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1. Introduction

HKT Web Receptionist is a cloud based web client operation portal which not
only manages and controls the incoming call from SIP phone but also previews
other user’s phone status.

2. How to access the Web Receptionist

Please use the below URL in your Internet browser to access Web Receptionist.

https://web.pccwone.com/receptionist/

User I 27412087 @pccwone.com

Password eessessess

Stay signed in

Sign In

Show options Bookmark this page

,@\ Receptionist
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3. Viewing the Receptionist Interface

The below Receptionist interface should be shown instantly after login.

Receptionist

CALL CONSOLE = CONTACTS

{ig Ener Number a ﬁ 0. SEARCH #* FAVORTES X W &g crowpcOM.. x | (% PEmsONAL x|| i sPEEDOML x| (@ QUEES x |T
Begins with a | | Quick Search [x
No ftems to show —~ - =
Status Last Name ~ First Name ~ Number Extension Mobile Department ~ Notes
@ 27412076 076 +B5227412076 109 Notes
Q 27412087 087 +85227412087 200 lotes
Q 27425313 313 +B5227425313 33 Notes
Q 27425314 314 +B5227425314 34 Notes
(@] 27434041 27434041 041 Notes
Q 999928215008 Flexible Seating Guest 40000 lotes
Q 999928215010 Flexible Seating Guest 40001 Notes
II O communications One +85227434044 044 Notes I
i O communications One +85227434582 582 Notes i
CONFERENCE CALL X Q Vinice Portal Vinice Messaging Group 98000 Notes
No items to show

There are four main elements in the Receptionists interface.
e (Call Console
e Contacts Pane
e Queued Call Pane
e Setting and Help Links

Recenptionist

CALL CONSOLE - CONTACTS

5 Enter Number o Q. SEARCH #* FAVORTES x W & croupcom.. x || & PERsOMAL x || i sSPEEDDML x (T QUEUES  x F
Begnswih [ [v|a& | [ Quick Search | %
No tems to show = = =
Status Last Name * First Name * Number Extension  Mobile Department Notes
@  zataos o7 85227412076 108 Motes.
© 27412087 087 85227412087 200 Hotes
O zama 313 485227425313 a3 Notes
© 274834 314 85227425314 314 Hotes
Q 27434041 27434041 041 Notes
©  g9ggm8215009 Flexible Sesting Guest 40000 Hotes
O sssszazison0 Flexible Seating Guest 40001 Notes
Q communicatiens One +B5207434044 044 Hotes | B
Q communications one +85227434582 s82 Hotes i
COMNFERENCE CALL ©  Vaice Portal Voice Hessaging Group 98000 lotes.
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4. Managing Call

The main purpose of Call Console is to manage your current calls. For each call, the name
and the phone number of the remote party ( if available), the call state, the duration of the
call and, for held calls, the time of the call being on hold are all displayed.

CALL CONSOLE

[ Enter Number o

5

53224169 (#85253224189)

Active 00:22

Hold an Active Call—| [TRTHETTR W

E 96389215 (#8529638921%)

Incoming 00:24

Answer a Hold Call

Start Three-Way
Conference

CONFERENCE CALL

No items to show
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4.1 Answer Call

In the Call Console, you can move the mouse over an incoming call and then click
ANS for that call.

4.2 End Call

In the Call Console, click END for the call to end. The call will be removed from the
call console.

4.3 Hold Call

In the Call Console, move the mouse over the call and then click HOLD for that call.
(This function is not available form a remote office.)

4.4 Resume Call

In the Call Console, move the mouse over the call and then click ANS. (This function
is not available form a remote office.)

4.5 Start Three-Way Conference
In the Call Console, select one of the calls to conference and move the mouse over a
non-selected call and then click CONF. The calls will be moved to the Conference Call
panel. If necessary, please calls another participants to join the conference call.

4.6 Group Call Park

This feature searches within a predefined hunt group for an available line to park a
call.
e In the Call Console, click an active or held call and then click PARK for that call.
The call will be parked on an available extension and then removed from the
Call Console.
e If the call timer expires before the call is answered, the call is recalled to your
device and reappears in the Call Console.
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End the conference Hold the conference

CONFERENCE CALL LE_A_\.FE %
& 96383215 (+85296389215) Active 00:14

Active 00:12

Leave the conference

& 53224169 (+852532241683)

End a conference

Hold a conference participant @participant

4.7 Hold Conference
To hold the conference, in the Conference Call panel header, click HOLD.

4.8 Resume Conference

To resume the conference, in the Conference Call panel header, click ANS.

4.9 End Conference

To end the conference, click END in the Conference Call panel header. The calls are
terminated and removed from the Conference Call panel.

4.10 Leave Conference
To leave the conference, click LEAVE in the Conference Call panel header. The other
parties stay connected but the calls are removed from the Conference Call panel.
(The leave function is only enabled in a three-way conference.)

7
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4.11 Hold a Conference Participant
To place a participant on hold, click HOLD for the target call.

4.12 Resume a Conference Participant
To resume a participant, click ANS for the target call.

BROADWORKS

Receptionist

CALL CONSOLE View Call History

=
EI3441F0 i =
[ 53224169 (% E Transfer | _Redal || Redial Call

£
¥ | 53224169 (53224169) Transfer Cally e oo

Phone Number Box ﬁ

4.13 Dial Ad hoc Number

In the Dialer, enter the number and click DIAL.

4.14 Redial Number

Up to 10 previously dialed number are available.
e Inthe Dialer, click Redial. A list of recently called numbers appears.

e From the list, select the number to call.
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Show |Received Calls | = |
Mizs=ed Calls
Mame Receired Calls e
Unawvailable Diﬂlﬂﬂ%m worusrzu 16, 11:18:43 AM B
Unawvailable 553859215 02/042016, 11:18:41 AM
Unawvailable 53224169 0B/042018, 11:18:01 AM
Unawvailable 953915 08042018, 11:17:53 AM
Unawvailable 53224169 0B/042018, 11:16:02 AM X
caLL Sl
Unawvailable 553859215 08/042016, 11:15:58 AM
Unawailable 53224169 OSM042018, 54311 AM
Unawailable 95330215 02042018, 94208 AM | B
Unawvailable 5653859215 0B/0N2016, 5:45:45 PM
Unawailable 53224189 0S/032018, 5:45:04 PM El

4.15 Dial from Call History

In the Call Console, click Call History. In the dialog box that appears, select Dialed
Calls, Received Calls, or Missed Calls from the Show drop-down list.

CONTACTS

I - | } T o ( ™

@, AR S MATES x U GROWPCON. x| 1% PERSIMAL x| I SEEDOAL x| I3 EL|| b

Begis wilh |41 L Quics Searet | %
Stetuz Last Hems * First kame ¥ Numbar Exterzion  Mohile Decartment ¥ Hotes
@ e e B0 118 lotes
O e 07 +ETETHAET 0 lotes
O e 31 I R 33 lotes
C‘ or4zal4 214 rare ek T 14 Hotes
1 2340 2434041 41 Notes

Direct Call from Contact List CALL
() oasessais0ny Fexchle Seating Buast 0000 Notes
-0 Fexchle Seating Buast o Notes
i) cammnizators One T4 044 Hotes
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4.16 Dial Contact

In the Contacts pane, click the tab for the target directory. Click the contact and then
click CALL for that contact. To dial an extension, click EXT, or dial a mobile number,
click MOB. The call appears in the Call Console.

4.17 Transfer Call

Calls can be transferred while active, held, or ringing in. There are four methods to
transfer a call, namely transferring the call to an ad hoc number, transferring the call
to a contact, transferring a call to a contact with voice message and transferring the
call to Queue.

1. Enter the nhumber in Dialer

CALL CONSOLE

%

2. Click Transfer

53224169 (+85253224169)  Incoming 00:15

END

10
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4.18 Transfer the call to an ad hoc number (Blind Transfer)

In the Call Console, select the call to transfer. To transfer the call to an ad hoc
number, enter the number in the Dialer and then click Transfer.

4.19 Transfer the call with Consultation

Dial the number or contact to transfer the call over to. When the call is answered,
speak to party. If the number is busy, wither retry or dial another number. In the Call
Console, select the call to transfer. Move the mouse over the new call and then click
TXR.

CONTACTS

7, SEARCH & FAVORTES : N GROUPCCH.. x| (& PERSONAL x| SPEEDDA. x4 uﬂT

Eegirs wih ‘AII v|4 ‘ Quick Seran XQ

Status Lagt Name * First Name * Humber Extension Mokl Deparl"nem:
0 1276 076 +5207412076 109
Transfer to a contact directly Transferto a

O 412087 ] TN a0 contact with
() meEm i3 HEERT4ENN3 i3 Voice Megsage
O vk il S it
Oz T4 {41
O 990028213009 Flexinks Seating Gest 4000
O 9900082130°0 Flexink: Seati Guest 40
O communizafior Ong 405207434044 (44

4.20 Transfer the call to a contact

In the Call Console, select the call to transfer. To transfer the call to a contact, click a
contact in one of the Contacts directories and then click TXR for that contact.

11
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4.21 Transfer to Voice Mail

In the Call Console, select the call to transfer. In the Contact pane, click a contact
with voice mail (in the Group/Enterprise or Favorites directory) and then click VM for
that contact. To transfer the call to your own voice mail, select yourself.

4.22 Transfer to Queue

In the Call Console, select the call to transfer. In the Contact pane, click the Queues
tab. Click a queue and then click TXR for that queue.

4.23 View Call History

In the Call Console, click Call History. The Call History dialog box displays your missed,
received, dialed calls

Show |Received Calls | w |
Miz=ed Calls
Mame Receired Calls e
Unawvailable Diﬂlﬁﬂ%m vorosrzu 18, 11:18:43 AM Z
Unawvailable 95389215 08042018, 11:18:41 AM
Unawvailable 53224169 0B/042018, 11:18:01 AM
Unawvailable 553859215 08/042016, 11:17:53 AM
Unawvailable 53224169 OS/042018, 11:16:02 AM A
CALL 1
Unawvailable 553859215 08/042016, 11:15:58 AM
Unawvailable 53224169 0B/042016, 9:48:11 AM
Unawvailable 5339215 0E3/04/2016, 94508 AM | B
Unawvailable 5653859215 0B/0N2016, 5:45:45 PM
Unawvailable 53224169 08/032016, 5:45:04 PM El
iy
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5. Managing Contacts

You use the Contacts pane to call, monitor and manage your contacts. The pane contains
your contact directories, which can be as follows.

e Group/Enterprise- Contacts in your enterprise or group

e Group/Enterprise Common- Contacts in your group/enterprise’s common phone list

e Personal- Contacts in your Personal directory

e Favorites- Contacts whose status you are (statically) monitoring, which are
configured on the web portal

e Speed Dials- Speed dial numbers configured for your Sped Dial 8 and/or Speed Dial
100 service

Show All

CONTACTS

ARCH * FAVORITES x 8 GROUPCOM..x (& PERSONAL x i SPEEDDIAL x = QUEUES x|,
&3 (= i v

Begins with Al v|Q | [ Quick Search X
Status  LastName * First Name ~ Number Extension  Mabile Department = Notes
O 27412076 076 +85227412076 109 Notes
O 27412087 087 +85227412087 200 Motes
O 27425313 33 +85227425313 33 Notes
O 27425314 314 +85227425314 314 Notes
O 27434041 27434041 041 Notes
O 099923215009 Flexible Seating Guest 40000 Notes
O 999928215010 Flexible Seating Guest 40001 Notes

CALL
O communications One +85227434044 044 [Notes
O communications One +85227434582 hd2 [otes
O \oice Portal Voice Messaging Groug 93000 [Notes

13
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5.1 Show Directories

1+ SEARCH -
1w FAVORITES

v GROUP

v GROUP COMMON

v PERSONAL

v SPEED DIAL

v QUEUES

At the top of the Contacts pane, click the drop-down arrow to the tight of the
directory tabs. From the list that appears, select the directory to display. The
directory tab is displayed at the top of the Contacts pane and its contents appear in
the Contacts pane.

5.2 Monitor Contacts Statically

1. Tab the Favourites directory

-

[ | Begins with |A|| | v | a | [ Quick Seerch X

. FAVORTES &, GROUP xH 8 GROUPCO. xH (& PERSONAL xH i SPEED DIAL xH {2 "

Statug *  Last Name First llame = Number * Extension = Mobile * Department : Nates *

Available

2, Show the phone status of contacts

The Favorites directory, configured on the web portal, displays the phone status of
contacts. This is called static monitoring.

14
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5.3 Monitor Contacts Dynamically

1. Tab Group/Enterprise directory

CONTACTS

(, SEARCH S} FAVORTES x A GROUPCOM.. x (& PERSONAL x| i SPEEDDAL x (% QFF
| Begins wih |,ﬁ|| | (] QuckSearsh |XE

Last Hame * First flame * Number Extension  Mobilz Department Notes
_____-

O | st BE2THET

0 21425013 13 +503227425313 33 lotes

0 274514 4 35227425314 314 Notes

@ | 24081 43441 041 Hotes

1 osames09 Flexiblz Seating Guest 40000 Notes

() | w500 Flexiblz Seating Guest 40001 Notes

O commuications (ne +35227434044 044 Notes

() | communications One +B52074345 ) Notes

O Voica Forial \bice Wessagng Group 9000 Notes

2. Click the contact's state icon

In the group/Enterprise directory, click the contact’s state icon to the left of the
contact’s name to have the contact’s state displayed. This referred to as dynamic
monitoring.

5.4 Phone States

There are seven possible phone states.

e Idle @

° Busy@

e Ringing

e Do Not Disturb
e Private

° Unknown@

15
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5.5 Make Notes about Contact

You can make notes about contacts in the Group/Enterprise directory.

1. Click Group/Enterprise panel

CONTACTS

| (. SEARCH || £X FVORTES 1 &8 GROUP COM.. 1|| (& FERSONAL :|| 5 SPEEDDAL x” (3 0« I|'r
[ Begins with |4l [ | ] Quick Search [ @
Status Last Name * First kams * Number Extension  Mobile Department Notes
O rrai2er 87 485277412087 200 loes
@ s KK H8E2ITAIEIN3 13 Neeee
@ omme L SBEDITATENL 314 Nozes
@ zsaa 43404 041 Hozes
() seeeze15009 Fleible Seating Gest 4000 Hoes
() s95s215010 Flexible Seating Guest 41001 Hoes
() communizations One 485227434044 044 Nozes
() communizations One 45207434582 532 Nozes
O Voicz Portal Voce Nessaoing Group 83000 Noes

/

2. Click the Notes Link

3. Enter you notes in
L here and click OK to

KZE

e Expand the Group/Enterprise panel.
e C(Click a contact to expand it.
e Click the Notes link for the contact.
e Enter or modify information in the Notes for <Contact Name>
dialog box.
e To save your changes and close the dialog box, click OK.
e To close the dialog box without saving, click Cancel.
16
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5.6 Mange Speed Dial and Personal Directories

1. Click Speed Dial panel

O SRCH || SN RAUORES x| % GROIP x| 13 GROIPCOV x| tE RRSONA
| | Eegirs with |AJ| |v|'1 | | Quick Searct — |X IE

Code ~ Phone Humber * Description -

2. Click Edit

Wadity your Spesd dial ists;

Code Phene Humber Description

:\ = 4, Select the dial Code

Enter the phone number
Enter the description of the contact

= 3. Click Add to add a new entry

e In the speed Dial or Personal panel, click Edit. The Edit Speed Dials/Edit
Personal Contacts dialog appears.

e To add an entry, click Add. A new Row appears.
- For a speed Dial entry, select the dial code and enter the number and
description of the contact.
- For a Personal entry, enter the name and number.

e To delete an entry, select the entry and then click Delete.

e To modify a Speed Dial entry, double-click the entry to make it editable and
then modify it if necessary.

e Personal entry cannot be modified.

17
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6. Searching for Contacts

There are three methods to search for contacts, namely quick search, regular search and
creating directory from search results.

6.1 Perform Quick Search
1, Select one directory tosearch 3. Check the Quick Search box

CONTACTS

B | FAOTE X . GO (B RDDN ) (3 RS 1|7ﬂ

)

Las1 Hame * First lame * Extznson  Mobile Depariment *

Voce Poral Voice Messaging Groua 8000

2. Order one one of the column to search
4, Select a single character/number to search

® Select the directory to search and order it by the colum to search.

® Check the Quick Search box.

® From the keypad that appears, select a single character. The contacts that
start with the selected character (in the selected column) are displayed in the
directory.

18
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6.2 Perform Regular Search

CONTACTS

4. |f the contacts
3. Enter at least two  start with the
characters to searc

tlick Begins with.

5. If searching a
hentered string specific column, click
the drop-down list.

1, Select a directory to search or click
the Search tab to search all directories

Stitus  LastName ©
7412078
27412087
74531}
4834
4404
£909282: 5009
£909282:5010
comnunications
comnunications

Voice Portal

Frst Name
Last Name 7412076
N imhar 07412087
Fytenainn .
Hnhile prazsy3
Dzpartment 742534
Email

Flexible Seating Guest

Flexible Seating Guest

One +(0227414044

One +B5227434502

Voice Messagirg Group

6. Click Search.

Extension

Mobilz

Department Hotes

2. Uncheck the Quick
Search Box Nides

Select the directory to search or click the Search tab to search in all
directories.

® |f searching in a specific directory, make sure that the Quick Search box is

unchecked.

® |n the Search text box, enter the text to search for. You can enter partial

information (at least two characters).

® To restrict the search to contacts that start with the entered string, check the
Begins with box.

® [f searching in a specific directory, select the column to search by from the
drop-down list. You can select a specific column or all columns. In the Search
tab all the columns are searched.

® (Click the Search button
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