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VOCALOCITY OUTLOOK INTEGRATION

This is an administrator guide that will give step by step directions on how to use Vocalocity Outlook Integration. The account
managers hold a training session daily for new customers to review how to use the system. Contact an account manager at
877.VOCALOCITY for details.

DOWNLOAD VOCALOCITY OUTLOOK INTEGRATION
1. Visit www.vocalocity.com/features/downloadoutlookintegration.cfm or http://my.vocalocity.com
2. Click the Download Outlook Integration link

3. Run the installation wizard for Outlook Integration

= Yocalocity Outlook® Integration

Thiz installation wizard will install Wocalocity Outlook® Integration,
wihich will allow pou to make callz to any contact directly from
Microzaft® Outlook 2003 or 2007 using pour Wocalacity account,

Itiz strongly recommended that you exit all Windows programs
before running this Setup Program.

Ellck Cancel to quit Setup and cloze any programs you have
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4. During the installation you WI|| be prompted to enter your Vocalocity user name and password. This is the same password and
user name you use to log in to the VocalocityPBX user interface. If you do not know your user name and password, please
call 877.VOCALOCITY and speak with a Vocalocity Account Manager.

Enter your Vocalocity User Mame and Password below
and click Nest.

User Mame: I

Password: I

Mote: These are the credentials you use to login to
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5. You will be prompted to make a test call to ensure the installation was successful. Click Test Call and a call will be placed to
your extension. Once you answer you will hear a message confirming that the installation successfully installed.
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VOCALOCITY OUTLOOK INTEGRATION

The Vocalocity Outlook Integration feature allows users to integrate Outlook with Vocalocity. Users can initiate calls with a simple click
of the mouse from their Outlook client.
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INITIATE CALL FROM OUTLOOK

1. Select any view from Contacts in Outlook

Contacts «
2] All Contact Items -

My Contacts 3
[83] Contacts

Business Contact Mana...

Current View

Business Cards
g&ddress Cards
() Detailed Address Cards
) Phone List

"

2. Right click on the Contact and select Call Contact

89 Contacts
Boop, Betty | ball L
Qpen Bl
Betty Boop
Vocalocity @ Print Oup

Sales Representative
{81 send as Business Card ark
(404) 444-4444 Wark obile
betty.boop@vacalocity.com 5end Eull Contact 4

Create 3
%, Call Contact... %
Fallow Up b

3. Click Start Call in the New Call pop-up box

& New Call

Murmber ko dial

Contact: |Boop, Betky b | [ Open Conkack ]

Mumber: |(4D4) 444-4444 vl [Diaﬁng Properties. .. ]

[Jcreate new Journal Entry when starting new call

| Call status: On hoaok.

End Call [ Dialing Cptions. .. ] [ Close ]

4. Your phone will ring, once you answer, your call will be connected to the selected contact

* The same process can be followed for all Contact Views in Outlook
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USING THE CALL BUTTON

The Call button in Outlook allows you to make calls to existing contacts as well to numbers that are not in your contacts.
1. Click the Call button

2. If a contact is selected, the dropdown will populate with that contact’s numbers. Clicking one of the numbers will initiate a call

Selecting New Call will allow you to place a call to any number.

[~ Contacts - Microsoft Outlook

EEiIe Edit View Go Tools  Adions Help
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Contacts <«
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2] All Contact Items -
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My Contacts 2 Redial d ¥
85| Contacts Speed Dial »
Business Contact Mana... %_; Mew Call... Ctrl+5hift+D
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3. Enter any number in the Number field of the New Call pop-up box and click Start Call

4. Your phone will ring, once you answer, your call will be connected to the selected contact
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