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ABOUT THE SASKTEL IBC DESKTOP

The IBC Desktop Client enables you to become mobile, allowing you to communicate and collaborate from your favorite
devices, wherever you happen to be. The Desktop Client provides you with high definition quality calls and can replace
the need for a desktop phone.

Requirements

For the system, bandwidth, and firewall requirements, view the IBC Troubleshooting Guide found at
sasktel.com/ibcsupport.

How to download and install the SaskTel Desktop Client
To download the client:

1. Go to sasktel.com/ibcsupport.

2. Select the appropriate Desktop Client file to download (i.e., for Windows or Mac).

3. Follow the installation instructions as they appear on screen.

How to uninstall the SaskTel IBC Desktop Client

To uninstall in Windows, go to Programs and features under your operating system’s Control panel. During the
uninstall process, you will have the option to remove user profiles. Choosing to do this will delete saved SaskTel IBC
passwords and instant messaging histories.

In Mac OS X, uninstalling is performed by simply dragging the SaskTel IBC icon out of the Applications folder and into
the Trash.

VOIP 9-1-1 AND IBC

There are 3 differences between traditional 9-1-1 service and VolP 9-1-1. With VolP 9-1-1:
e Your location is not known automatically. The 9-1-1 operator will ask you where you are.

o If you can't tell the 9-1-1 operator your location, they'll use your last known address. This means
it's important for you to update your location for VolP anytime you use VoIP service in a different
location. This can be done by clicking on the Update your VolP 9-1-1 location information once logged into
the IBC Desktop Client.

e Calls will only be routed to Public Safety Answering Points (PSAPs) within Canada and the United States. If
you're planning to use VolIP service outside of Canada or the United States, we recommend you have
other ways to contact emergency personnel. The service is only offered to Canadian customers within
Canada and Canadian customers visiting the United States temporarily (less than 6 months).

All 9-1-1 emergency calls that are made using SaskTel’'s IBC service will be routed to an operator. If you are using
SaskTel’s IBC service to make a 9-1-1 emergency call, you must verbally provide the operator with your location, so
that the operator can route the call to the appropriate 9-1-1 response centre.

1. Be prepared to give the operator:
o Your physical location
o Your 10-digit phone number
o Information about the emergency
The operator will then route your call to the appropriate Public Safety Answering Point (PSAP).

Once connected to the PSAP operator, tell them you're calling from an IP (VolP) phone, describe the emergency again,
and follow the operator's instructions. They may ask you to repeat your physical location and 10-digit phone number.
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SASKTEL IBC DESKTOP CLIENT FUNCTIONS

Key screens when using the SaskTel IBC Desktop Client

Please note some functions of the IBC Desktop Client are only available with certain IBC packages.

DESCRIPTION SCREEN

[ SaskTel IBC . (o= e |
File Edit Help

Saskk’ E__f In'. Business Solutans In'l

Login screen

To launch the application, users must enter their
SaskTel IBC portal credentials (for example,
phonenumber@ibc.sasktel.com and password),
from the email set by the SaskTel Business Team
with a subject line IBC login and support.

Username

For subsequent logins, it is recommended that
users select the option to remember their password
and sign in automatically.

306X00000 @ibe.saskiel.com

Password

The login screen also displays the version of the
client installed.

Remember password

Sign in automatically

G L =

You have been signed out due to signing in from another SaskTel

Your user credentials can only be logged into one

Desktop Client at a time. IBC dlient.

I |
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Main window

The main window includes the capabilities to set

your personal image, change your presence, check T S
yourvoice mail, and start communications with other File Edit Contacts Calls Conversations Window Help
contacts.

. . . Demo, Erin
When you start the desktop client for the first time, [ available v
your Contacts list is empty. ¥ Set Lacation

What's on your mind?

This multi-layered interface has options that are
available by clicking your mouse with either the left
or right button. To discover all the functionality,
review the information on each screen and its
capabilities.

Access the voice mail portal online to check your
voice mail and manage your voice mail settings. To
do this:

e Click the Voice Mail Portal link and your
default web browser will open to the SaskTel
Voice Mail Centre.

e |f you are accessing SaskTel Voice Mail for
the first time, enter your 10-digit phone
number in the username and password
fields, then click Login. The system will
prompt you to change your password.

Click the Update your VolP 9-1-1 location
information link to change your location settings in
the SaskTel VolP portal. Use the same credentials
you used for Voice Mail.

Voice Mail Portal

Update your VolP 911 location information
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Header menu

e File: About SaskTel IBC (displays the software
version number and EULA), Options, Sign Out, or
Exit SaskTel IBC. When you access Options, you
can control the IBC Desktop Client settings. Click
through the settings to change the General,
Audio/Video, Incoming and Outgoing Calls,
Services and Advanced settings. Advanced
Settings contains your Audio Conference
credentials.

About SaskTel IBC

Options...

Sign Out Ctrl+Shift+O
Exit SaskTel IBC Ctrl+Shift+Q

Pl (EC Project Team (0)
M 1y Contacts (0) v

e Edit: Cut, Copy, Paste, or Select All.

e Contacts: Add or search contacts, control how
contacts are sorted and which are displayed in
your contact list. Add, view, edit, and remove
Groups.

e Calls: Volume, choose an audio device, set up
Do Not Disturb, Call Forwarding, Call Me Anywhere
features, Manage Incoming and Outgoing Calls
settings, set Dialing Service, Pull Call from another
device, Retrieve a Parked Call, or access your
Voice Malil.

e Conversations: Access My Room or
generate My Room invitations for guests.
Email My Room Invitation will generate an
email in your email program to invite guests
to collaborate with you. If you are in an
active communication, you can also control
that communication from this dropdown.

Voice Mail Portal

Update vour VolP 911 loc ation information

C—————— =

e Window: Control the various windows that
are in the Desktop Client. Manage your
profile and access Busy Lamp Field.

e Help: Connects you to the online
support site.

SaskTel IBC Desktop Client User Guide



Icons on the tabbed main window: E Options: Use for quick access to options
and call settings such as Call Forwarding.

My Information: Use this area to
change your profile photo (or avatar), JoinRoom  Join Room: Join a contact’s room.
change your presence, set your location, or

enter free text. To change your image double k Call: Make an IP audio call to a selected
click the avatar. contact.
My Room: This is your permeant 3 Call from Phone: Make a Click-to-dial

communications room. Participants can = call from your desk phone.
dial in to your audio bridge, view your

desktop and chat. Your Admin must assign you Video Call: Make a video call to a

to an audio bridge before it will appear here. ®a  gelected client (VolP).

Add: Add_ a contact, group, or My Info: Open contact’s profile. Add to
Room invitation. @ favorites and edit.

H Contacts: Displays your contacts and
their availability. To search for a
contact, start typing a name in the
Search and Dial field. This will search your
Contacts and your Enterprise Directory.

Chat: View previous chat history.
Right-click to Mark All as Read.
Communication History: Displays the number
of voice mails as well as all of your call history.
Right-click on the icon to Mark all as Viewed.
Dial into Voice Mail by clicking on Voice Mail.

E Dialpad: Click to display the Dialpad. To
make a call, enter a number and select
how you want to complete the call — via
the IBC Desktop Client, your desk phone, or
use the video calling capabilities.

contacts within your SaskTel IBC

Enterprise Directory. To add a contact or
to see additional options for a directory contact,
right-click the contact name or group.

Directory: Provides a complete list of all

IBC Portal link: Provides a direct link to
the IBC User Portal where you can
manage features; add Busy Lamp Field

users, turn voice mail on and off, and update

your email address on your profile.
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Manage contacts in the SaskTel IBC Desktop Client

DESCRIPTION SCREEN

@ =aeec E

File Edit Contacts Calls Conversations Yindow Help

When you start IBC for the first time, your Contacts
list is empty.

Add contacts
What's on your mind?

e To add a contact, click the Directory icon. Find
the contact to add by scrolling through the
contact list or using the Search and Dial field,
then right click the contact name and select Add
to Contact. If you notice performance issues
in the Directory, it is due to the number of
entries in your Directory. For a better
experience, use the search function in the
Contact tab.

= Directory (42)

Doe, John
Work: Call N

Video Call 4
Call from Phone  »

View Profile
Add to Contacts

e To set a contact as a favorite, right click on a
contact from the contact list and select Set as
Favorite. Once contacts have been marked as
favorites they will be listed in their own Favorite’s
group. It is recommended to favorite all your
contacts to sync with the Mobile client, should you
subscribe to it presently or in the future.

Voice Mail Portal

Update your VolP 911 location information

Add contacts that belong to another IBC Enterprise i o o G Conerane it

]

e To add a contact from a different IBC Enterprise,
click Add to the right of the Search and Dial field.
Select Add Contact. Enter their Display Name,
Personal Phone, IM Address
(BOBXXXXXXX@ibc.sasktel.com), their conference
bridge details, etc. Click Save.

e Adding their IBC IM address will send them a
notification to accept your presence request.

New Contact

SaskTel IBC Desktop Client User Guide 8


mailto:306XXXXXXX@ibc.sasktel.com

Add a contact group

e To create a group of contacts, click the Add Pl GGt Gale_Cunvion Wi bl
icon, then select the Add Group icon and : "
enter the name of the group. To add a contact
to the group, right click on the contacts to add
and select Add to Group and choose the
name of the group.

e Once acontact group has been created, you can
initiate group chat sessions, and from there
initiate voice calls, and desktop sharing
sessions. Right click the header of the Group to
open a group chat tab. A communication
window will open with all members of the group.

SaskTel IBC

File Edit Contacts Calls

Conversations  Window Help
ENE)

Dr. Regina
What's on your mind?

B8 Fovorites (3)%

2 Demo, Bill
[T\ Demo, Pat mobile Il
¥ Chat

Call 4 abile
& Video Call » |
Call from Phone 4
Join Room

IBC Pr| v

Remove from Favorites ~
Add to Group 4 IBC Project Team
Remove from Group Project Team

View Profile
Edit Profile I

Unsubscribe

Delete Contact

Voice Mail Portal

Update your VolP 911 location i

Group (Owner) X
S paripanss L a <O

AllHistory - Delete History Participants (3)
79

Drag and drop contacts from the contact list to add them as Demo, Erin Owne

participants to this chat W available

Susan Demo joined chat. 12:46 PM ll |_m Demea, Pat o i

Pat Demo joined chat. 12:48 PM (R Weici
Demo, Susan 9 .
M available °
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Communicate with a contact

To communicate with a contact, right-click on the
contact and select the type of communication you
would like to do - chat, call, video call, call from
phone, join room, or email. Each form of
communication will launch a new tab.

A contact’s conference bridge can be directly dialed
into if the Dial-in Number and Conference ID is
saved within their contact profile. Conference
number will appear in the Call, and Call from
phone options when you right click on a contact in
the contact list.

Multiple contacts can be selected to join a group
chat or conference call. Hold the Ctrl button on
your keyboard while selecting the contacts, right
click and select Chat to group chat. From the group
chat tab, you can initiate a Call to each person in
the group and create a conference for up to 6
people.

Active communications appear at the top of the
Contacts list in the Main window. This area
provides an easy view to see the people with whom
you are communicating. The icons will allow you to
hold, transfer, conference, or park a call from this
area.

SaskTel IBC Desktop Client User Guide

Communication options using the SaskTel IBC Desktop Client

DESCRIPTION SCREEN

SaskTel IBC

File Edit Contacts Calls Conversations Yindow Help
Demo, Erin B ®

[0 available ~
? Set Location

What's on your mind?

Project Team (0)

IBC Project Team (0)
My Contacts (5)

‘l Demo, Bill |
& Demo, John

(T Demo, Pat mabile Il
&%’ On customer site Chat

g Demo, Sam
a
‘_ Demo, Susan

Set as Favorite

Add to Group 4

Remove from Group mabile Bl

o

Delete Contacts

Voice Mail Portal

Update your VolP 911 location information

8 SaskTel1BC

File Edit Contacts Calls Conversations Window Help

Set Location
What's on your mind?

Active (1)
Group (Owner)

aoozo = || & o H
Project Team (0) ~
IBC Project Team (0) ~
My Contacts (5) ~

Gl Demo, Bill call %
i Demo, John

il | Demo, Pat call %
&Y On customer site

g Demo, Sam
4
‘_ Demo, Susan mabile Il

Voice Mail Portal

Update your VolP 911 location information
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Chat options:

[ Dermo, 8il e e )

o The Ca” WindOW iS aISO integrated Wlth the File Edit Calls Communication Window Help

communication window by default. You can P———

separate a tab on to a different .

communications window by dragging and € - wonkoom &, me B < @

dropping it outside of the Main window. A"“"S“’”W'“‘f’ff‘e”‘S‘°”’
e If you prefer to switch to a call, video call, or Zo3PM

to share your desktop with the contact while

you are chatting, click the appropriate icon. G} Hi Erin 204PM

e Send files in a one-to-one chat, by clicking
Send File icon in the communications
window or use the ‘drag and drop’ method so
that they are moved to the communications
window. |

2:04 PM Are you able to meet at 3 today to go over the financial analysis?

e The Chat recording feature saves the history
of your chat messages. Chat history is stored
on the client. If you have multiple clients, the F [ ©
incoming messages will be stored on any
device that is logged in when the message is
received. To delete previous chat messages,
click Delete Chat History at the top of the
chat box. Deleting the chat history is only
done on the client where you delete them
from.

Share desktop B s [P |

Preview

From the Communication window, you can perform
desktop sharing with another user. Click the Start
Sharing icon, you will then have the option to
choose which application that is currently in use that
you would like to share. For example, if you would . -

only like to share a Word document With YOUF CONACT || Ner e o come e srers fessen ion o s o press 55 efsn

then select the Word option and select Start CH o % @ & &

Sharing. . . .
Microsoft soft Microsoft Microsoft Snagit Snagit Editor
Word

g Micro:
Chrome OneNote  Qutiook Teams

The person with whom you would like to share with
will receive a natification if they do not have a current
communication window open with you. Once that
person accepts, he or she will see what you are
sharing. They can zoom in, out, fit to screen and
actual fit. Once you are in sharing mode you can
pause, stop, select another option to share, or il e
preview.

Now Sharing
to Demo, Bill

SaskTel IBC Desktop Client User Guide 11



Call options:

While on a call the communications window
displays the call status, duration of call, and
provides the capabilities for you to place the
call on hold or resume the call and mute the
microphone.

You can also click the more menu to transfer the
call (blind and attended/consultative), add
another user by conferencing the call, park the
call, open the dial pad, toggle between speaker
and headset, and adjust the speaker volume.

There are three transfer options: Transfer Now,
Attended Audio, and Attended Video.

« To blind transfer, dial a number in the Search
and Dial field and click the Transfer Now
button. The call will go through to the dialed
number.

+ Attended Audio/Video will allow you to call
someone first to see if they are available to
take the incoming call then click Complete
Transfer to complete the transfer.

To park an active call, click the options menu in the
communications window then select Park Call.
Select the extension you would like to park the call
against. Click the Park button.

To retrieve a parked call, select Calls from the
Header Menu, select Retrieve Parked Call. You
can select how you want to retrieve it with
SaskTel IBC or phone (or using *56 on your
phone set.)

SaskTel IBC Desktop Client User Guide

Demo, Bill

File Edit Calls Communication Window Help

. Demo, Bill
‘l Y <e aoozs o || & v JoinRoom ma <3 (1)
& Transfer
3:29 PM @& Conference m
& ParkCall
: ) # Dialpad
G{' Hi there i 329PM
4 Audio Device

e to review the financial analysis

Yes, Il book a meeting to review.

3:30PM

3:330 PM

Great. Got a second right now? | have a quick question before we meet.

Be

3083472752
My Contacts (1) ~
@ Deme, Susan
Directory (1) ~

I'fT‘S(J"\l D S
\5d) emo, Susan

Attended Audio

Attended Video

® |Jse my extension

Mute Ctrl+Space

Volume Up Ctrl+>

Volume Down Ctrl+<

Audio Device 4

Do Mot Disturb ~ Ctrl+D

Call Forwarding 4

Call Me Anywhere 4

Incoming Calls

QOutgoing Calls

Dialing Service 4

Pull Call Ctrl+P

Retrieve Parked Call 4 With SaskTel IBC  Ctrl+Alt+Shift+P
Voicemail 4 pthihone

12



Call Pull:
Call Pull allows you to pull an ongoing call from one
of your devices to another one.

To pull an active call from your desk phone, Mobile,
or Tablet client, select Calls from the Header Menu,
then Pull Call or by clicking the Call Pull icon in the
Active Communication area.

The call will be pulled to your IBC Desktop Client.
Call Pull can be used from your IBC Desktop Client
to your desk phone using *11 on your phone.

Call on desk phone:
When you call a contact from your desk phone, the
phone controls the options.

A call control window is available on the Desktop
Client. Allowing you to control the call that is on your
desk phone. The red phone in the communications
window indicates a Call on the desk phone.

When you select Call from Phone, an incoming call
will ring your desk phone. Once you answer it, the
outbound call will be initiated automatically.

Video call:
If the contact has video capabilities, you can call them
by clicking video call.

In the communication window, you will see your
camera view and your contact when you answer
the call.

If video calling is not available, the call will
automatically switch to a regular call and the call
button will turn red.

Answering incoming calls:

When receiving an incoming call, a pop-up
notification is displayed on your screen. You can
answer the call or decline the call.

To answer the call, click the green Audio button.
You can also initiate chat with that contact, the
option is available in the Active communication area.

When someone is calling you with video, you can
answer with video or with audio only. If you answer
with video, the camera on your PC will turn on and
the caller can see you.

When assigned to a Standard Call Queue, the call
display will indicate the name of the queue the call is
coming from. This will help determine which greeting
to use when answering the phone.

SaskTel IBC Desktop Client User Guide

Mute Cul+5
Yolume Up C
Volume Down C

Audio Device

Do Not Disturb
Call Forwarding
Call Me Anywhere

Incoming Calls
Cutgoing Calls
Diialing Service

Cul+D

pace
trl+>
trl+<

3

3

3

3

3067772725 - Incoming call

Pull Call Curl+P Demo, Susan
Retrieve Parked Call 4
o @ N[E]¢ e ®
Voicemail 4
. 13063472752 X |
K:}, 0333 " (e e < (D
& setene ——— —
File Edit Contacts Calls Conversations Window Help
X
SaskTel

Demo, Susan E)

- 2752 - Incoming call

TS BT BT

Demo, Susan
3067772725 - Incoming call
viaCall Gueue Mame
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My Room in the SaskTel IBC Desktop Client

DESCRIPTION SCREEN

My Room

My Room is a group chat room that allows you to
share your desktop with a maximum of 30
participants, send group chat messages, and
quickly join your audio conferencing bridge. To
initiate a My Room session, click the My Room
icon. Drag and drop contacts from your contact
list into your room.

To share your desktop with all participants,
click the Start Sharing icon. Then click the
Start Sharing icon in the pop-up window. You
also have options to select the display or
application that you would like to share.

Once you start sharing, you can access the
Now Sharing window controls to Pause
Sharing, Stop Sharing, Select What to Share,
or Preview what those viewing your desktop
can see.

To join an audio conference, users press the
Call icon in the My Room toolbar. The owner
of the My Room session opens the audio
bridge as moderator by clicking on the Call
icon. Others enter as participants by clicking
their Call buttons. Both icons will dial into the
bridge and enter IDs automatically.

Once an audio conference is initiated, all
participants are listed. The owner has access
to moderator functions, including the ability to
lock the conference, mute or unmute all
participants, mute or unmute individual
participants, or dismiss all participants. These
options are available on the Conversations
menu.

You can allow other IBC users to share their
desktop in your room if you allow participant
sharing.

To enable participant sharing, click on the
Conversations menu > select Sharing >
select Allow Participant Share. Now when
other IBC users join your room, the sharing
icon will be available to them.

File Edit Contacts Calls Conversations Window Help

My Room (Owner) x

-
Q) e %

AllHistory « Delete History
n2n9

Whats on your mind? Room Info ~
nber +1-3063478225

482914

PIN 612756

In chat: Susan Demo

. Drag and drop contacts from the contact list to add them as
S Froject Team (0) participants tothis chat

IBC Project Team (2)

Bill Demo joined chat. 10:00 AM Copy Guest Link 53 O

Sl My Contacts (5)

‘ { Demo, Bill
g Demo, John

-W\ Demo, Pat mosite ll

&Y on customer site

(%) Demo, sam

&
ﬂ, Demo, Susan [ |

Voice Mail Portal

Participants (4)

m Demo, Erin Ovine
M available

). Demo, il o
€ -

L Demo, Pat .
.L;b M mobile Cl

[, Demosusan )
m Wavsizole i

Pat Demo joined chat. 10:01 AM

Update your VolP 911 location information @

Now Sharing
to My Room (Owner)

FEEC e e . el el el

File Edit Contacts Calls |Conversations | Window Help

MyRoom  Ct+Sift*R  bom (owner) x
My Room Invitations >
oo e~ || R

<@
Lo Active communications
at's on mind? ~
ek My Room (Owner) > Hold Call Room info
Transfer To e
In chat: Susan Demo 13063472756
Conference With skaion
Drag and drop contacts 5 o=
ol Show In-Call Dialpad 612014
Bill Demo foined chat
S Open Tab Copy Guest Link 3 O
Pat Dema oined chat :
Show All Chat History Participants (4)
Bill Demo left chat 10 3
Delete Chat Histo
ProjectTeam (0) o TR & - .
C Project Team (2) Sharing *  StartSharing
Pat Demo left chat 10
My Contacts (5) End Call ¥ Allow Participant Share
Pat Demojoined chat
‘| Demo, Bill Add Call from Phone Fit To Screen
Pat D left chat 10
ol Add Video
Demo, Erin started sh 50%

Copy Recent Attendee List to Clipboard 100% Actual Size

Lock Audio Conference 200%
Hide Participants
Dismiss All Participants

g Demo, John

&
D

Demo, Erin stopped s|

Demo, Bill started sha

Zoom In
Zoom Out

Demo, Bill stopped sh

g Demo, Sam Mute Al Participants
Unmute All Participants
L Demo, Susan Participants
Demao, Susan 3
L Demao, Bill 12
P 911 location informat SaskTel ¥

SaskTel IBC Desktop Client User Guide
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Non-IBC participants can join as Guests if they
are provided with the IBC My Room Invitation.
Both a link to the Guest Join Link and the
Audio Conference details will be provided.

Send guests a My Room invitation by clicking
on Conversations > My Room Invitations
then Copy Guest Link. Paste the information
into a calendar invite or click on Email Guest
Link and it will open up the default email
program to a new email.

It is recommended to use Google Chrome
as the web browser to enter an IBC My
Room.

Non-IBC guests can click on the guest
participant URL link, enter their name, and
then click Join Room.

Once the participant clicks on Join Room, you
will see a notification in your My Room. You
must accept the guest request to allow them
in.

The guest is allowed into your room and can
now participate in the multi-user chat with
other participants in the room.

The guest can also request the conference
bridge to call them by entering a phone
number and clicking the Call Me button.

The bridge will place a call to them and the
participant can join the call by pressing 1. This
option provides the guest with a toll-free way
of joining.

The guest can also manually call the
conference bridge by using the provided dial-
in information.

File Edit Contacts Calls | Conversations | Window

Help

My Room
My Room Invitations

Demo, Erin
call v

¢ Set Location
What's on your mind?

My Room {Owner)

Active communications

Cirl +Shift+R  pom (Owner)

4 New Invitation

Copy Guest Link
4 Email Guest Link

Pat Demo left chat 10

Active (1)
My Room (Owner)

Generate New Guest Link

Pat Demo joined chat. 10:13 AM

Erin Demo would like you to join a meeting

You have been invited to join Demo, Erin's room for a meeting.

SaskTel IBC Users:
Join Demao, Erin's room in SaskTel IBC.

Guest Participants:
<Guest URL link here>

Audio Only: +1-3063478225,482756#

i

Sasklel

Leah

Enter your name to join the session.

Room

&
-
Hi there, thanks for sending me the link to the team
meeting

Room Info -~
Diak-in Number +1-3063478225
Conference ID 482914
Moderator PIN 612756

Copy Guest Link V)

Participants :
Pending (1) ~
I\‘jf'/l Rigger, Jean v :X:
Joined (4) ~

Dema, Erin Owne
% ca
‘] Demo, Bill E\ @

LG\ pemo, Pat

4 Ci

. « Demo, Susan o)
&

ane

@ Room - Leah

Additional Call Options

Leah Owner)

(1D ) Welcome!

+1-306 581
75%

Enter your number, and we'll call you.

Participants 2

Leah

Leah
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Call Me Now Link

If you do not subscribe to My Room, you can
provide your non-IBC participants with a Call Me
Now Link. This is a toll-free way to enter the
conference bridge. The call is established at no
cost to the external party.

Login to the IBC User Web portal by clicking on
the IBC portal link, enter credentials then click
Login.

Tip: Select Remember Password so that you
don’t have to enter in your credentials each time
you want access to the portal.

Click Audio Conferencing, on the left panel,
click Conferences, then select the bridge in
which you’d like to get the Call Me Now link for.

Copy the Call Me Now Link and provide it to
your non-IBC patrticipants.

When your non-IBC participants open the link,
they can enter their phone number in which
they want to be called back at. The bridge will
place a call to them and the participant can
join the call by pressing 1.

Sasklel =

| | Login
LN
Conference Acc
Phone
Numbar, 20BXXX0000
C“"rerequs?aaazzs
Call Me htp WiNdex jSpj0in=3063472756%
Now Link: 40ib

C & ibcportalsasktel.com/meet-me-moderator/c.. ¥ =/

il

Sasklel

Join a Conference

Bridge Number : 3069313581
Enter your phone number in the field below and click on Call to have the
conference call you.

* Phone Number|3067755555] | can

SaskTel IBC Desktop Client User Guide

16




6-Way Conferences using the SaskTel IBC Desktop Client

DESCRIPTION SCREEN

6-Way Conferences

| File Edit Contacts Calls Conversations Window Help

The Desktop Client allows users to conference ad @ - 8 pre— "
hoc with up to six participants. There are multiple (@) e L% <o
ways to initiate a conference: Bt Ty racooloR) 3

D‘a,q‘ ‘d:m," r[;x:'aclilwmrr:'::;:m'anl list to add thern as m :E‘\m Erin
B Froject Team () Bill Dema joined chat. 1:45 M ‘} Demo, Bil o
H H A . SR e Proiect Team (2) Pat Deme joinad chat. 1:46 PM
e By selecting multiple contacts in the contact list Y oo S Dot 14571 0 Pl
while holding the Ctrl key, right-clicking on any @ P . -

£ Setas Favorite

contact, then clicking Chat. Once a
communication tab opens, click the Call icon. It
will dial each contact into an N-way call, one at
atime.

‘ Add to Group .
1 »
n"_‘_al Remove from Group

g 2
& Demo, Susan ]

Delete Contacts

e By using the More menu in a communications e "] :
window to add participants to an active call. € — O]
Click the Conference, enter the contact in the S & Trenste
search and dial field, then click Call. A new call — R — (
will be placed. Once that person answers, click
the Merge icon in the Active calls area. ofem ]

IBC Project Team (2) ! Mycuuum,.u—ﬂ
Co::acts[ﬁ] - “r—_ san =
[ - s S
i Dema, John e
@B Demo, Pat ]
A On customer site
—
o] Update your VolP 311 location information B @
[ sasTel BC T = @ B
File Edit Contacts Calls Conversations Window Help
e By connecting two separate active calls. From e ; oo |
B aoess o || B Join Room e (0]
the More menu of one of the calls, select & E— =
Conference, the other active caller will appear e e e
hgre. Click on the other active call and the call T [ ]
will be merged.
[ (e “
g Demo, John
'L"-H nef!»a,ll.’ai . u
—
| e Update your VolP 311 location information B @

e By clicking the Add People icon in the Active
Communications area while on an active call.

The Conference window will open, enter the ADC""" (B‘:
contact in the search and dial field then click s _ G .
Call. A new call will be placed. Once that oo & \ :

person answers, click the Merge icon in the

Active calls area.
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Manage My Information settings using the SaskTel IBC Desktop Client

DESCRIPTION SCREEN

e Your profile photo (or avatar) is the picture that
represents you when your contacts see you in
their contact list and in their communications
window. You can select any image from your
hard drive to be used as your avatar. To browse
your computer for a new image, right-click the
avatar icon and select Change Profile Photo.
Select the image you like and click Open to set
it as your avatar image.

-
(] SaskTel IBC -E@g

File Edit Contacts Calls Conversations Window Help

e Presence is used to indicate if you are available
and willing to communicate. To change your ; _
presence, click the drop down menu next to Demo, Erin DRG]
your avatar image and select one of the qaw
availabilities. You can choose from:

I available
away
7 busy

offline

Available: user is online, ready for
communication.
Away: user is online but is idle or away
from their computer for more than 10
minutes.
:'// Busy: user is busy and does not want to
#  be disturbed. Automatically updated for

when user is busy due to a call.
Offline: user is offline and the only
available contact method is calling or
leaving a chat message.

Note: mobile indicates the user is using their mobile

client.

(BN rroject Team (0)

IBC Project Team (2)

My Contacts (5)
'} Demo, Bill
325 Basil 5t. Yorkton

3 Demo, John

4 Demo, Pat mobile
Q&4 On customer site

m Demo, Sam

j= )

ﬁ_ Demo, Susan | ]

Voice Mail Portal I

e You can also enter a status message in the field
thatdisplays —What's on your mind? This status
text is shown after your name when others
observe your name in their contacts list. To add
a message, click the status message field and
type your message, then press Enter.

Update your VolP 911 location information

ey o

¢ Manually set your location. Please note that
this location does not get updated for 9-1-1
purposes.
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Change call settings using the SaskTel IBC Desktop Client

DESCRIPTION SCREEN

Change call settings “, - . s
File Edit Contacts Calls Conversations Window Help |

The SaskTel IBC Desktop Client allows you to —
manage many of your calling features by using the ) F b
Options view. :enomm

To access the Incoming or Outgoing Calls settings:

‘,". Incoming Calls

e Click File in the top header, then Options, then Y O cenern
Incoming or Outgoing Calls from the Options (2] AudiojVideo
dropdown, or %5 incoming calls

\"; Outgoing Calls

o Services

e Click Calls in the top header, then Incoming or
Outgoing Calls Settings, or

#& Advanced

Voice Mail Portal

e Click the Options icon in the left pane then
Incoming or Outgoing Calls from the Options

Update your VolP 911 location information

dropdown.
\".‘ Incoming Calls
The incoming call settings you can configure are: Do Not Disturb
Call Forwarding ~
° DO Not Disturb OFF - Call optiens not cenfigured
i Always 5
e Call Forwarding When Busy
H'™ When No Answer Set numbrer
[ ]
Ca" Waltlng Mumber of rings before forwarding 3 w
e Call Me Anywhere Call Waiting °
Call Me Anywhere ~
. . . OFF - Location notenabled
The 0Uth|ng Ca" SettlngS y0U can Conflgure are: Use your selected phones (“Locations”) as an extension of your business phone
number and dial plan
o AutomatIC Ca"baCk Alert all enabled locations for Click-to-Dial
e Highlight to Call Addnumber
Location is required to activate Call Me Anywhere
¢ Review before Dialing
¢ Register to Call RS L e—pE————
(| File Edit Contacts Calls Conversations Window Help
CF e
&, |[wnatson
= Active (1}
Learn how to use these settings below. © | @ ceneri
(3] Media

% Incoming Calls

@ 3 Outgoing Calls
fo3 A& Advanced
Alert all enabled locations for Chck-to-Dial
3065206245 x +
Add number x
o —

SaskTel Voice Mail

Update your WolP 911 location information
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Change call settings: Do Not Disturb

Do Not Disturb blocks all incoming calls and sends
all calls to voice mail by default, or your Forward
when busy location if this has been configured. To
enable this option, click the Do Not Disturb toggle.

e Every time a call is blocked or deflected
because of the service, you can configure
the service to play a ring splash on your Poly
set as a reminder that the service is active.
This feature must be turned on in the user
portal and will only play on a Poly device.

Change call settings: Forward Calls

The Call Forwarding Feature allows you to forward
calls to a desired number. Within the Preference
menu, select Incoming Calls, click the Call
Forwarding toggle, then select your preferred call
forwarding service:

e Always forward: The Always forward feature
forwards all incoming calls to the specified
destination and has the highest service
precedence. It will override all other forwarding
and mobility settings. To enable Always
forward, enter the destination to forward calls
to and select the check box.

e Forward when busy: The Forward when
busy feature forwards incoming calls only
when you are busy on another call or have the
Do Not Disturb feature enabled. To enable
Forward when busy, enter the destination
number to forward calls to and select the
check box.

e Forward when unanswered: The Forward
when unanswered feature forwards incoming
calls only when you are away and unable to
answer. To enable Forward when
unanswered, enter the destination number to
forward calls to and select the check box.

Note: If you wish to forward calls, ensure the
number of rings is configured to a number less than
the number of rings before greeting setting of your
voice mail. This is configurable in the user portal.

SaskTel IBC Desktop Client User Guide

[ 13 saskrei BC — e B = o |

File Edit Contacts Calls Conversations >

Demo, Erin @ |B
[ available v

9 2121 Sask Drive Regina

What's on your mind?

- P e
t;. Incoming Calls

Do Not Disturb

Call Forwarding
OFF - Call aptions notconfigured

Call Me Anywhere
OFF - Locatien not enabled

Voice Mail Portal

Update your VolP 911 location information

_
[ saskTelBC s 0 e B BESHEERC

2

File Edit Contacts Calls Conversations

Demao, Erin D IB
] available v

¥ 2121 Sask Drive Regina

What's on your mind?

b - .
t;. Incoming Calls

Do Mot Disturb

Call Forwarding
oM

Always 3063472753

When Busy 2063472753

Set number

When No Answer

Number of rings before forwarding

Call Me Anywhere
OFF - Location notensbled

Voice Mail Portal

Update your VolP 911 location information
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Change call settings: Call Me Anywhere

The Call Me Anywhere feature allows you to
receive business calls on any phone (Locations)
simultaneously.

e To enable this feature, click the Incoming
Calls settings and then click the Call Me
Anywhere toggle.

e Next, enter the number of the device that you
want to ring simultaneously along with your IBC
device in the text box. Click Enter and select the
check box to enable the device. Please note
that each number (location) is only configurable
to one IBC device.

e Optionally, there are additional settings that
can be configured. Click + to view these
setting options.

»  Set Description of your device.

* The Don’t Divert Calls option is not
available.

* When the Answer Confirmation box is
checked, you will be required to press a
key on the corresponding device to accept
the call. If you require answer confirmation
for a device, check the Answer
Confirmation box. This option is useful if
you do not want the caller to reach your
Call Me Anywhere phone’s voice mail box.
Use this feature to distinguish between
personal and business calls so you know
how to greet an incoming caller. Note that
the availability of Answer Confirmation is
dependent on compatibility with your Call
Me Anywhere device’s network.

* The Call Control option is not available.

e To delete a location from your list of Call Me
Anywhere numbers click the x next to the
number.

e You can select to enable Alert all enabled
locations for Click to Dial. If this option is
checked and you place a Call From Phone
call using the IBC Desktop Client, your Call
Me Anywhere location will ring along with your
desktop phone. Once you answer, the
outbound call will be completed and the party
you are calling will see your business caller ID
not your mobile phone caller ID.

Please note that if a Call Me Anywhere location,
for example a wireless phone, is dead or on Do
Not Disturb, an incoming call will go directly to
voice mail.

SaskTel IBC Desktop Client User Guide
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@ seskTel BC s 0 e B (ol o

File Edit Contacts Calls Conversations

Demo, Erin
[ available
¥ Set Location

What's on your mind?

= P i~
t.‘. Incoming Calls

Do Not Disturb

Call Forwarding
OFF - Call optiens not cenfigured

Call Me Anywhere
ON

Use your selected phones (“Locatiens™) as an extension of
your business phone number and dial plan.

Alert all enabled locations for Click-to-Dial

3063472750
Set Description

Do not Divert Calls (e.g. Do not Forward)
Answer Confirmation
Call Control

Add number

Voice Mail Portal

Update yvour VolP 911 loc ation information
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Change Call Settings: Automatic Callback

This feature allows you to be notified when the
previously called busy party becomes idle and is
connected without having to redial the phone
number.

e The called party must be busy and
therefore cannot have voice mail turned
on

e The called party must be an IBC user and
in a similar geographical location

Note: It is recommended to leave a voice mail
message if the call goes to voice mail.

Change Call Settings: Highlight to Call

This feature allows for Click-to-Call using
highlighted text and global keyboard shortcuts.

e Choose from a list of shortcuts

e Use in combination with Dialing Services
described below to set default call type

e Next time you look up a humber online,
highlight the call, and use the shortcut to
dial an outbound call.

Change Call Settings: Review before Dialing

This feature allows you to review a number in the
dial pad when a call is started outside of the
application.

Change Call Settings: Register to Call

This feature integrates the client with Windows
as the default handler for certain phone
number formats. When registered, it allows
click-to-dial from IBC to tel: links.

Change Call Settings: Dialing Services

Dialing Service controls the default call type when
using call icons. To access Dialing Service, click
Calls in the top header, then Dialing Services.
Defaults can be set at Call, Call from Phone, or
Video Call. This setting will also be used for the
default when using Highlight to Call.

SaskTel IBC Desktop Client User Guide

‘,‘; Outgoing Calls

Automatic Callback

Highlight to Call

With a shortcut key, you can automatically call numbers
you've selected in text on screen. To set the shortcut, select
the preferred combination from the dropdown below “set
hotkey”. These will override app keyboard shortcuts, so
choose key commands you are not using elsewhere.

Set Hotkey

Ctrl+Shift+C

Review before Dialing

Calls started from outside applications are not dialed
immediately. Instead, the dialpad displays the number for

editing.

Register to Call

SaskTel IBC is registered as a calling application.

Demo, Erin

[ available ~

¥ Set Location
What's on your

JM Project Team (0)
IBC Project Team (2)
My Contacts (5)

‘{ Demo, Bill
& Demo, John

Mute Ctrl+Space
Volume Up Ctrl+>
Volume Down Ctrl+<

Audio Device ’

Do Not Disturb ~ Curl+D
Call Forwarding '
Call Me Anywhere 4

Incoming Calls
Outgoing Calls

Dialing Service 4
Pull Call Ctrl+P
Retrieve Parked Call 4
Voicemail 4

v

~

¥ Call
Call from Phone
Video Call

‘|\‘ ‘A Demo, Pat
&% 0n customer site

Q Demo, Sam

S

ﬁ Demo, Susan

Voice Mail Portal

Update your VolP 911 location information
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Changing preferences

Preferences are used to maintain your own user
profile. To access the Preferences menu, select
File, then Options or click on the Options icon at
the bottom left corner of the client.

General

The General tab is used to control some general
settings associated with your account preferences,
such as remember password, automatic sign-in,
notifications and accessibility options like spell
checker.

Audio/Video

The Audio/Video menu gives you options for
configuring your input and output devices for all
audio and video communications. For instance, you
can select your headset to be the designated voice
output device. In addition, you can also designate
an audio device specifically for incoming ring signal.
For example, you may want to select your computer
speakers as your ringing device.

Choose the ring signal from a list of options.
Preview them by clicking on the play icon.

Click the Capture device drop down menu to select
the camera that you want to use for video calls.
Your external web cam is selected by default if you
have one connected.

You can also choose the video size of your video
calls. Please note that higher resolution requires

more bandwidth. It is recommended to select the
medium or small option.

SaskTel IBC Desktop Client User Guide

Changing preferences using the SaskTel IBC Desktop Client

DESCRIPTION SCREEN

@ General ~

Language

English -
Login
Remember password L]
Sign in automatically L ]
Notifications
Ask before deleting a contact ®
Ask before deleting history information L J
Ask before publishing location information L ]
Ask before ending a communication L J
Ask to hold a call when starting a new call L ]
Accessibility
Enable pop-up errors
Enable tooltips L J
Enable spell checker L ]
Enable auto-capitalization L ]
] Audio/Video ~
Audio
Headset:
Output device

Use Default v
Input device

Use Default ~
Speakers:
Output device

Use Default -
Input device

Use Default v
Level
Ring device (alert signal)

Use Output Device v
Ring signal

S — . N
Play tone for incoming messages [ ]
Video
Capture device (video)

Integrated Camera w
Video size

Large v
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Services

The Services menu contains the settings for Busy
Lamp Field. The Busy Lamp Field feature is
comprised of a window showing the predefined team
members and their related call states. For a ringing
call, the only action is to pick it up.

Each Busy Lamp Field member can have four call
states: available, busy in call, ringing, and offline.
When a line is ringing, you can see the caller ID by
hovering over the user and answer the call by
clicking on the handset icon. This is using the
Directed Call Pickup feature in combination with
Busy Lamp Field. You can restrict the ability for other
users to monitor and answer your incoming calls
through this feature by updating your Privacy settings
in the portal. From your main profile page in the
portal, click on Privacy, then Enable Busy Lamp
Field Status Privacy, and add authorized users that
can monitor your status.

The list of users being monitored is the same list
being monitored on your phone set. To edit the list;
click on the IBC Portal link, login using your IBC
credentials, go to Client Applications, then Busy
Lamp Field. Add and remove users here to enable
on your phone set and Desktop Client.

If you are assigned to a Standard Call Queue, you can
sign in and out of the Call Queue(s), set agent state
and unavailable codes.

e Available — Indicates you are available to accept
new calls or are on active calls.

e Unavailable and unavailable sub codes —
Indicates you are not available to accept new
calls.

e Wrap-up — Indicates you are performing post-call
work, such as paperwork. Depending how your
Administrator has configured this feature, you may
or may not be available to accept calls when in
this state.

e Sign-in/Sign-out — Indicates whether you are in
the office/out of the office. The Sign-in state only
means you are present. Calls are not routed to an
agent that is in Sign-in state. Sign-out means you
have left for the day.

Your Call Queue State will be applicable to all queues
you are in or have joined. Select “In” to the queues
that you want your state to apply to.
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W Senvices ~

Busy Lamp Field

Show window

Set to be always on top

Open when a team member rinas

Bring to front when line rings

Always ask before closing window
Ring signal for team member line
Queues

Available W

You are ready 1o receive calls.

CC-3069497336
3069457336

ﬁ Busy Lamp Fiel

@ Holly (Ringing)

@ Carmen (Busy)

George (Available)

Queues

Available w

Sign-in

Unawvailable

Wrap-Up
Sign-0Out

Unavailable: test code

Queues
Available w

You are ready to receive calls.

CC-3069497336
3069497330
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Advanced

The Advanced menu contains Troubleshooting, Proxy,
and Credentials. Troubleshooting

Troubleshooting logging: You may be asked to turn Basic Logging

on logging and send a log file directory contents to
SaskTel for troubleshooting purposes. It is not
recommended to use otherwise.

Proxy: The default setting is ‘No Proxy’, which is the

recommended setting.

Detailed Logaging

Clear All Logs

Credentials: Displays your My Room bridge dial-in
Number, Moderator Pin, and Conference ID. Proxy

Restart this application for changes to take effect.

@ No proxy
Use system proxy
Use client proxy

Credentials
Call bridge

+1-3063472756
612914

488223

SASKTEL SUPPORT INFORMATION

If you are experiencing problems setting up your client, contact your Administrator who is the first level of support for
end users.

For SaskTel Integrated Business Communications (IBC) Desktop Client support information including software
downloads and technical support, visit sasktel.com/ibcsupport.
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APPENDIX A: KEYBOARD SHORTCUTS FOR DESKTOP

The following table lists the currently supported keyboard shortcuts (native desktop only). You can use these
keyboard shortcuts to quickly perform frequently used actions. The characters used are lower case. Most of these
shortcuts are also indicated in the accessibility menus.

WINDOWS MAC WHAT IT DOES

CTRL+Q Cmd-Q Quits the application.

Alt+F4 Cmd-W Closes the selected window (except for a contact card and
the About window).

CTRL+C Cmd-C Copies selected text from the client to the clipboard.

CTRL+V Cmd-V Pastes text from the clipboard to the location selected
using the cursor in the client.

CTRL+X Cmd-X Cuts the selected text to clipboard.

Enter Enter Sends a chat message (if the Chat view is visible) when in
the Communications window.
Opens a chat with the selected contact when in the contact
list.
Opens a communications session with the contact or
address related to the selected item when in the
Communications History. This opens a chat if the item was
chat and a call if the item was a call.

- Cmd-H Hides the client.

F1 Cmd-? Opens Help.

CTRL+A Cmd-A Selects all text in the Chat view.

- Alt-Cmd-H Hides other windows other than the client.

CTRL+N Cmd-N Opens the Add Contact window.

Shift-CTRL-N Shift-Cmd-N Opens the Add Group window.

CTRL+1 Cmd-1 Opens a chat session with the contact when a contact is
selected.

CTRL+2 Cmd-2 Calls the contact with audio when a contact is selected.

CTRL+3 Cmd-3 Calls the contact using call from phone when a contact is
selected.

CTRL+4 Cmd-4 Calls the contact with video when a contact is selected.

CTRL+5 Cmd-5 Joins their room when a contact is selected.

CTRL+6 Cmd-6 Opens an email-sending window using the default email
client when a contact is selected.

CTRL+I Cmd-I Opens the contact card for the contact when a contact is
selected.

Shift-CTRL-F Shift-Cmd-F Makes the contact a favorite when a contact is selected.

CTRL-delete Cmd-delete Deletes the selected contact.
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WINDOWS

CTRL-arrow down

CTRL-arrow up

CTRL-space
CTRL-D
CTRL-P

Alt-shift- CTRL-P

Shift-CTRL-R
CTRL-M
CTRL-T
Shift-CTRL-W
Shift-CTRL-F2
CTRL-F1
CTRL-F3
Shift-CTRL-D

MAC WHAT IT DOES
Cmd-arrow down Decreases the volume.

Cmd-arrow up Increases the volume.

CTRL-space Mutes the client (while in a call).

Cmd-D Turns on the Do Not Disturb service.

Cmd-P Pulls an ongoing call from your other device to the client.

Alt-shift-Cmd-P Retrieves your parked call.

Alt-Cmd-2 Calls your voice mail with audio.

Alt-Cmd-3 Calls your voice mail with audio using call from phone.

Alt-Cmd-4 Calls your voice mail with video.

Shift-Cmd-R Opens your My Room.

Cmd-M Minimizes the window on OS X. On Windows, it closes the
Busy Lamp Field window.

Cmd-T Enables always on top.

Shift-Cmd-W Opens the web button view.

Shift-Cmd-F2 Opens call history.

Shift-Cmd-F1 Opens chat history.

Shift-Cmd-F3 Opens visual voice mail.

Shift-Cmd-D Opens the dial pad view.

Shift-Cmd-M Opens the Main window.
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APPENDIX B: IBC DESKTOP CLIENT — VOICE ONLY

If a user is only subscribed to the Standard package and does not subscribe to the IBC Collaboration Add-on, a voice
only desktop client is included, which allows users mobility to receive, make, and transfer calls on their personal

computer.

The Dial Pad

B saskTel IBC — m] ®

File Edit Contacts Calls Conversations Window Help

@ Demo, Sam

=] 2 3
. Qo ABC DEF
@
4 5 6
= GHI JKL MNO
7 8 9
PORS Tuv WXvz

Voice Mail Portal

Directory

8 saskTel IBC - O ®

File Edit Contacts Calls Conversations Window Help

Directory (42) ~

Auto Attendant - Standard
Work: +1306949

Auto Attendant - Standard

Auto Attendant - Standard

Call Center
Work: +13069497

Call Center
Extension: 8888

Call Center
Extension: 1234

Call Center
Extension: 5000

OIONONONONONO),

Voice Mail Portal

File Edit Contacts Calls Conversations Window Help

Demo, Sam

Voice Mail

MNew messages: 16
({-:L) Demo, Erin

A 306: 755

Demo, Erin

(DN - 3060 755

Demo, Erin
~ 2755
Demo, Erin
~ 2755

Voice Mail Portal

Q Update your VolP 911 location information

Q Update your YolP 911 location information Q Update your VolP 911 location information
Call History Contacts
8 saskTel IBC - m] X SaskTel IBC — m] X

File Edit Contacts Calls Conversstions Window Help

3

Contacts (7) ~

Demo, Bill
President

Demo, Erin
Work: +13063472755

Demo, John
1st Ave location

Demo, Pat
Work: +13063472754

Demo, Susan
Work: +13063472752

Doe, John
Work: +13065199482

Smith, Bob
Work: +118135550600

®EOLOO®E

Voice Mail Portal

G Update your VolP 911 location information
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