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Agenda

Welcome to your 8x8 Phone System training. The following topics will be covered in your training

session.

Physical Phone

« Placing Calls
e Answering Calls
o Ending Calls
» Placing Calls on Hold
o Transferring Calls
> Blind Transfer
° Warm Transfer
°  Transferring a Live Call to Voicemail
« Conferencing
> Placing Conference Calls
> Conference Bridge
« Paging
> Sending a Group Page
° Receiving a Group Page
°  QOverhead Paging

Virtual Office Desktop
e Basic Layout
« Softphone

e History Tab

> Contacts Tab

°  Chat Feature

°  Settings

> Contacts

° My Services
+  Setting Voicemail Password
+ Changing Music on Hold
+ E911 Settings

» Call Forwarding
°  Blocking Phone Calls
°  Forwarding Rules

Questions?

Sign-off sheet and where to go if you need help.
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Introduction

We are excited to introduce the 8x8 phone system to you today. The 8x8 phones and Virtual Of-
fice Desktop (VOD) give the end user significant benefits.

Here are the benefits at a glance:

Phone VOD

o Intuitive transfer and conference buttons. ¢ “Remote” phone

e HD Voice Capable e Visible:

o "Travels with you” °  Voicemail

e No long distance charges ° Caller presence

o Conference bridge system (dial 556) °  Corporate directory

o 3-way calling °  Fax (if applicable)

» Extension dialing for all champion loca- °  Meetings (if applicable)
tions on 8x8 ° Call recording (if applicable)

o Intercom o Search contacts and Click-to-Dial

o Paging e Sync Outlook contacts

Other benefits:

o 8x8 phones offer freedom and reliability. They can be placed anywhere there is an Internet
portal and they will keep their configuration (even if you are working from home).

o Easy to use, the last four digits are your extension.
o No maintenance is necessary on site for 8x8 phones.
« 8x8 phones offer superior call quality and reliability.

o The 8x8 phone system offers many advanced features that can lead to greater communication
and collaboration throughout our company.
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1. Dial the phone number

2. Pick up the handset or press the button

NOTE: Dialing the number before picking up the handset
will prevent accidentally dialing the wrong extension/

phone number.

Pick up the handset or press the button

To answer a 2nd incoming call while on an active call,
tap Answer on the touch screen. The 1st call will be
put on hold.

Replace the handset or press the button

To end a call on hold, navigate to calls view and

highlight the held call. Tap Resume and tap End
Call.
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Placing Calls on Hold

9:13AM
ondey. hugust 12 & 1. Tap Hold on the touch screen.

2. Toresume a held call tap Resume.

Hold  End Call Transfer Confrnc More

*

Transferring Calls (Warm Transfer)

1. Tap Transfer and call the other party.

Monda u'::m A
~Hii 2. When you hear the ring back sound, or after you

talk with the other party, tap Transfer.

2484629559

Hold  End Call Transfer Confrnc More

*

Blind Transfer

1. Tap More. 2. Tap BlindXfer. 3. Type in the extension/
phone number to transfer

s am
Monday, August 12 M call to.

9:13AM
Monday, August 12 &

At

4. Tap Enter.

2484629559

Hold  End Call Transfer Confrnc  More

Al

This is how to transfer

Park BlindXfer xfrvm
K a call without talking

to the third party.
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Transferring a Live Call to Voicemail

1. Tap More. 2. Tap xfrVM.

ST AN
Monday, August 12 . .
' 3. Dial the extension

number and press #

or tap Enter.

Park BlindXfer xfrvm

-

Placing Conference Calls
1. Call the first party.

—
Monday, August 12 &

2. Tap Confrnc.

3. Dial and connect with the other party, and tap Confrnc.

" 2484629559 , You can:

Hold  End Call Transfer Confrnc More

Tap Hold to hold the conference.

Tap End Call to end the conference.

Tap Split to end the conference and hold all participants.

Conference Bridge

Setting up a Conference Call Join a Conference Between 8x8 Phones
e Dial 556 from your 8x8 phone e Dial 556 from your 8x8 phone
e Dial 2 to Create a Conference e Select Option 1 to enter the conference.
e Enter your extension number, then press # e  Enter the access code provided in the email confirma-
e Enter your password (this is the same as your voicemail tion, followed by #.
password) followed by # e [f the first and last names are not recorded in the sys-
e Select the type of conference you would like tem or the caller is external, the caller will be prompted
e Expires in 2 weeks to record a name that will be announced when they

e Non-expiring enter the conference.

e Custom expiration date

e A voice playback will advise you of the conference access
code and expiration date (if applicable)

e Anemail confirmation is sent to the email address associ-
ated with your extension

e Edit this email to include date and time of the call, call de-
tails and dial-in instructions for external participants, if
needed. Then send the email to your conference partici-
pants.
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Sending a Group Page

Group paging mode enables you to broadcast a one-way announcement to people subscribed
to a paging group.

1. To page a group of extensions tap the Paging touch key.
2. Select the group you want to page, then tap the Page touch key.

3. Just before the page starts you'll hear an alert tone, then begin speaking. All extensions in
the group will hear the page.

Receiving a Group Page

When you receive a page the phone will beep and automatically connect to your speaker-
phone.

Overhead Paging

The Overhead Paging extension can receive calls like other Virtual Office physical exten-
sions but cannot make outgoing calls.

1. Dial the Overhead Paging extension number.

2. Enter the password if prompted (the password check is optional and depends on the
configuration).

3. After hearing the bell tone, enter the number for the zone you would like to page and
begin speaking.
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Virtual Office Desktop

Basic Layout

You will use the contacts, phone, and his-
tory tab.

1. Contacts- Allows access to Champi-
on's corporate directory, recent con-

tacts, and personal contacts.

2. Phone- Allows access to your
softphone which allows you to make
a call, receive calls, and handle multi-

ple calls.

3. History- Lets you view history of all
your interactions using the Virtual Of-
fice. This includes all calls, voicemails,

chats, faxes, and meetings.

a0o 8x8 - Virtual Office Desktop

1 Katherine Fox @ Available =8

I'm calling from: S - Phone: 1-24B-B17-B0GE
VWX 500

Forward all calls: Off ; Extension: B335

Contacts . Meetings Il Phone | Il History

DE W E D

e

.I Burleson Server Room 2308

@ cd Mitzel 8302

My Contacts = New Contact

Corporate Directory
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Call Park on VOD/VOO

Summary

In an effort to segment call park functionality by site, we have modified the method and process to park calls.
Users will no longer use the soft key on their 8x8 phone to park call calls. Going forward, users will park calls
using the Virtual Office Desktop or Virtual Office Online.

Goal
1. Prevent calls from being parked at one location and retrieved by a another
2. Assign specific call park range for each branch

3. Provide more call park extension visibility to each site

Identify available Call Park Extension
1. Click Contacts

2. Type Call Park in the contact box
3. Available Call Park extensions will have a green status icon
4. Call Park extensions that are in use will have a red status icon

Steps for Call Park

During a call...

1. Click Transfer

2. Type in Call Park

3. Select an available Call Park extension
4. Click blind transfer

Once blind transfer has been clicked, your call has been successfully parked.

Retrieving Parked Calls

The process for retrieving parked calls has not changed.

From an 8x8 Phone ....

1. Dial the extension of the parked call you would like to retrieve
2. Accept call

Call Park Extension Range for Your Site:

Please Note:

While each location will have their own range of Call Park extension, theoretically, users can inadvertently
park calls on another locations range, if the user dials the wrong extension. It is critical for user to verify they
are using their locations assigned range.

Also important to know, the call park functionality using the soft key directly from the 8x8 phone has not
been turned off, but should not be used going forward.
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Setting Up Outlook Contacts

1. Click on Virtual Office Desktop in the drop down menu.

2. Select Preferences.

3. Select Contacts.

4. Click on Show Exchange Contacts under My Contacts.

5. Enter the following information:
e Email address: first initial last name example (jdoe@championhomes.com)
e Password: Champion email password

6. Select Remember Credentials

7. Select Advanced Exchange Active Sync Configuration

8. Enter the following information:

e Exchange active sync URL: https://mail.championhomes.com/ews/exchange.asmx

e Exchange login username: chb\first initial last name (exchange chb\jdoe)
9. Click Ok

The screen should look like this:

8 0 0 Settings
General Contacts
Audio & Video
¥ou can sync up your Exchange, Google, Twitter and Facebook contacts with your Virtual Office Desktop contacts. =
My Profile 1
Requirements:
= Microsoft Exchange Server 2007 or higher
My Services
= Dutlock Anywhere enabled
Call Forwarding i 4 - - arrd
Meetings X Exchange Server Login
Email Address kfox@championhomes.com
Password | *=*xx=xxzxxx
|v] Remember Credentials
|u_/| Advanced Exchange Active Sync Configuration
Exchange Active Sync URL https://mail.championhomes.com/ews/exchan
Exchange Login Username (or UPN) chb\kfox
(Your credentials will be stored In encrypted format on your computer)
=y
— Sort Contact Lists by:
(=) Last Name, First Name () First Name, Last Name
[¥] Sort by presence -’
v
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Virtual Receptionist

Virtual Receptionist (VR) is a powerful software tool that is programmed into the phones of recep-
tionists. VR allows receptionists to monitor phones and answer other user’s extensions. With VR a
receptionist can handle up to six active calls and real time monitor six extensions.

Lines View

Exclusive to a phone programmed with Virtual Receptionist is the Lines View. Lines View dis-
plays your phone lines, monitored lines (if enabled), favorites, and soft keys.

1:47PM g
m ( ) Manday luly 9 Phone Lines
1053 VX BK Lab "
500 Pil... 8 1002 - Favorites

1053 VWX BK Lab
500 Pil... 8 1007

BK Lab 8 BK Lab

1054 1024 Monitored Lines

BK Lab p) BK Lab

1055 1026

New Call Redial Forward Paging More Soft Keys

If your phone is idle, you can:
e Tap the phone to access the dialer.
o Tap a favorite or an idle monitored line to speed dial to that extension.

o Tap aringing monitored line to pick up a call (if pickup is enabled).
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Virtual Office Pro

Virtual Office Pro is an upgrade feature offered by 8x8. A Virtual Office Pro account offers three
collaboration tools including Virtual Meetings, Call Recording, and Internet Faxing. If you would
like a Virtual Office Pro account (it's an additional $10/mo) then please contact your IT profes-

sional onsite.

Virtual Meetings

The Virtual meetings feature of Virtual Office Pro allows you to hold unlimited web conferences
with video for geographically dispersed employees and customers. Participants can share con-
tent for training, demos, and sales presentations. Holding virtual meetings will accelerate deci-

sion making and reduce travel costs.

Call Recording

Using the call recording feature allows users to focus on what's being said instead of taking
notes. It's a great tool for documenting customer calls or training other employees. With this
feature the user receives 1 GB of audio storage for up to 35 hours of recorded calls and meet-

ings.

Internet Faxing

Internet faxing allows you to send and receive faxes from your computer. An email notifica-

tion lets you know when a fax is received for instant communication.
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How to install 8x8 Android app:
1. Open the Play Store
2. Inthe search box, type “8x8 virtual office” and click on the “8x8 virtual office” link
3. Once the page loads, click “Install”
& BA YT wl B Q 9:02AM

B3 Apps < Q

8x8 Virtual Offir~
8X8, INC

s End Calt -

*hk Nov 21,2012
10,000+ downloads 2.33MB

- Rewrote audio processing to fix Bluetooth,
reduce latency, and minimize bandwidth
- Full screen Ul for 10" tablets and new

4. Onthe next page, click “Accept & Download”

O A B & 92:02AM

Apps
83 8x8 Virtual Office

8X8, INC

Storage
Modify/delete USB storage contents 3

System tools

Bluetooth administration, change Wi-Fi
state, disable keylock, modify global
system settings, prevent phone from

sleeping >
Your location
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5. Once downloaded, click on the notification to open the app
05/02/2013 3B A % wl @ ©@ 9:03AM

T 3 @O
Silent Auto 88 8x8, Inc. Virtual Office

B A all @ @ 9:03AM

L,
&
Virtual Office

Wi-Fi  Bluetooth GPS mode rotation
Digital Roaming Clear Usehinasd
‘ Ongoing
&» Power saving mode Password
Power saving mode enabled
[:\ Remember password

[ Notifications

I3 8x8 Virtual Office ﬁ Signin
J

Successfully installed.

6. Enter your 8x8 virtual office login information and click “Remember password” if you would like the app to

remember your login information. Click “Sign in”

O BA T wl B 9 9:35AM * O BA Y wl @ @ 9:00AM
- -
88 8x8,Inc. V|rtual Offlce CallLog My Contacts Directory  Settings

38 senc Virtual Office

Username usernamd

Password Ty

D Remember password

B

D mrmr vm e — iy e s e



* O AT al @ @ 9:01AM * O A Y al B 9:01AM
Settings Wireless & networks

Use Wi-Fi

jith rovider if

Call options Use 3G/4G

Tidy yrovider if

Call forwarding Bluetooth

Requires Androi

IVIy ceII:Jphone number Wik

Control Wi-Fi power

Ly

Select Wi-Fi AP

Screen on
f i =

7. Click “Settings” to check Wireless/Network settings. When “Settings” open, click on “Wireless & networks”

** Note: if “Use 3G/4G” is checked and you make a call, data charges may apply. **
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How to install 8x8 iPhone app:
1. Open the App Store
2. Inthe search box, type “8x8 virtual office” and click on the “8x8 virtual office” link
3. Once the page loads, click “Free”

a1._Verizon 9 9:52 AM Q % 96% mmp

Search Info

8x8 Virtual Office
8x8, Inc.
v

Details) Reviews Related

will ATET = 10:12 AM

88 #an Virtual Office
1 (555) 234-7586

L
9
# ..

Featured Top Charts Genius Search Updates

4. On the next page, click “Install App”
ai__Verizon 9:52 AM

Search Info
8x8 Virtual Office
8x8, Inc.

‘Details Reviews Related

will ATET 7 10:12 AM

88 sanc Virtual Office
1 (555) 234-7586

\:
>
=

Featured Top Charts Genius Search Updates
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5. Once downloaded, click on the 8x8 tile on one of your home screens to open the app

6. Enter your 8x8 virtual office login information and click “ON” for “Remember password” if you would like the
app to remember your login information. Click “Sign in”
a._Verizon & 8:21 AM Q 1 99% m=mp

-
9 senc Virtual Office

Username:

Password: eeeeceessceee

Remember password: m

—

Version 4.0.3
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7. Click “Settings” to check Wireless/Network settings. When “Settings” open, click on “Network Settings”

uill_Verizon & 9:50 AM Q  96% mmp wi__Verizon 7 Q  96% mmp

Use 3G/4G Network:

> Prefer Wi-Fi: ( on @

a Network Settings

W Rlng ettings

(L] Video Settings ,
ﬁ CEIII Fomarding )
{ij Cell Phone Number )

Dialpad

** Note: if “Use 3G/4G” is “ON” and you make a call, data charges may apply. **
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Where to Go For Help

General Questions

We are here to support you should you need any assistance while transitioning to your new

8x8 phone. If you have a question or concern regarding use of the phone system, please

email help@championhomes.com.

Call Quality Issues

Having call quality issues (echo, static, feedback, etc)? We can help! Please send an email to

help@championhomes.com, and etam@8x8.com with the following information:

1

2.

Inbound or outbound call
Originating phone number
Destination phone number
Date of call

Time of call

Time zone

Details of the Issue
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