tab of the Contact Details window, click Remove.

Note: Each extension may only set a maximum of one Callback per contact.
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2.9. The Address Book

From the Address Book screen, you can search through your databases of contacts; find out the date
and time of the last call to/from a contact; view extra Contact Details (such as address); Dial a contact;
view the Call History of a contact; add, edit, and delete contacts; and set External Callbacks on contacts.

Selecting Address Book

If your system uses more than one Address Book to store contacts, you may select which one to search
through. First, click the down-arrow button to the right of the Folder drop-down list. Next, select which
Address Book you want to search from the list shown. This will become the active Address Book which
will be used for searching, adding, and for the alphabetical index list.

Folder: |Members j 1. 2
Members A

[CompanfDitectory |

Searching for Contacts

To search for a contact, you may use their name, their company name, or their telephone number (or
part of their name, company name or telephone number). You may also search by the first letter of the
contact’s name or company name (depending on how your system has been set up).

X
-

Address Book 0y To search for a contact using their name or their
company name, first make sure the Number box
is empty (has no telephone number in it). Now,
enter the text to search for in the Text box (near
the bottom of the window) and either click Go or
press the return (or enter) key on your keyboard.
A second later, all contacts in your Address Book
that match the entered text will appear in the
results grid (the main area of the Address Book
screen).

Eolder: |Eklensinns ﬂ 1,2

Mame | Company | Last Cal | Telephane

Steve Liaison 6

Stuart Outbound 35
Outbound

To search for a contact by telephone number,
make sure the Text box is empty, enter the

ST [ telephone number in the Number box and click
Go (or press return on your keyboard).

As before, all contacts in your Address Book
whose telephone numbers match the one you
entered will appear in the results grid.

< £ w8 0o Z &= — @ m 0O o>
N ¥ € =4 ®» W =T - = T m 9 m o,

Search

Text: ‘ Go

or Mumber: ‘

If you can search by first letter, there will be a number of buttons (labelled 1,2,3 and A through Z) down
the right hand side of your Address Book screen. Clicking on these buttons will display all contacts in
the selected Address Book that begin with that letter. This is like an alphabetical index of contacts in
your Address Book.

For instance, if the active Address Book is set up to search by company name, and you click the F
button, all contacts whose company name begins with the letter F will be displayed. If the active Address
Book is set to search by contact name, contacts whose name begins with F will be displayed.
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Dialling a Contact

Once you have found the contact you are searching for, you will probably want to call them. You can do
this by clicking on the contact you wish to dial (so that they are highlighted) in the main grid, and clicking
on the Dial button. If the contact has more than one telephone number stored in your Address Book,
clicking Dial will bring up a list of the telephone numbers so that you can choose which one to dial. If the
contact has only one telephone number, SmartPhone will dial it as soon as you click the Dial button.

It is also possible to dial from the Contact Details screen, which is described below.
Viewing Contact Details

SmartPhone can store more details on your contacts than just their names and telephone numbers. It
can also store such things as addresses, e-mail addresses, notes and any custom information that your
company may store about customers, such as account details etc. SmartPhone also automatically
stores a contact’s Call History, so you can view when they were last in contact with your company.

To view the Contact Details screen, first highlight the contact whose details you wish to see (do this by
clicking on them in the results grid). Now click Show. Alternatively, just double-click the contact in the
results grid. A new screen opens showing the basic information (name, company, address, telephone
numbers) on the contact. Next to each telephone number on this screen will be a Dial button. Clicking
on it will dial the telephone number.

If your system allows it, you may make changes to the selected contact’s details from this screen. Just
edit the information you wish to change and click the O K button to close the screen and save the
changes you have made. Clicking the Delete button will remove this contact from the Address Book they
are in. If you delete a contact, you will lose their Call History, but that contact’'s name will still show in
individual extension’s Call Histories.

|t thiretard k|

Diatade | Cabenck | CatHito |

Haree: ﬁawﬂlhﬂe
Company |ESE Corng
Busriest: |04 diE Did
Mokl [a7rs ezaita o |
Huxee | nd |
Ay ESE Coreding

144 Floaa,

3 s Pk, O s
Tewic [Bedrock:
Poet Dincde: [HEF1EF
Hules ‘-MMMJW

Dtz [ 0K |

There may be an Extra tab on this screen. Clicking on this will display the custom extra information on
the contact that your system administrator has provided. You may also make changes to this information
if your system administrator has allowed it.

There will also be a Callback tab on this window. This tab lists all the users that have an External
Callback set on this contact. If you do not have the privilege of viewing the extensions that have an
External Callback set on a contact, this tab will just indicate whether you have one set. The top half of
the tab contains a grid showing the extension numbers and names of people who have set an External
Callback on the contact. Selecting one of the items of the grid list will display extra details about the
External Callback in the bottom half of the tab. It displays the User who set the External Callback, the
Type of External Callback, and the Note that will be sent to the user when the contact has been in
touch.
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If you have set an External Callback on a contact and wish to edit or remove it, highlight your
name/extension from the list on the Callback tab and either click the Remove button to remove the
External Callback, or edit the text and type of External Callback from the bottom half of the tab and click
Save to save the changes.

To create an External Callback on a contact, press the Add button. This will only work if you do not
already have an External Callback set on the contact whose details you are viewing. Choose the type of
External Callback from the Type dropdown list. The types available are:

Send message — sends you a SmartPhone text message containing the text that you specify every time
the contact calls anybody in your company. The text message is received once the call has ended.

Offer call — tells you on your computer when the contact is ringing any of the extensions monitored by
SmartPhone so that you can answer the call if required. It does this by displaying a small window similar
to the Preview window but that has a button on it allowing you to pick up the call if pressed.

Offer call and send message — Displays the Pickup window when the contact calls any extension in
your company, and then sends you a text message when the call ends.

Call History

The last tab on this screen is the Call History tab. You may not be able to see this tab if your system
administrator has not given you the privilege to see it. This tab shows the last 50 times that the selected
contact called your company/was called by your company on any of their telephone numbers. The grid
shows: the Date/Time the call was made; the Type of telephone call (To means your company called the
contact, From means the contact called your company); the other Telephone number involved in the call
(i.e. not the Contacts telephone number); the Name of the extension; and the Duration of the call.
Highlighting one of the rows in the grid and clicking Show Call brings up further information on the call.

Clicking the Cancel or Close button or clicking the X in the top right corner of the Contact Details
screen will close the screen and return you to the Address Book screen without saving any changes
you have made to the contact’s details. Clicking OK will save the changes you have made and close the
screen. Clicking Delete will delete the contact from your database and return you to the Address Book
screen.

The Results Grid

The results grid is the main part of the Address Book screen. It shows the results of searches that you
make, and is used to select which contact to dial/show details of. The columns in the results grid are as
follows:

Name — name of the contact, displayed in surname, forenames format.
Company — company name associated with the contact.

Last Call — date and time of the last call made to/from the contact.
Telephone — the contact’s telephone number(s).

Resizing

The Address Book screen can be resized bigger and smaller to make it the size that suits you. To do
this, move your mouse over the “handle” in the bottom-right corner of the window (your mouse pointer
will change to a diagonal line going top-left to bottom-right with an arrow at either end) then hold down
the left mouse button and drag the mouse to make the window size change. When you are satisfied with
the window size, release the mouse button.
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2.10. The Extension Status

After the Address Book, the Extension Status is one of the most useful SmartPhone features. It
enables you to see at a glance who is on the telephone, and who is not. It also enables you to see who
people are on the telephone to, and how long the call has been in progress. From this screen, you can
also dial extensions, transfer calls, pickup calls, deflect calls, send SmartPhone messages, set
Callbacks and view Call Histories. You can also use it to see which users are logged into SmartPhone
and therefore are able to receive text messages.

Checking an Extension’s Status

The Extension Status screen is divided into the departments different people in your company are in,
so there may be a Sales department, a Technical Support department, a Customer Service department
etc. Whether individual extensions can see all departments or just the department they belong to
depends on the features the extension has enabled. The name of the department is shown in bold type
at the top of the lists. The extensions are displayed in columns below the department name.

Extension Stat ) . . . .
i i * | Each extension is split up into three areas:
= Adminfaccounts ‘ = Sales | = Support |
@ 318 James @ 37 Graham @ 39 Andy = The status |amp
@ 9N Janet 3 34 Sanda @ 321 Damen . The extension’s number
@ 310 Lyn @ 315 Start @ 316 Steve - The eXtenSlOn,S name
@ 32 Hicola @ 320 Tievor

The Status Lamp

The status lamp is the small square to the left of the extension. It will be coloured in green or red, or it
will be flashing red. If the lamp is solid green, it means the telephone at that extension is on the hook. If
the lamp is a solid red colour, it means that the telephone at that extension is in use (off the hook). If the
lamp is flashing green and red, it means the telephone at that extension is ringing.

When an extension is diverting his or her calls, the lamp will appear a solid yellow colour, indicating
unavailable, and hovering your mouse over the extension will pop up a ToolTip telling you the name and
telephone number that calls are being forwarded to. The Unavailable indicator is turned on automatically
when you set your phone to divert etc. You do not need to do anything in SmartPhone in order to make
use of this feature. This feature only works on compatible switches.

The Extension’s Number
After the status lamp is a three or four digit number indicating the internal telephone number of the

extension. This is the number you would dial on your telephone, not the number external callers would
need to dial.

Conference

1: 107 - David Pekham, Accounts
2102 - Andy Goal, Accounts
3103 - Mikael Oweing, Sales

The Extension’s Name

The last part of the extension status indicator is the name that SmartPhone associates with that
extension. Your system administrator can change all names, and you can change your own name.

Later in the manual, you will learn how to change the display of the Extension Status screen to just
display the extension numbers, and how to resize the window.
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If an extension’s name and number is in bold type it means they are logged in to SmartPhone. This
means that any SmartPhone text messages you send to the extension will be received instantly.

If an extension is shown as being off hook (a red circle), you can check who they are on the telephone
to. You do this by resting your mouse over the extension. After a second or two, a small yellow window
will pop up (like a ToolTip window). In this window will be displayed all calls in progress at the extension
pointed to. It will display the Caller’s telephone number and the Called person’s telephone number. If the
telephone number of the caller/called person is S
in your Address Book, their name and company

name will appear in this screen instead of their - Inbound
telephone nUmber CIle|ng inSide the ye”OW Caller: [01234) 567830 - kr Important, Your Best Customer

window will bring up a new screen showing @
when the call was started and how long it has
been in progress. To make the yellow window
disappear, simply move your mouse to
somewhere else on the Extension Status

Extension Stati

Janet
30 Lyn
D H2  Hicola

+  Liaison

+  Outbound

Calling an Extension

If you wish to make a telephone call to one of the extensions in the Extension Status screen, all you
have to do is click on the extension you want to call and click Dial from the menu that appears.

Transferring a Call

Using SmartPhone it is easy to transfer telephone calls. There are two types of transfer available, either
announced or blind. An announced transfer is one where you consult with the person you are going to
transfer the call to before actually making the transfer. This way, if they do not want to take the call, they
do not have to. A blind transfer will transfer the call immediately, making the chosen extension’s
telephone ring. To transfer a call, you have to have an active call at your extension.

To make a blind transfer, open the Extension Status screen (if it isn’t open already), choose the
extension you want to transfer your call to and click on them. From the menu that appears, click
Transfer. You will be disconnected from the call you were on and the extension that you clicked will be
ringing.

To perform an announced transfer, click the extension you wish to consult with before transferring the
call and click Consult from the menu that appears. The telephone call you are on will be put on hold,
and when the extension you clicked on answers, you will be able to consult with them. To complete the
transfer, replace your telephone handset. To cancel the transfer, have the person you were consulting
with put their telephone down and then you will again be talking to the original person.

If, when clicking on the extensions in the Extension Status screen, you do not have the option to Dial,
Transfer, or Consult, it is because your system administrator has stopped your extension from being
able to dial using SmartPhone.

Viewing Call Histories

Just like the Call History that is kept for your contacts in the Address Book, Extension Status X)
SmartPhone keeps a Call History for all the extensions in your company. AdminfAccounts
In addition, like a contact’s Call History, your system administrator may Q@ v

have stopped certain extensions from viewing the Call History of other 03 CalHistoy
extensions. To check whether you can view the Call History of extensions
in your company, click one of the extensions in the Extension Status

screen. If on the menu that appears, there is an item called Call History, @ oo e
you are entitled to view this person’s Call History. Click on the Call History

item.

@ 311 Janet
@ 312 nicola N Transter

@ Send meszage
w Set callback
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A new screen will appear. You may want to Close (click the X button) or Minimize (click the _ button)
the Extension Status screen now. The Call History window is described in the next section of this
document. Remember, though, that this screen is showing calls from/to the extension you clicked on in
the Extension Status screen — not calls from/to you.

Setting Callbacks

If you need to speak to someone urgently, but they are on the phone, you can set a callback using
SmartPhone. Then, when the extension you wish to speak to puts their phone down, you will be notified
immediately via a message on the screen. This enables you to call them as soon as they become
available.

To set a callback, simply click the required extension in the list and click Set callback. The Auto
callback window will appear. From here, you can cancel the callback (by clicking Unset) or so that you
don’t forget what you wanted to speak to the person about, you can enter some text in the Note box.

You can only set one callback per extension at one time. If you have already set a callback for an
extension and you then click on the extension in the Extension Status screen, rather that a menu item
which reads Set callback, there will be a menu item which reads Show callback. This enables you to
edit the callback that has already been set.

For more information on Callbacks, including how to delete them, see the To do list section earlier in
this document.

Sending Text Messages

If you have a message for someone, but you don’t have time to tell him or her in person or call him or
her, you can send him or her an instant text message instead. That way you won'’t forget to give them
the message even if they are out of the office for a couple of days; as the message will be stored on
SmartServer until the person logs back into SmartPhone.

To send a SmartPhone user a text message, click their extension in the Extension Status and click
Send message. The Send text message window will appear. Here you can enter the message and
then click Send to send it to the person.

If you are on a telephone call when you send the message, you can automatically send details of the call
by putting a checkmark in the Send current call details box.

For more information on text messages, please see the To do list section earlier in this document.
Picking Up Calls

If someone is ringing an extension in your company, but you know that that extension is unavailable to
take the call, you can pick up the call for them by using the Extension Status window to click on the
extension that is being phoned and then clicking Pickup call. This will automatically transfer the call to
your extension.

Deflecting Calls (for Indial and internal calls)

Imagine that you work in sales and a customer who you know has outstanding accounts calls the sales
department in your company. Rather than letting them talk to somebody in sales, you wish them to
speak to somebody in accounts. Rather that answering the call, taking their details, putting them on
hold, and transferring the call, it would be easier to simply deflect the call directly to their account
manager’s extension without even needing to answer your telephone.
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SmartPhone enables you to do this as follows:

When your telephone is ringing, go to the Phone screen, select Deflect and enter the extension number
that you wish to deflect the caller to, then click OK.

Alternatively, if the Deflect button has a preconfigured destination extension, simply select Deflect. The
call will automatically be diverted to the extension.

Editing Details
Administrators can edit each extension’s details from the Extension Status window. To do this, click on

the extension that you wish to edit and select Edit details from the pop-up menu. The Contact screen is
shown.
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From here you can change the extension number, name, department, assistant telephone number,
mobile telephone number, and absence text of the extension. You can also click Dial to call the
extension number, assistant number, or mobile number; and you can click Send Message to send a
SmartPhone text message to the user.

If you have the right security privileges, you can also use the Call History tab to view the extension’s
call history — just like you can for an ordinary contact in a SmartPhone Address Book.

To save the changes you have made, click the OK button. To cancel the changes, click Cancel. To
delete the extension so that SmartServer no longer monitors it, click Delete.

Using Auto-Hide

If you have the Auto Hide option turned on, your Extension Status screen will automatically slide out
from the right hand edge of your monitor whenever you move your mouse to the right-most edge of your
monitor. After a few seconds, the Extension Status will slide back in again (unless you move it). To find
out how to turn this feature on and off, see the Configuration section of this document.
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2.11. The Phone Window

The Phone window can be set to pop up when you make or receive a call, or you can open it normally
by selecting it from the SmartPhone tray menu. You can also make the Phone window hide when you
hang up your telephone. How to set these features will be explained in the Configuration section of this
manual. The position of the Phone window will be saved when you close it.

The main parts of the Phone window are the Called/Call from and Caller/Call for labels. They change
depending on whether you are making or receiving a call.

If you are making a call, the name of the person you are calling is shown next to the Called label and the
name of the company is shown under it (next to the Company label). Next to the Call from label is your
name.

If you are receiving a call, the calling person’s telephone number/name will appear next to the Caller
label. Under it, next to the Company label is shown the company this person is associated with. Next to
the Call for label is the extension number or name called by the caller. This information can be useful
because from it you can tell whether the caller has directly dialled your number, or whether the caller has
just dialled the main number of your company and your telephone is ringing.

NEC smartphone %) )

Ringing
Caller: (03) 92626222 John Smith
Company: NEC Business Solutions

Callfor: 10 Helen Parker
Dwration: 00:00:02

Answer New Contact

“ 7

Once the call has been connected (or starts ringing), the Duration label will start to count up, showing
the number of hours, minutes, and seconds the call has been active for.

If you are on more than one call at a time, you can view information about the active calls by clicking the
left and right arrow buttons (<, >) that will be shown towards the top-right of the Phone window. These
buttons will disappear if you are on one or less telephone calls. When you click the arrow buttons, the
information contained in the Caller, Call for, Company, and Duration labels will be updated
accordingly.

You can also configure up to 8 buttons along the bottom edge of the Phone window. These buttons can
be set to perform various actions, including running scripts. For more information, see the Configuration
section of this document.

To minimize the Phone window, click the Minimize button (the first button to the right hand side of the
window’s title bar: the _ button). When the window needs to pop again, it will re-expand to its last size
and position.

To dial from the Phone window, you can either type numbers directly onto the window using your
keyboard, or you can use Ctrl-V or Shift-Insert to copy text from the clipboard onto the window. When
you are ready to dial, press Return on your keyboard and the number will be dialled.

You can also dial digits while on a call — for instance, to select menu options in an interactive menu such
as a voice mail system. To do this, just type the digits on your keyboard and press the Enter key.
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2.12.  Call History

The Call History window shows the last 50 calls made to/from a given extension. It can show: All calls,
Internal calls, External calls, or Missed calls. If you look at the title bar (the blue horizontal bar that has
an icon on the left, followed by the title of the window and three buttons on the right) you will see whose
Call History you are viewing. The Call History screen shows the Date/Time the calls were made, the
Type of the call, the Telephone number of the other party involved in the call, the Name of the other
party and the call Duration. You can also phone a caller back, show calls in more detail, and show the
Contact Details screen just like in the Address Book.

Filtering Displayed Calls

The types of call that can be shown in the Call History window are:

All calls — all telephone calls that this extension made, that made this extension ring, or that this
extension answered.

Internal calls — excludes any calls that involved an external line.

External calls — excludes any calls that only involved extensions.

Missed calls — all telephone calls that ended before they were answered.

Call History: Lyn %)
Tope:  |alCals -
Dicte/Time -
140 £.54 Tony Blair, 1001 i 00:00:53
14072005 205533 From D1354) 532631 Tory Blair, 10 Diowring Stiest [
14/07/2005 20:5439 T (01345) 880196 Bill Gates, Microsoft 00:00:46
14/07/2005 20:5355 Ta (01733) 242093 A N Other, ABC Telecom Ltd 00:00:43
14/07/2005 205256 Ta 101733) 242093 A N Other, ABC Telecom Lid 00:00:43
14/07/2005 205132 Ta 01733) 565470 Gaiy Lineker, Walkers Crisps 00:01:14
T4/07/2005 205043 From 01345 830196 Bil Gatos, Microsoit 000037
14/07/2005 20:5004 Ta (01345) 880196 Bill Gates, Microsoft 00:00:38
14/07/2005 20:48:50 | From (01345) 880196 Bill Gates, Microsoft 00:00:45
14/07/2005 204808 To 101733) 554021 Richard Branson, Viigin 00:00:33
14/07/2005 204657 Ta 101733) 554021 Richard Branson, Viigin 00:01:08
T4I7/2005 204604 Ta 101775 630256 Lee Essen 000048
14/07/2005 20:45:41 | From (01354) 692631 Tary Blair, 10 Downing Strest 00:00:16
14/07/2005 20:4453 | From (01733) 565470 Gary Lineker, walkers Crisps 00:00:42
14/07/2005 20:42:34 | From (01733) 242093 A N Other, ABC Telecom Ltd 00:01:11
14/07/2005 204055 Ta 101733) 554021 Richard Branson, Viigin 00:01:35
14/07/2005 203333 Ta 01945) 850196 Bill Gales, Micrasoft 00:01:09
40742005 203819 Ta 01345 830196 Bil Gates, Microsoit 000056
14/07/2005 20:37:24 | From (01733) 554021 Richard Branson, Yirgin 00:00:42
14/07/2005 20:36:33 | From (01733) 242093 AN Other, ABC Telecom Ltd 00:00:40
14/07/2005 203553 To 101733) 554021 Richard Branson, Viigin 00:00:29
14/07/2005 203354 Ta 101354) 632631 Tory Blai, 10 Downing Street 00:01:08
T4HIT/2005 203312 From 01733) 554021 Richard Branson, Viigin 000E |-
Dial Show Contact || Show Call Closs

To select which type of calls to view, click the arrow to the right of the Type drop-down list. The list of
selectable call types will appear. After selecting the one you want, the list of calls will update accordingly.
The selection will be saved when you close the screen so that the next time the screen is opened, you
won’t have to choose from the list again.

Showing a Call

To show a call in more detail, highlight the one you want from the list and click the Show Call button. A
new window will appear that shows you in more detail who was involved in the call, the time the call was
started, the time that it was answered and the time it ended. It also shows other information such as if
the call was transferred or put on hold etc. If the call was a conference call, all the parties involved in the
call will be shown.

Showing a Contact
To open the Contact Details screen (like the one you can open from the Address Book screen) click

the call with the contact that you want to view and click Show Contact. The Contact Details screen,
which was described earlier, is now opened.
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Dialling a Contact

If you wish to call a contact back from the Missed calls list, or for some other reason want to call a
number stored in the Call History screen, you can do so. Simply select the call that has the required
telephone number/contact in it and click the Dial button. If the contact has more than one telephone
number, clicking Dial will not show you a list of numbers to select from. Instead SmartPhone will
automatically dial the number that is stored in the Call History.

Resizing the Call History Screen

The Call History screen can be resized like an ordinary window by moving the mouse cursor over the
border of the window, holding down the left mouse button and dragging the mouse. However, there is a
minimum size for the window and once this size has been reached, you will not be able to make the
window any smaller. The screen’s size and position are remembered when you close and reopen the
Call History screen.

You can also resize the columns of the grid in the Call History screen (so that you can see more or less
information). Do this by moving the mouse cursor over the vertical lines that separate two columns (the
mouse cursor will change shape when it is in the right position). Now hold down the left mouse button
and drag left or right. When the column is at the desired width, let go of the mouse button. The column
widths are not saved when you close the Call History window.
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2.13.  Configuration

The way to change SmartPhone’s settings is by using the SmartPhone Configuration screen,
accessed by selecting the Configure item from SmartPhone’s tray menu. This screen has up to seven
main sets of options, or tabs.

The first tab, General, allows you to change your user details like name, extension number etc.

The Interface tab allows you to change the way the Extension Status appears, and the way the Phone
window behaves when you make and receive calls.

The Buttons tab lets you configure buttons for use in SmartPhone.

The Address Books tab lets you select which Plugins to use.

The Absence tab allows you to configure your absence text.

The Speed Dials tab is what you use to set up your speed dials.

The Advanced tab is used to configure advanced features such as Telephony settings.
General Options

The options configurable from the General tab are:

Extension — the extension you are logged in to SmartPhone as.

Name - the name displayed by SmartPhone on the Extension Status screen, and when you make
internal calls.

Department — which department column you are shown under on the Extension Status screen.
Password — change the password you use to log in to SmartPhone.

Auto login — change the way SmartPhone behaves when it starts.

Assistant — configure your assistant’s extension number.

Mobile no — enter your mobile (cellular) telephone number here.

E SmartPhone configuration @

Gereal ] Intefsce | Bufiors | Addess Bocks | Absence | SpeedDiss | Advarced

Extension kil
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Extension

Entering a different extension number in this box will change whose settings and privileges you use
when you use SmartPhone as well as which telephone extension to dial from and show the Phone
screen for. For instance, if you are a supervisor and you have certain privileges, like being able to view
others Call Histories, you may want to access these privileges from a different computer than the one
you usually use. To do this, just start SmartPhone on the computer you want to use and change the
number in the Extension box to your extension number. To use the new Extension setting, click OK.
The Login screen will then appear to confirm that you want to change user and to load all of the new
extension’s preferences.

Name

If you change the text in this box, the name that is shown next to your extension on the Extension
Status screen will be changed, as well as the name shown to other SmartPhone users when you call
them.

Department

If you change the text in this box, your extension will appear under a different department on the
Extension Status screen. If you enter a department in this box that does not already exist on the
Extension Status screen, a new one will be created. You may not be able to change the department
you appear under.

Password

If you use a password to access SmartPhone, it will appear in this box, but the actual letters will be
replaced with asterisks (*).

If you want to change your SmartPhone password, simply replace the contents of the Password box
with your chosen new password.

If you do not use a password to access SmartPhone, but would like to, enter the password you would
like to use in the Password box.

If you currently use a password to access SmartPhone, but do not want to use one anymore, delete the
contents of the Password box.

The changes to the Password setting will be saved when you click OK or Apply. They will take effect
the next time you start SmartPhone.

Auto login

The Auto login check box enables you to decide whether or not SmartPhone will ask you to enter an
extension number when it is started.

If you place a checkmark in this box (by clicking on it), you will not be prompted to enter your extension
number and password when SmartPhone is started on your computer (and, where applicable, when you
are logged in to Windows).

If this box is cleared (no checkmark), you will be prompted to enter your extension number and
password every time SmartPhone is started.
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Interface Options

The options on this tab affect the way the Phone window appears and disappears when you make and
receive telephone calls. Also from this tab, you can make changes to the way the Extension Status
appears. When you have finished making changes, just click OK or Apply and the new settings will take

effect. .
I SmartPhone configuration @

General Interface | Buttons | Absence| Speed Dials | Advanced]

Popup

:Pnp on inbounch [ Pop on gutbound | |

Hide on cleardown B Breview ringing v

Extension Status
Show name v Bestiit |

Sort by name v Auto hide B

) Tip: Selectifyou wantto pop SmartPhone on incoming
L calls

oK Cancel Apply

Pop on inbound

If you place a checkmark in this box (done by clicking inside the white area), the Phone window will
“pop” or appear every time your extension starts ringing. When the Phone window pops, it appears
above all the other windows on your desktop. Most people prefer to have this setting turned on so that
they can identify who is calling before answering the telephone. The default setting is to not pop on
inbound.

Pop on outbound

If you place a checkmark in this box, the Phone window will pop every time you lift your telephone
handset or make a call (e.g. from the Address Book). Some people prefer this setting to be turned off. It
is off by default.

Hide on cleardown

Placing a checkmark in this box causes the Phone window to disappear when you replace your handset
or end your current call. The default setting is off (do not hide on cleardown).

Preview ringing

Check this option to make SmartPhone show a discreet window at the bottom of your screen when you
make or receive a phone call, telling you the name and number of the caller. This window is smaller than
the Phone window and some people prefer to use it instead of Pop on inbound because they can carry
on working and typing without being too distracted by incoming phone calls. The default setting is to not
use the Preview ringing window.

By default, the Preview window appears at the left-most corner of your monitor, however you can move
it where you want by holding down your left mouse button over its top edge and dragging the window.
The next time the window pops, it will appear in this new position, but still on the bottom of your screen.

Show name
Check this to have the Extension Status screen display the name of the extension next to their number.

Operators may leave this turned off to save space if they have many extensions displayed on their
Extension Status.
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Best fit

When this option is selected, the Extension Status screen will automatically size itself with each
department having all of the extensions belonging to that department in one column. If a user tries to
resize the Extension Status, it will simply jump back to its original size. This can lead to wasted space,
especially if you have many extensions in one department, and only two or three in another.

Extension Status )

Admin/Accounts | 314 Sandia

I8 James 35 Stuan
a1 Janet
310 Lyn

F2  Hicola

320 Trevor

Support

39 Andy

Sales | 32 Darren

@0 e e
0 e 0@

A7 Grzham 316 Steve

Having this option unselected means that you can resize the Extension Status to the height and width
you would like it. The extensions will automatically rearrange themselves into flowing columns and the
window will be just the right size.

Sort by name

When this option is selected, the Extension Status will be sorted by names (within departments). With
this option unselected, the extensions in each department will be listed sorted by extension number.

Auto hide

When this option is ticked, the Extension Status window will automatically slide out from the right hand
edge of your monitor screen whenever you move your mouse over to the rightmost edge. After a few
seconds, the Extension Status will slide back in. This can be a timesaver if you often need to check the
status of extensions, for you can do so without having to click or press anything — just move your mouse.

Buttons

The options on this tab are so that you can choose to have 0, 4, or 8 buttons along the bottom of the
Phone window.

Choose the number of buttons to use by selecting None, 4, or 8 from the Style dropdown list.

In the button grid, double-click the button you want to change (or highlight it and click Edit). The Edit

Button window will appear. From here, select a button type, a name for the button, and any additional
options needed and click OK. The changes to the button will be saved and will take effect as soon as

you exit the SmartPhone Configuration screen.

The Preview button is the button that appears on the small Preview window that pops up if you have
the Preview ringing option enabled. You can click on this button to perform the task of your choice.

The buttons in the list are numbered left to right, top to bottom. If you have 4 buttons, there will be one
row of four buttons in it. If you select 8 buttons, there will be two rows with four buttons in each row.

System administrators may set up all users’ buttons the same way by using the SmartServer
Configuration program.

The available button types are enumerated in the section of this document entitled Getting More Out Of
SmartPhone.
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Absence Text

The Absence tab configures exactly the same settings as clicking Set absence text from the
SmartPhone tray menu. To turn absence text on, put a checkmark in the Use absence text checkbox.
To change your absence text, edit the text in the box. For more information, see earlier in this document.

Speed Dials

To add a speed dial to your personal list, click the Add button and fill in the Caption and Telephone
fields, then click OK. To edit a speed dial, highlight it and click Edit. To remove a speed dial from the
list, highlight it and click the Remove button. After you have edited a speed dial, you may be asked to
log in again before the new list is used by SmartPhone.

Advanced Options

The options on this tab are for setting advanced options, and should never need to be changed once
SmartPhone is installed and operating correctly.

SmartServer

This option enables you to manually tell SmartPhone where the SmartServer machine is located. Enter
an IP address, Net BIOS machine name, or select (Find server automatically).

¥ SmartPhone configuration X

Telephony

SmanServer ‘(Fmd server automatically) j

Settings

Language: ‘Eng\ish j
Enable Tapi Serice v Disable events i

Cirl-Shift dialing B Cliphoard dialing =

v Tipe Selectifyouwantto pop SmantPhone on incoming
- calls

QK J Cancel | Apply J

When set to (Find server automatically), SmartPhone will explore the network in an attempt to find the
SmartServer machine by itself every time you start SmartPhone. However, if you have a modem device
in your computer, if your computer is multi-homed, or if for some reason you have more than one
instance of SmartServer running on the network, you may need to tell SmartPhone which machine to
connect to.

If SmartPhone cannot find an instance of SmartServer to login to, it will sit quietly in the system tray area
and its icon will stay greyed out. It will continue to attempt to connect to SmartServer once every minute

until it succeeds. This is useful for laptop computers because they may not be permanently connected to
a network.

The default setting is (Find server automatically).
Language
From this dropdown list, you can select which language to display SmartPhone and all other Smart CTI

products in. The list of languages available always includes English and whichever other languages you
have installed. To get more SmartPhone language packs, please ask your dealer.
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Enable Tapi Service

This enables you to dial through SmartPhone from any TAPI enabled application just by clicking the
application’s Dial button.

TAPI stands for Telephony Application Programming Interface. A TAPI enabled application is one that
supports the use of TAPI. Examples of TAPI enabled applications are Novell GroupWise Address Book
and Microsoft Outlook. If you can use your application to make telephone calls (e.g. if it has a Dial button
or menu item), it is probably TAPI compliant. However, you would normally need a modem attached to
your computer and plugged into an analogue phone line to make use of this feature. Most computers
that you would find in your company would not normally have a modem so this feature of programs
becomes somewhat useless.

SmartTSP is a simple Telephony Service Provider. This means that you can use it in conjunction with
SmartPhone and the telephone on your desk to make calls with TAPI enabled applications — without the
need for a modem.

The current version of SmartTSP is supported when used on Windows 98, 2000, XP, and NT4; at
present it is not officially supported when used on Windows ME or any operating system newer than
Windows XP although there should be no problems with using the SmartTSP on these operating
systems.

To turn the SmartTSP on, you should be able to simply go into the SmartPhone Configuration window,
click on the Interface tab, and place a checkmark in the Enable Tapi box. However, if this doesn’t work,
you may need to manually enable the SmartTSP.

Uncheck this box to remove the SmartTSP from your system. The default setting for this option is
enabled (use SmartTSP).

To manually configure your PC to use SmartTSP, please contact your Authorised NEC Channel Partner
who will be happy to advise you of what needs to be done.

Your computer may need rebooting after enabling or disabling SmartTSP.
Ctrl-Shift dialling

If you want, you can turn on screen reading. This is an easy way to dial from some databases. When
this option is enabled, all you need to do to dial a telephone number that is displayed on screen is move
your mouse over the telephone number and hold down the Control and Shift keys on your keyboard.
SmartPhone will read the telephone number that your mouse is over, try and match it to a contact in one
of your address books, and display a ToolTip-like window with telephone number and contact name. All
you then need to do to dial the number is click on the little yellow window. You don’t have to highlight the
number you want to dial, and you don’t need to perform any complicated Copy & Paste actions.

NB: This is designed for dialling from databases and works with a limited number of applications
Clipboard dialling

With this option turned on, if you highlight a telephone number in a database text field or a document, a
new item will appear in the SmartPhone tray menu (accessed by clicking the SmartPhone icon near
the clock in the bottom right of your computer screen). Clicking on the new menu item will enable you to
dial the telephone number you highlighted. This works in Microsoft Internet Explorer web pages and
Adobe Reader documents as well as Notepad, WordPad, Microsoft Word, and Microsoft Outlook (except
HTML-formatted emails) and many other applications.

Unfortunately, Microsoft Office XP and 2003 do not use the Windows Clipboard so this method will not
work with those applications.
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3. Getting More Out Of SmartPhone

3.1. Introduction

The following documentation will guide you through the advanced features of SmartPhone, showing you
how you can get more out of it, like dialling using TAPI and using the SmartCmd program.

This document has four sections:

Programmable buttons — talks about the buttons available for the Phone window.

Using SmartCmd - tells you what SmartCmd is and how to use it.

Other ways to dial using SmartPhone — shows you how you can use SmartTSP to dial from TAPI
enabled applications

Keeping SmartPhone up-to-date — explains how clients are kept running on the latest version of
SmartPhone.

3.2. Programmable buttons

The Phone window of SmartPhone can be pre-configured on a per-user basis to display 0, 4, or 8
buttons along the bottom edge. You can set these buttons using the SmartServer Configuration
application or from the SmartPhone Configuration screen. To find out how to set up buttons, refer to the
appropriate section of either the SmartPhone User Manual or the SmartServer Configuration Guide. This
document merely explains the types of buttons available.

Note: Some buttons are not currently supported on NEC Xen.

Name Options Description

Answer None Answers your telephone and puts it in speakerphone mode.
Only works when your phone is ringing.

Answer/Hangup None If your phone is ringing, it acts like an Answer button.

If your phone has an active call, it acts like a Hangup button.

If you have a call on hold, pending transfer, the button will read
Cancel and pressing it will cancel the transfer and return you to
the held caller.

Conference None Makes a conference between your extension, the active call,
and the call that is currently “on hold pending transfer” at your
extension.

Deflect Call Ext Deflects an incoming call to the specified extension.

Number
Dial Clipboard None Dials a telephone number that has been copied to the clipboard.
Extension Ext Shows the status of the specified extension. Clicking it brings up
Number the same context-menu you would see on the Extension Status
screen.

Hangup None Ends the currently active call (if there is one). Produces the
same effect as replacing your handset.

Hold/Unhold None If you have an active call, clicking this will put the other party on
hold.

If the active call is held, clicking this will retrieve the call.
If there is a call on hold, pending transfer, the button will read
Complete and pressing it will complete the transfer, putting the
call through to the other party.

Reconnect None When a call is on hold pending transfer, pressing this will
reconnect you with the on-hold party. This is the same as the
Cancel state of the Answer/Hangup button.
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Set Callback None Sets a callback on the called extension. This is a not a
SmartPhone Callback. This is a telephone system callback.
Set Result Call types, Enables you to mark a call as having a specific type and result.
Results Enter a comma-delimited list of call types in the Call types box

and a comma-delimited list of possible results in the Results
box. This is only useful for statistics gathering purposes.

Show Address None Clicking this displays the Address Book screen.

Book

Show Call History = None Clicking this displays your personal Call History.

Show Contact None Shows the Contact Details screen for the contact involved in
the current call.

Show Extensions  None Displays the Extension Status screen.

Show Phone None Displays the Phone window (this is the default action for the
Preview button).

Show Todo None Displays the logged in user’s To do list.

Speed Dial Number Dials the predefined number at the click of a button.

Transfer None Completes a consultation transfer. Same as the Complete state

of the Hold/Unhold button.

As well as choosing a button type and any options, you can change the name displayed on the Phone
window on a per-button basis. For instance, you could have 2 speed dial buttons set up to dial different
numbers and have one named “Jim Mobile” and the other named “Jim Home”.

3.3. Using SmartCmd

SmartCmd is a small utility that you can use to gain quick access to frequently used SmartPhone
features.

To do this, use the SmartCmd utility in conjunction with one of a number of command line parameters.
For example, from the Start/Run dialog box, you would enter the SmartPhone path, followed by
SmartCmd.exe {<parameters>}.

Run 20

Type the name of a program, Folder, document, or
Internet resource, and Windows will open it for wou.

Qpen: ImFiIes'l,SmartPhone'l,SmartCmd.exe" {Cmd:PhoneHj

ok I Cancel | Browse. .. |

You would normally create a shortcut to SmartCmd with those parameters and assign a hotkey to the
shortcut so that you can perform the action automatically. This will be discussed later.

SmartCmd Syntax
The parameters used by SmartCmd are:

{Cmd=<command>}
[Options]

The Cmd parameter is always included, but the Options parameters are only used by certain
commands. The commands that can be used with SmartCmd are listed below.
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The syntax for the following commands is {Cmd=<command>}:

AB Displays the Address Book window. You can also use Show Address Book.
Absence Shows the Set absence text screen to allow user to edit absence text.

BLF Displays the Extension Status. You can also use Show Extensions.

Tray Displays the SmartPhone tray menu.

CallLog Displays your Call History. You may also use Show Call History.

ShowContact Displays the Contact Details screen for the contact involved in the current call.
Alternatively, use Show Contact.

Config Displays the Configuration window. Or use Show Config.

Phone Displays the Phone window. You can also use Show Phone.

Todo Displays the logged in extension’s To do list screen. Another way to this is to use
Show Todo.

Unload Exits SmartPhone.

The syntax for the following commands is {Cmd=<command>}{Tel=<number>}:

Dial Dials an external telephone number as specified by <number>.
TAPIDial Dial the telephone number specified by <number>.

The syntax for the following commands is {Cmd=<command>}{Ext=<extension>}:

ExtACB If the logged in user already has a SmartPhone Callback set on <extension>, this will
display the Callback. Otherwise, this will allow a user to set a Callback.

ExtConsult Perform an announced or supervised transfer to extension <extension>.

ExtDial Dial the extension specified by <extension>.

ExtEdit Show the Contact Details screen of the specified extension.

ExtLog Display the Call History of extension <extension>.

ExtPickup Answers the call that is ringing at the specified extension.

ExtXfer Perform a blind transfer of the current call to extension <extension>.

The syntax for the following commands is {Cmd=<command>}{Callld=<callid>}:

Answer Answers the ringing call specified by <callid>.
Hangup Hangs up the call specified by <callid>.

Hold Puts the call specified by <callid> on hold.
Unhold Takes the call specified by <callid> off hold.

Miscellaneous Commands

Syntax: {Cmd=ExtText}{Date=<date>}{Ext=<ext>}{Text=<text>} [{Display=<display>}]

Description: Sends a SmartPhone text message to the extension specified by <ext>. The text of the
message will be as specified in <text>. If <display> is specified, that is the name that
will appear in the To box. If <display> is not specified, the receiving user’s extension
number will appear in the To box. Use <date> to specify the date and time on which
the message was sent. When this command is executed, the Send text message
window will appear, requiring the user who initiated the action to either Send or Cancel
the message.

Syntax: {Cmd=Pickup}{Callld=<callid>}{Ext=<extn>}
Description: Picks up the specified call that is ringing the specified extension number.

Syntax: {Cmd=Transfer}{Callld=<callid>}{Tel=<number>}
Description: Performs a blind transfer of the call specified by <callid> to the number specified by
<number>.
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Creating Shortcuts

To create a SmartCmd shortcut that shows the Extension Status when you press the F12 key on your
keyboard, follow the instructions below:

Right-click on your desktop, point at New, and select Shortcut.

Type the full path, or Browse, to SmartCmd.exe. Insert {Cmd=BLF} at the end of the path string.
Click Next >. Enter a descriptive name for the shortcut e.g. Show Extensions and click Finish.

To assign a hotkey to the new shortcut, right-click it and select Properties from the menu.

Click inside the Shortcut key box and press F12 on your keyboard.

Click OK . You can test your hotkey by pressing F12. The Extension Status screen should appear.
If you wish, you may move the shortcut onto the Start Menu, or you can leave it on your desktop.

Note: When creating a shortcut to SmartCmd, be sure to put double-quotes around the path, but not
around the parameters.

If, during Step 5, when you push a key on your keyboard, the key you pushed does not appear in the
Shortcut key box, it is because that key assignment is already in use (or cannot be used). Try pushing
the same key with a different combination of Ctrl, Alt, and Shift.

You may have to reboot your machine before the hotkey works.

You may only keep the shortcut on your desktop or somewhere on the Start menu. If you keep it
anywhere else, the hotkey will not work correctly.

3.4. Other ways to dial using SmartPhone
As well as making calls manually from your telephone handset, SmartPhone has many other ways to
allow you to make calls. Described below are some of the most popular ways you can make calls from
SmartPhone.
Last Number Redial

SmartPhone remembers the last 10 contacts that you called, received a call from, or missed a call from
while you were logged in to SmartPhone.

To quickly dial one of these numbers back, just bring up the tray menu, point to Last Number Redial
and select the one you want to dial.

Speed Dials

Each user of SmartPhone has a personal speed dial list. This is a list of names with telephone numbers
that you can call by simply pointing to Speed Dial on the tray menu and clicking the number.

You can set up your own speed dial list by going to the Speed Dials tab of the SmartPhone
configuration window. Use the Add button to add a speed dial, the Remove button to remove a speed
dial, and the Edit button to edit a speed dial.

Call History

You can dial from the Call History window too. Just highlight the line that contains the contact you want
to dial and click the Dial button.
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Extension Status

To call an extension on your extension status screen, you simply have to click on the person and select
Dial from the menu that pops up. You can also start a consultation or blind transfer in a similar way if
you are already on a call.

Address Book

To dial from the address book, you first need to search for a contact. When you have found your contact,
highlight them in the results grid and click the Dial button. If the contact has more than 1 telephone
number stored against them, a menu will pop up to allow you to choose the correct number to dial.

Contact Card

You can also dial from a contact’s Contact Card. Contact Cards can be found in various parts of
SmartPhone for instance by highlighting a contact on the Address Book window’s results grid and
clicking the Show button, or by clicking Show Contact on the Call History screen, or by clicking Edit
details on the Extension Status window.

To dial from the Contact Card, you just have to click the Dial button that is next to the number you want
to dial.

Type in Phone window

You can dial a number by simply typing in the Phone window and then pressing the Enter key. Just like
you would while dialling from your telephone handset, except when you dial from your handset, you can’t
correct mistakes by simply pressing the delete key.

Paste in Phone window

The Phone window also allows you to paste telephone numbers into it by pressing the Ctrl-V or Shift-
Insert shortcut keys and then pressing the Enter key. So you can copy a telephone number to the
clipboard and then dial it easily.

DDE

DDE stands for Dynamic Data Exchange and a lot of programming languages such as Visual Basic and
Delphi let you use it to communicate with other applications. You can also use DDE from some database
packages.

Using DDE calls you can make SmartPhone make a phone call. Simply start a DDE conversation with
the SmartCmd application, with a topic of System. Then issue a command containing the telephone
number you want to dial. SmartPhone will place a call to the telephone number, automatically formatting
it correctly and filling in the trunk access code if needed etc.

Note: This feature requires a thorough understanding of DDE
Dial Hyperlinks

You are probably familiar with hyperlinks in web pages that allow you to visit other pages or send an
email. If you have SmartPhone installed, you can also turn telephone numbers into hyperlinks meaning
you can dial them just by clicking. This works anywhere where HTML is used — such as web browsers
(Internet Explorer, Mozilla, etc), in Outlook HTML messages, and on your Active Desktop.

To turn a telephone number into a hyperlink that will make a call, use the following syntax:
<a href="dial:12345’>12345</a> where 12345 is the telephone number. Or in Outlook when you are
editing an HTML email message, just type dial:12345.
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Microsoft Office Smart Tags

If you have Microsoft Office XP or newer, SmartPhone will install a Smart Tag which will make any
telephone number you type in Word, Excel, or Outlook able to be dialled with a click. To start using this
feature, go to the AutoCorrect options window (from the Tools menu) in any Microsoft Office application,
go to the Smart Tags tab, and make sure there is a tick against the Telephone Number tag. Then after
clicking OK, restart all Office applications.

Now, whenever you type a telephone number, Office will recognize it and give it a red
dotted underline (see the picture above). When you hover over the number, a box will 08702000247
appear which you can click on to display a new context menu (see the picture below).
From the context menu, select Dial to place a call to the number.

@]

Telaphene Number: 08702000247 [

Dol
Bamove ths Smart Tag

Stop Recogremng "08702000247 »
rart Teg Opbens...

36 Getting More Out Of SmartPhone



NEC Business Solutions Ltd.

3.5. Keeping SmartPhone Up-To-Date

To ensure that keeping all the clients running the same version of SmartPhone is easy, your system
administrator may have set up SmartServer to automatically send updates of SmartPhone to your
computer when you load up SmartPhone. If this is the case, and you are running an outdated version of
the client software, when SmartPhone loads, you will be informed that a newer version is available and
you will be prompted to download it. Clicking OK will copy the new version to your machine from the
SmartServer machine and restart SmartPhone. Clicking Cancel will delay updating to the new version.
You should only click Cancel if you have been specifically told not to update by your system
administrator.

SmartPhone il

@ A newer version is available now. It will now be downloaded.

Cancel |

Note: Neither SmartServer nor SmartPhone connect to the Internet to download updates of
SmartPhone. Your system administrator obtains them from your Authorised NEC Channel Partner
distribution point and they are stored on one of your company’s fileservers.

For information on setting up SmartServer to send SmartPhone updates to clients, please review your
SmartServer Documentation.
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