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Welcome

AT&T Office@Hand turns your PC or Mac computer into an all-in-one
communication hub completely synced to your office network so you can
collaborate with your colleagues and clients anywhere you have a
broadband connection and a headset. With AT&T Office@Hand, you're
ready to communicate as soon as you log in to your computer, no matter
where you are. AT&T Office@Hand combines the call handling power you
expect from your desk phone with the collaboration tools you rely on
most—like texting, conferencing, and faxing—so you can stay productive
with fewer devices to worry about. AT&T Office@Hand is easy to install
and even easier to use. We'll show you how.

(((

& Office@Hand — O

Office@Hand

Use your business phone anytime anywhere.

SignIn




AT&T Office@Hand | Desktop User Guide | What's New 4

What's New

Here are the new features added to this AT&T Office@Hand software
release.

Calls-Only Mode for Single Sign-On Users

For users who need to login via SSO when single sign-on services are
unavailable, the “Calls Only” mode limits users to making inbound/
outbound calls. This is for situations in which single sign-on is unavailable
but telephony services are available. During this time, users will not have
access to their contacts, call log, recent calls, messages, and so on. See
page 10.

Unified Presence

Unified Presence allows users to see when another coworker is busy, on a
call, or in a meeting. Users prefer to know this information in case they are
trying to contact someone by Glip message or by phone and the other
person is busy. Manual presence settings have been added in this release:
Available (reset presence), Invisible (opt-out of presence), and Do Not
Disturb (mutes calls and notifications). See page 18.

Accessibility Enhancements

Accessibility enhancements have been added to this release. For users
who are blind, have low vision, or motor disabilities, the Office@Hand
Desktop application provides support for screen reader voice readout and
keyboard navigation, along with high contrast colors.

The color contrast feature provides enough contrast between the
foreground and background color so that people with moderately low
vision can read text and distinguish elements.

All accessibility enhancements work automatically when a user enables a
screen reader. For example:

Mac: System Preferences > Accessibility > Voice Over
Windows: Settings > Ease of Access > Narrator

These accessibility enhancements also function with third-party screen
readers.
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Product Tour

2 Product Tour —

El !zabgth Anderson 0932 @
Voicemail message (0:03)

o Anna Hardaway

Hi, would you have.., Yestendyy @

B Steven Barnes 02/10/16 (1)
2 pages

Bruce Richardson
o

01710716 (i
The paint of using s that... @

JLZENI EEE 4734 -

Welcome to your desktop communication hub

It sits on your computer desktop so you can conveniently talk, text, fax and
even hold a conference... all through one friendly app.

Skip L]

Next

Figure 1
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& Product Tour —

B Steven Barnes 02/10116 (7)
’ 2 pages -—~

Bruce Richardson
01/10/16
O The point of using is that... @

(650) 555 -1234

210916 (J
2 pages O

Cameron Bairstow
7
Qo Voicemail message (0:12) 1roane @

* Load More

Getting around

Everything you want on one screen. Messages in the middle. And text, fax
and conference menu at the bottom. Get started your way: find a person or
click on an action to start communicating,

Skip L]

Next
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Product Tour (continued)

Skip

2 Product Tour — et
[T} 11:42
John Smith
101

) B W@

Mute Keypad Audio
I O +
Hold Record Add
Easy call controls

This friendly dialer has all the robust call controls you want. Hold, Mute,
Transfer and Record an active call with a quick click. Or Park a call so that anyone
in your netwark can grab it.
Mext

Skip

(

= Product Tour — >
(650) 123 -4567
o2 aca
ok @ 9 & E N
£ Group Message &, .6, QL &
To: Matthew Peterson, John Smith
Matthew Peterson
| have a very interesting report
about our annual budget. | hope
you like it.
10/16 10:40 PM
Great!
Let's discuss tomorrow.
| £ 45 P
Matthew Peterson
Business SMS texting
Go ahead and text your colleagues. You can text one contact or reach out to
an entire group so everyone's part of the same conversation.
MNext
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Product Tour (continued)

= Product Tour — >
Easy access
to the HUD
-4
MartinMorgan | Exr: 7425 Arthur Lopez | Ext: 8381
@ Avadable @ foilable
Elrabweth A
okemalmg  -B3StIAN Y 'y 'S »] Samuel Foster | Ext: 0431
L= - Callf Mo ftor a:‘,rb Message €= Call from (650) 555 - 4334
Arwy, riardy
T e Bennett | Ext: 6246 Denise Gray | Ext: 9734
i ® Avadable ® Available
Seven Ba  pobea Moore | Ext:0424 Asor B3 . 4 O
o e £~ Call from {650) 555 - 2345 ) O Transfer Add Call  Message
Beuce Richd  Randy Ward | Ext: 7356 Willie Parker | Ext: 7673
Tru puwet of g D) On hold with [450) 555-1234 @ Available
Manitor agent’s call Hover over for
with just one elick a variely of opliens

HUD

Add colleagues in your HUD list for easy outreach with quick calls and texts.
Manage calls for efficient call transfer, park, and monitoring.

* On select plans only

Skip L MNext

= Product Tour

Efficiently collaborate with your
teams with real-time messaging

One source for task management

m =

Wi e 30 Gl

All Pending Ta

e

Collaborate

Message your team, assign tasks, share files, create events
and more in Glip. To start, click on the Glip icon ﬁj

[ ] Finish
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Download and Install the App

AT&T Office@Hand for Desktop turns your PC into a personal ~ Dewnload Office@Hand for Desktop

command center. manage all your business communications Office@Hand for Desktop turns your PC into your personal business command

f k ” I . I d d f center. Manage all your business communication from one app - take calls, play
rom one app - take calls, play voicemails, send text and faxes - icemails, send text and faxes - anywhere.

anywhere.

Features Included

To download and install AT&T Office@Hand:

Make* and receive calls anywhere Internet access is available.
‘Communicate via SMS using your Office@Hand direct number.

Display your Presence status and view others in your Office@Hand system.
Send and receive faxes from your PC.

(650 273.9515
=k o & (L

&« Active Call

1. Log into your AT&T online account.
2. Go to the Tools menu and select Desktop App.

| i . Screen voicemail messages as they are being left, interrupt and answer the sse @ 00:10
3. Download the version of the app compatible with your ones you want to take. @
Computer, eithel’ PC or Mac_ * Qutbound calling requires option VoIP phone service

Brenda Campbell _r
1650)204-5034
System Requirements J
S HR o
3

4. Run the install wizard.

Now you're ready to log into AT&T Office@Hand. - Mac e e
+ Windows 7 and above « OS X El Capitan 10.11 or above ! © +
. « Minimum 2 GHz (32-bit or 64-bit) «+ Intel processor o fe
SySte m Re q uireme ntS |processor « Minimum of 4 GB of memory (8 GB £ (] Q)
« Minimum of 4 GB of memory (8 GB recommended) Teanster Park Fip

Your computer needs the following minimum requirements to recommended) + 400 MB of free hard drive space

400 MB of free hard drive space « Required minimum screen resolution
Required minimum screen resolution is 1,024 x 768
is 1,024 x 768

PC

best use AT&T Office@Hand:

e Windows 7 (or later)

e 2 GHz (32-bit or 64-bit) processor = Download for PG
e Minimum 4 GB of memory (8 GB recommended)

e 400 MB hard drive space

e Required minimum screen resolution is 1,024 x 768

e Mac OS X El Capitan 10.11 or above.

e Intel processor

e Minimum 4 GB of memory (8 GB recommended)
e 400 MB hard drive space

e Required screen resolution is 1,024 x 768

(((
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Log into AT&T Office@Hand

Click R on your computer desktop.

2. Click Login. Or, click Single Sign On and log in with your credentials
to access AT&T Office@Hand and all of your company applications
with a single sign on. Learn more about Single Sign On here.

=

Messages Save Password Region
Favorites &
, Please set your area code. This will be
Join Now and Calendar used for local dialing.

United States 1

Bk @ O & = oY 210 X

Call Log
Contacts
H U D Or Sign In With
RingOut
= G o)
Compose text £mail Googe  singlesiznon

Start video conference
Start conference
Compose fax
Launch Glip
Yiew settings

3. Onceyoulogin, select your Region; then enter the Country and area
code. (Note: After a grace period of 30 days, alphanumeric
passwords will be required, replacing numeric-only passwords. If you
are signing up for new service, choose a strong alphanumeric
password.)

4. Click Accept.

(((


https://success.ringcentral.com/articles/en_US/RC_Knowledge_Article/How-to-Update-the-Login-Information-on-the-RingCentral-Softphone
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Calls-only Mode for Single Sign-on Users

For users who need to login via SSO when single sign-on services are
unavailable, the “Calls Only” mode limits users to making inbound/
outbound calls. This is for situations in which single sign-on is unavailable
but telephony services are available. During this time, users will not have
access to their contacts, call log, recent calls, messages, and so on.

Users are prompted to switch to “Calls Only” mode.

i

mit.tim@&ab.net x

Network Connection Problem:
Save password Please chck sour Intermet connpction
‘ar gain

e Calls oy medo

e T

Forgotten your password?

Orsign inwith

¢« & ®
Y

Phone Google Single Sign

1. Tap the SSO login (lower right) when services are unavailable
(previous user logged out).

When service is not available, user is directed to Calls only mode.

2. Tap Calls only.

Note: The Calls only mode works when the profile has been stored,
meaning you have logged in once before. The profiles list is opened and

3.

4.

you can choose your profile.
Select your profile.

If there is only one profile, the dial pad screen opens when the user
clicks on the Calls only button.
Tap Login.

The dial pad screen opens.

David Lee

) 2z 22z 02/07/2017

Incoming calls only

. Frank Donovan
| @(222)222-2223

010072017

Glan Hughes
@

25/06/2007
(222)222-2224 S

1 2 3
. ABC DEF
y ;ﬁ;rg;lgrzds 22/06/2017
4 5 6
: . o N
D ;I;I%D;;f:g:; 1940672047
7 8 ?
POR Ty s
* 0 #
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Favorites

AT&T Office@Hand opens to the Favorites
screen the first time you log in, and displays
icons linked to everything else you want all on
one screen. You can add a favorite from your

list of contacts by clicking fl+ and selecting
from your All, Company, Personal, or Outlook
contacts lists using this filter V .Mouse over a

name to reveal your contact options—Call or
Text. Here's a quick rundown on how to get
around AT&T Office@Hand. Note: Contacts
and Favorites are now sorted by letters first,
numbers next, and special /Unicode characters
last.

*

Favorites £ N

Pat Sanian
@ available

Aaron Shikirlifsky
® Available

?
P
Alexandra Gomes
® Avilable
| Bob Johnson
i ! B ailable

CharlieLee
YOl Awailable

(((

To do this

Your account presence. Set
your availability status.

Messages. View all your mes-
sages in one place. Messages
are always current and synced
to your other devices.

Tap To do this
Online meetings. Launch
C}j online meetings to collaborate

and share screens with remote
colleagues or clients.

Favorites. Add colleagues you
contact often. See their pres-
ence status and contact them
directly from this screen.

o Audio conference. Hold

t,Oo instant conference calls and
easily invite up to seven partic-
ipants.

Fax. Send faxes, schedule
faxes, and select cover pages.

Calendar. Google calendar or
Outlook. iCal if you are using a
Mac.

!1 Glip. Collaborate and share
C] files with your team members
via Glip.

Call Log. Review all call activ-
ity on your account.

Settings. Set your app prefer-
@ ences.

Contacts. Separate personal
and company contact lists to
making it easier to find the
right person.

Head up Display. Manage
incoming calls from the desk-
top. Views presence of up to
100 users.

Dialpad. Dial a phone number
to make calls from this
screen”®.

SMS text messaging. Send
text messages to one person
or a group.

* Professional customers require a purchased
number for making outbound calls from the app.
**SMS, Online meetings, and Audio Conference are
available on selected plans.
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Contacts

The Contacts list is your online address book. It stores your Company
contacts—everyone in your corporate directory—and your Personal
contacts—everyone else outside of the company, such as friends, family,
and even vendors. Your personal contact list is clearly separated from your D] o
company contact list so there’s never any confusion when you're looking
for the person you want to contact.

(864) 555-1212*101 ~

. . j a Adrian Yang

View Your Contacts List a paronShiirsy . © Avaiable
b
At the top of the screen, click E to open your contacts. Click the Filter ’ Aoy ) Emails
rian Yang 105 1.1 . .

icon Y to select All, Company, Personal, or Outlook contacts. Click on a ANy 3G gmycom pany.
contact (Adrian Yang in this example) to see its Presence status. ‘ Alexandra Gomes 106 % | Phone Number
Updating Your Contacts List c 105 %
Good news! There's no need to manually update your Company contacts. @ Chelsey McLaughlin 204 Y | Direct (510)555-3547 4, O [H
Your corporate directory is synced to your company’s main AT&T
Office@Hand account and continually updated so you always have the G Customer Services 1002

.
-

latest contact information for your entire company.

‘.
D

Dave Richards 205 W

o @

En 051: B D'_l @

‘fou can call or texd vour contact directly from

vour Contacts list. Just dick the name of the

person you want; then dick any one of these icons:
s  Tocll click

o Totext click |

=
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Updating Your Personal Contacts List

Your personal contacts may already be synced to your mobile phone or
Microsoft Outlook, but you can also manually add, edit, or remove a
Personal contact at any time.

Add a Contact

1. At the top of the screen, click N
2. Click the filter and select Personal.

3. Click @ at the top right corner (Add Contact) to open the contact
screen.

4. Fill in any of the information fields you want, such as name, email
address, and a phone number or two. You can always come back and
add more details later.

5. Click Save. The page refreshes and displays a summary of the contact
details.

6. Click € to return to the full list of Personal contacts.

Edit a Contact

At the top of the screen, click R
Click the Personal tab.
Click the name you want to edit.

Make the changes you want to any of the contact details.
Click Save.

oup whpe

Delete a Contact

At the top of the screen, click 2]
Click the Personal tab.
Click the name you want to remove.

On the Contact Details screen, click Z

Click Delete.

In the confirmation box, click Delete again. The contact is
permanently removed from your personal contacts list.

oA Wbk

(

On the Contact Details screen, click 2’ at the top right of the screen.

Add Contact

Firstname | Mary
Lastname | Goss
Company My Company
Title Sales Manager
Phone Number
Home (415) 555-1234

Add phone @
Emails
Ema Miary.S055@ My Company.com

Add email address ®
Other Info
State
City
Street
Zip
URL
Note

Cancel Save

&« Contact Details

0 Mary Goss

Company My Company

Title Sales Manager

Phone Number

Home (415)555-1234 L O
Emails

Emai mary. EUSSEE ¥ COMPa 0. COIM

&
e
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Adding a Photo Avatar to any Contact

AT&T Office@Hand seamlessly integrates with Microsoft Outlook and
Mac Address Book so you can easily import contacts into your Desktop
contacts. If there are pictures in these contacts, the photos will display in
your Contacts list.

When you have a lot of contacts, sometimes it’s easier to recognize the
contact you want when you have a visual hint to jog your memory. AT&T
Office@Hand lets you upload any photo or graphic to use as an avatar,
which displays next to the name of the contact. For example, you can
upload a photo of the person or an image file, like a logo or animal, to
represent the person to you.

The avatar is visible only to you, while you're using AT&T Office@Hand.
Any image you use won't be seen by the person you've contacted. This is
different from a profile image you might have used to display publicly. This
avatar is for your personal recognition use only.*

Add an Avatar

At the top of the screen, click E

Click the filter icon ? and select All, Company, Personal, or Outlook.
Click the name of the contact t which you want to assign an avatar.

Click ' next to the name. The Add Photo screen opens.
Click to add photo. Find the image file you want to use.

Click Save. You should now see the uploaded image next to the
contact name.

7. Click €& to return to the full list of contacts.

ok LR

Note: Your personal profile image will be synced across the AT&T
Office@Hand Cloud, AT&T Office@Hand Desktop app, and AT&T
Office@Hand Mobile app. Your profile image in company contacts will also
be synced to the AT&T Office@Hand Desktop app.

=

However, your newly added photo will not automatically replace the one
for you that was manually added earlier by your contacts. Cloud contacts
added locally do not affect Favorites from external sources such as MS
Outlook and OS X contacts.

Click to add photo
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Favorites: Create a List of Favorite Contacts

The Favorites screen is a shortcut to your most frequently used contacts.
You can add up to 60 contacts from your Personal list or Company list.
Since it’s a shorter list, you can find the person you want faster.

Additionally, when you add a Company contact in your Favorites list, you
can see their phone Presence status. This status shows whether the person
is available to take calls. Presence status is available only from your
Favorites list and available only for Company contacts.

View Your Favorites List

At the top of the screen click . The Favorites screen opens, showing all
of your existing favorite contacts.

Make a Contact a Favorite

1. At the top of the screen, cIick .

2. Click V and select Personal or Company.
3. Click the name you want to add to your Favorites list.

e Click 1.7 next to the name. When the open star changes to * a
filled star. Your contact was successfully added to your Favorites
list.

o can ol o ket o congact aireck by Prom your Fassor bes st Just
ik he namee o 1w paar s wonn vaanl; Lhen dick any e ol lheess
oo

= Tacall, click

& Tiztest, dick

Google Contacts Integration

View your Google contacts frominside the Desktop app or select and move
Google contacts one at a time.

=

Remove a Favorite Contact

1. At the top of the screen, click . All your existing Favorites are
shown.
2. Find the person you want to remove and click next to the name.

Icons appear for edit.

Alex Prazma
@ Invisible % O .@-
3. Click the @ icon.

The contactis removed from the screen, but you can still find themin
your Personal or Company list.

Favorites

Aaron Shikirlijsky Jen Williams & O
- @ Available @ Awilable [y Call  Text
P, 4
Alexandra Gomes Johnthan Ng
@ Available @ Available
Bob Johnson Jose Panov
1 @® Available @ Available
1 Charlie Lee Mary Goss
' @ Available ! @ Busy
Chelsey McLaug... \  Mohamed Glorio...
® Avzilable ® Avsilable
Dave Richards Naga Tiski
@ Available @ Aviilable
Douglas Reyes Penny Pate
@ Avzilable ® Avsilable
/= o)) Helen Smith <) RosieJones
@ Available @ Available
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Set Your Own Presence Status

You can set your own Presence status so other people in your company can
quickly tell if you're available or not to take a call. Here's how:

1. Click your phone number at the top left of the page. A drop-down

screen displays, showing your name and current availability.
2. Do any of the following:

e Set your availability status: click Available, Busy, or Offline.

e Comment on your status: Click 2’ directly under your name.
Enter (or change) the brief comment, such as In a Meeting.

e Decide whether you want to take calls (Accept Calls) or send
them directly to your voicemail.

e Click Save to save your changes.

Now your Presence status will stay that way until you change it again. You
can change your status as often as you like.

(854) 555-1212 * 101

Bk i@ O &

X My Profile

Wendy Smith
Take AllCalls #

® Available

. Busy
@ Donotdisturb

Invisible
Accept call queue calls

Phone number  (864) 555-1212

Extension 101

O o b B

w
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View Presence Status of a Favorite Contact

The Presence status lets you know if one of your Company contacts is
available to take a call or not. Presence status can only be shown on your
Favorites screen so you can't see Presence status from your Company
contact list.

B &

JenWilliams % O
® Available b Call  Text

Agzron Shikirlijsky
@ Available

To view Presence status:

1. At the top of the screen, click . All of your existing Favorites are

h Alexandra Gomes Johnthan Ng
shown. ® Available @ Avzilable
2. Look under the contact: name
Johnthan Ng C O Bob Johnson Jose Panov
® Available o ) @ Available @ Avzilable
Mary Goss QO Charlieles Mary Goss
. @ Busy . @ Auvailsble ® Busy

o A green dot (@) means the person is available. Go ahead and
give them a call.

Chelsey McLaug... . Mohamed Gloria...
® Available ® Avzlable

Dave Richards MNaga Tiski

® Aviilable ® Avzilable
Douglas Reyes Penny Pate

@ Available | ® Avsilable

Helen Smith . Rosie Jones

® Auvailable @ Avsilable

e Ared dot (@) means the person is busy, often already on a call.
e A red dot with a white bar (°) means Do Not Disturb.

e A gray dot (%) means the person is invisible (off-line).
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Unified Presence

In The AT&T Office@Hand unified application, users can see when another coworker is busy, on a call, or in a meeting. Users prefer to know this information in
case they are trying to get a hold of someone by Glip message or by phone and the other person is busy. Presence settings are: Available (reset presence),
Invisible (opt-out of presence), and Do Not Disturb (mutes calls and notifications), and Busy (on a call, in a meeting, or calendar event).

AT&T Office@Hand Q, search

t

N & Available ® Awvailable *
% Phans Product Team %
Invisible Share Statlus E
L] Dashboard
" - © Do Mot Disturk
| ks L: eds 1o be gray o L Edit Profile
% Favorites
He o rangse tems an 1t twe use withion Ani 1d thaught § Preferences
Hester Gregory - . - N N e o I ) LINKS
1 95 | s I5ChE 1 d 5] vh b gh, m of tt | &
Jraring
Ina Fialds fundamentally n s5al ey are such at you can use them for a good laugh KS | or for Help
Froduct Team PICKING Up WOmMEn oF men & i Keyboard Shortcuts
Coca-Cola: C ¥ Ko at | iginal co 15 g
Samantha Peters & sy About »
9 e & What's Mew
- Peaple
- e Do you kr ha il 1 g feel f hawin 1 0 Lt Download Apps
Glip Bot Make vour own PCI NOTES aMentions
* Tom Matthews 5 B Code s
Samantha Peters 12 & Sara Bennett shared link @ Tope SN cut
Check this: https.//dribbble.com/search?g=dark+interfaceds=latesl
® Sara Bennat B Design ldeas
Emma Brewer
Jahn Smith EILES
® Roger Elliott 9 What the oroare:
B Notes.xt
o Sara Bennett uploaded a file B Fresemation sides
Sales Discussion e‘
u Dralft_mocks. Zip

Belmont UX Team

Design Chalange

PM Weekly Sync @ s
Design Talk [ B

Deskiop Feauture List
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Make a Call

You can use the dial pad to make a call, either to a person in your Contacts @ (85¢)555.1212
list or by manually dialing a phone number.

]

To make a call:
Dial Pad

1. Click ] at the top menu to bring up the Dial Pad.

2. Inthe To field, either click @ to select a contact, or click the digits
on the dial pad to manually dial a phone number. “aller 1D (888) 528-7464 O]

3. Click the caret (+) on the Caller ID: line to select the phone number
you want displayed to the receiver of the call.

4. Click the green call button @ to place the call. = o
5. When the call goes through, the caller’s screen will change to Active
Call, shown at right, and display either the called phone number or 4 5 6
extension number if the call is to an internal number. H KL MND

TIP: You can always make a call directly from your Contacts screen, too.
Just click the name you want to call and your call will connect from the
screen.
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HD Voice and Secure Call Indicators

10:30 il =
HD Voice
eoe <:| C> & 0007
HD Voice provides optimum call quality automatically between
devices that support high definition. ‘ Jim Xumy
AT&T Office@Hand employs the Opus codec, which provides greater voice > VolIP Unavailable
clarity, especially in limited bandwidth and network environments. VolIP calling is prohibited in this
country. To make or receive VolP

. calls, please log in from a different

Secure V0|Ce location or proceed to make your call

using RingOut.

Secure Voice encrypts communications between supported endpoints
(phones and apps) within your AT&T Office@Hand account. This feature ) B )
offers improved call reliability as well as offers enterprise-grade encryption

Close

for voice calls to greatly improve user privacy and security. Secure Voice e i pasiar
& calls are supported between devices capable of that feature.”
. . . . " O @
When VolP Unavailable - a warning shows when VolIP calling is unavailable.
Hold Record Switch to Carrier

AT&T Office@Hand provides secure communications within your AT&T
Office@Hand phone system. Communications to devices and systems
outside of the AT&T Office@Hand service are not guaranteed to be L3 (P LQ
encrypted end-to-end.

Transfer Park Flip

*Secure Voice can be obtained after contacting your account manager at AT&T.

(((
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When You're on the Call

When you are on the call, the on-screen
options make it easy to manage your call.

Tap

To do this

You can:
Tap To do this
; Mute the call. Click again to
L8

unmute so your callers can hear
you speak.

Transfer the call. There are

three types of transfer:

e Warm - puts the call on hold so
you can talk to your colleague
before transferring.

e Blind - connects directly to
another extension.

e To Voicemail - sends the caller
immediately to voicemail.

Access the keypad so you can
enter numbers or a code when
on a call.

Customize your call settings
while on a call.

®

Flip a callto another phone, such
as a mobile phone without inter-
rupting the call. Click to flip the
call and select the phone you
want to use.

Hold the call. Click again to
return to the call.

Record a call. Imnmediately start
recording. Your caller hears a
message indicating they are
being recorded. Click stop to
end recording,

¢

Park the call and the operator
will announce a code to use to
pick up the call. This is the code
you'll tell others about. If no one
picks up the call, the call comes
back to you.

Add more people (up to four) to
the same call.

End the call.

@ (3525551212

1y

Transfer

Lindy Larapin
1212

Park

)

Audio

Add

(D)

Flip
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Call Management

Call Management features display of a Current Call and a Call on Hold.
From the screens, these quick actions available:

e Resume or answer a call

e Join a held call to a current call

e Add a call to a conference

e Transfer a call to another extension

e Record a call

e Mute a call

e Activate your speaker

e Place a call on hold

e Park a call in the cloud

e Flip a call to a forwarding number in your extension

e End a call

= & 9

Dial Pad

(888) 898-4591
00:03

Conference Call
05:38
2
IR

Active Calls

@0

©0

) esee (]
R 00:13 0 s |
|

MORENO VLY CA

(951) 000-0000
$ i v
Myte Keypad Audiay
] O +
Hold Record Add
21 [P ®
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Answer a Call

When a call comes in, your AT&T Office@Hand screen automatically
changes to the Incoming Call screen so you know someone is calling you
even when you don't have the sound turned up on your computer. The
Incoming Call screen shows the phone number (or internal extension) of
the person calling, as well as the name and photo of the person, when it's
available.

A user has the option of answering the call; forwarding the call to another
extension; screening the call; replying with a text message; sending it
directly to voicemail; or ignoring the call and letting it be handled according
to the call handling rules set up by the extension owner.

From here, you can decide how you want to answer the call.

Pick up the Call

From the Incoming Call screen, clickm to pick up the call. The
volume on your computer is automatically switched on. If you like, you

might want to have your headset handy so you can use it for the call.

New Window for Each Incoming Call

All incoming calls are presented in a separate window when they come in.

e —
O s ©O
) Wendy Smith
‘ tO:e:[gsg:'555l'5026 @ @

This window appears when you have more than one incoming call.

=

Fa 1o (854) 555-1212 —

Lindy Lara... (854) 555-1212

Custom numbet..

| Cancel |
- ® /7
Forward Reply lgnore

Answer&End  ToVoicemail ~  Answer& Hold
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Respond with a Courtesy Message

When you can’t take the incoming call right away, you can provide a
courtesy response. AT&T Office@Hand has automatic text-to-voice
options. You can select a prepared message or type your own custom
message, and AT&T Office@Hand will convert it to voice and relay the
message to your caller.

Respond with a prepared message

1. From the Incoming Call screen, click Reply.
A popup screen opens with three different messages, such as: “Call
me back in...”

2. Click the message you want to use, and if needed, complete the
message by typing the time limit you want (ex: 5 minutes).

3. Click Send.

AT&T Office@Hand relays the message to your caller.

Respond with a custom message

1. From the Incoming Call screen, click Reply.
A popup screen opens with message options.
2. Click Custom Message.
3. Enter the response you want to send.
4. Click Send.

AT&T Office@Hand relays the message to your caller.

Respond to an urgent request

When an urgent request is received, and replied to with a custom message,
the requester may press 5 on their phone and enter an “urgent” call back
number that is instantly received.

FSY 1. (854) 555-1212 -

o —

Will call vou back in...
Call me back in...
On my way

Custom Message

[ Cancel | Send

-~ ® e

Forward Reply lgnore

Answer& End  ToVoicemail ~  Answer & Hold
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Screen with Voicemail

When you're not sure if you want to pick up the call, you can screen the call.
AT&T Office@Hand allows you to send the caller to voicemail, but you can
hear the message the caller is leaving you. At any time while the caller is
leaving you the message, you can pick up the call, and talk to the person.
Voicemail is automatically stopped and your call becomes live again.

Screen a call

1. From the Incoming Call screen, click To Voicemail > Screen
Voicemail.

You can hear the caller leaving you a message.
e To answer the call in progress, click Pick Up.
e To stop screening and let the call continue to voicemail,
click Stop Listening.

Send the Call to Voicemail

When you can't take a call right away, you can send it to voicemail so the
caller can leave you a message. To do so, from the Incoming Call screen,
click To Voicemail.

Forward the Call

When a call comes in and you think someone else might want to take it, you
can forward the call. Here’s how:

1. From the Incoming Call screen, click Forward.
A popup screen opens with phone number options.
2. To Call Forward
e Click the phone number where you want the call forwarded.
or
e Click Custom and type the phone number you want.
3. Click Forward.
AT&T Office@Hand transfers the call to the new phone number.
4. Click Ignore to stop ringing on your app and allow call forwarding
rules to take effect.

75N To: (854) 555-1212 —

Lindy Larapin:
1212

s Y i .

Screen Voicemail

Answer& End  ToVbicemail ~  Answer & Hold
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Call Switch

If you are finishing an urgent phone call taken on your AT&T Office@Hand soft phone, but you must go into a meeting, you can instantly switch the call from
your desktop client to your mobile client and not miss a beat in the ongoing conversation. Any screen of an active AT&T Office@Hand Desktop or Mobile app
prompts a 2-click process that enables instant call handover between endpoints. You do not have to wait for the incoming call on your receiving device to pick
up. You can engage the receiving endpoint with 2 clicks while still on your call and immediately pick up the conversation. This minimizes interruptions to on-
going calls and reduces time needed to switch and pick up a call on a receiving device.

1450 204 B34
L At hae Cal
TT R (h ulnal
_: Waould you ke 1o switch your acthe
call from mobile devioe to deskiop
— John Smith .
Pavel Grygoriev

Ania Hardaway . m

T Voloe message [0018) .
’ a

Mason Les . )

Fa senit (1 pagel o o [T Kirypuad Audis

1B, Semith B [ o
T Wokte message 00220 o

Haded Rrcard
Hicolas Batwem =
CA 07201 T b
Ok Got it - a
Trarsfer Hark
Hamry Kane

F0 et oo knd....
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Call Recordings

Call recordings can now be accessed from your Desktop call log. The small red dot indicates calls that have been recorded. The tiny arrows indicate whether the

call is inbound or outbound. Selecting Recordings shows which calls can be played or deleted (images 2 and 3).

Dennis Cooper
San Francisco, CA (0:32)

n+ From: Anna Hardaway

- (2:00)

(650) 202-5034

Recordings

0932

Yesterday |

ne To: Bruce Cai, Nathan Gi.

(1:25

() 0042

Ginger Hughes

Philadeiphia, PA (202)

O O

11616 (i)
1111216
. 00-58
- wr
0
Tuesday
-3
O B O @

To: Dennis Cooper
0:32

From: Anna Hardaway
(200

From: Steven Bamnes

(5:14)

To: Bruce Cai, Nathan Gi...

1:25

From: Cameron Bairstow

022

To: Ginger Hughes

(Z:02

0932

Yeslerday

11/16/16

111216 (i)

11/09/16

All Missed Recordings
To: Dennis Cooper 012
(0:32)
From: Anna Hardaway

Yesterday
(200)
From: Steven Barnes

111616
(5:14)
To: Bruce Cai, Nathan Gi gy

(1:25)

From: Cameron Bairstow

1110716
(0:22)

0
:OO
&l
Q)
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Text Messaging

The Messages screen lists all of your messages in one place so you can
prioritize the ones you want to open first. You can see your voicemail, fax,
and text messages on this screen. Your messages are automatically synced
from your online account and mobile app, so this message list is always

current.

By default, you're shown all messages, but you can click on any tab at the
top of the screen to narrow your view to only one type of message. The red
numbers next to the tabs tell you how many new messages you have.

All Volce.

e

Text

View Your Messages

At the top of the screen, click E The Messages screen opens. All of your

messages are listed on the screen.

Victor Shchenkh
Voice message [0:23)

Hi there Jane. Ths is Victor calling and it's
about 3:30 PM on Tuesday. | am actually out
of the office for the rest of the day, | just
wianted to give you a quick status update on
the propect. Some changes were made fince
aur last discussion We need to complete the
project wath less...

Hide text
) B -
() oaoe | L F

L O W B M@

(

Voicemail Preview

Enterprise customers

can also enable Voicemail
Preview from the Messages
& Motifications settings.
When enabled, your
voicemail messages will be
converted to text and
displayed as shown at left.

Voicemnail Preview is limited
to the first 60 seconds of the
message; short messages of
5-& seconds will not be
converted. Accuracy is not
100% and is influenced by
the speaker’'s accent and
connection factors.

Woicemail Praview will
continue until turned off.

Listen to a Voicemail Message

Voicemail messages are shown with this icon: (). Click the message you

want to hear. Then click @ on the audio bar to start the message. When
you've finished listening to the message, you can

Tap

To do this

Call the person back.

Send the person a text message.

Delete the fax; it is permanently removed from your account.

Save files from the cloud.

Flag the message so you'll know you've heard it. Click it again
to mark it as unheard.

Block this number from your account so you no longer receive
calls from that number.

Add this person to your Contacts list, and other options.
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Read a Text Message

Text messages are shown with this icon: .~ . The entire message is shown
on the screen so you can read it immediately. Click the message to respond
with a text of your own. The screen switches and now you can see the

entire recent conversation thread. Type your message and click Send. This

is a shortcut to the texting screen.

-

Group text messages are shown with this icon: (4

(

(864) 555.1212

D

All Voice Fax

Bob Johnson, Jen Williams
Will join as soon as | am outof current meeting

Sales
Please submit your forecast to Bob today.

Wendy Wang
Faxreceived (1 page)

3
©® @ ¢c M

Alexandra Gomes

Voice message (0:04)

Helen Smith
The meeting is now at Park Place. Please join us

Jen Williams
Will be there

O ™ N B O ©

Text

Yesterday

Yesterday

03/25/2016

0]

-
Yesterday \

Tuesday

Tuesday

l/".‘\l
P
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Send or Receive a Text Message

AT&T Office@Hand lets you send a text message to anyone you want, even
if the personisn’tin your company network, so you can communicate easily
with clients, friends, and family. You can send a text to one person at a time,
multiple people listed together, or an existing group (of people) already set
up in your Contacts list. When you're texting multiple people or a group
from your company directory, you can see the entire conversation thread
from everyone participating in the thread. To send or receive a text

message:
1. At the bottom left of the screen, click ', ' . The New Message screen
opens.
2. Inthe To field, either click @ to search for contacts, or type the

vk w

phone numbers you want.
Select Caller ID.

In the Type a message field, type what you want to say to the person.

Click Send. Your message is sent.

e Keep the screen open and you'll see any responding text messages.
You can send another text and keep the conversation going for as
long as you want.

e If you miss a responding text, the Message screen will keep count
of unread texts and save them there so you can read them at your
convenience.
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Hold an Audio Conference Call

You can hold an audio conference call at any
time directly from AT&T Office@Hand.
Conference calls can be held immediately, with
no need to schedule one ahead of time. Every
AT&T Office@Hand user is assigned a unique
conference line so you can have a conference
call whenever you need one without worrying
about network congestion.

Conference calls are a great way to get
multiple people on the same call so you can
discuss a topic. This is an audio-only
connection. If you want to have a video
meeting, use AT&T Office@Hand Online
Meetings instead.

Your Host Access number is the phone number
you dial to start the conference call. The
Participant Access number is the phone
number your guests will dial to join your
conference call.

The host of a multi-way conference call can
disconnect any party in the call.

» Conferencing

<

Hostaccess: 854555001

wn
L
un
=

Participant access:

Include additional dial-in numbers

°N®

Join before host

Invite with Text

Invite with Email

Start Conference

To Hold an Audio Conference Call

1. At the bottom of the screen, click &, .
The Conferencing screen opens, listing
your Host Access and Participant Access
numbers.

2. If you have international participants,
turn on Include additional dial-in
numbers. This option lets you include
local numbers in other countries so your
participants won't be charged
international fees. Once you turn on this
option, you can select the countries you
would like to include in the invitation.

3. Decide if you want to invite people by
text message or by email. Then click
either Invite with Text or Invite with
Email. An or text email form appears.

4. Inthe To field, find the contacts you
want, or type their phone numbers.
Notice that an invitation message,
complete with dial-in numbers, is
automatically created for you. You can
tack on a personal message if you like.

5. Click Send, and your invitations are sent
to your participants.

6. Now, click Join as Host to start the
conference call. The Active Call screen
opens so you can manage your
conference call as needed. The Mute,
Record, and Add+ (persons) options are
especially useful during a call.

7. When you're finished with your
conference call, click End Call to stop the
conference call for everyone and hang

up.
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Launch an Online Meeting

You can hold an online video meeting at any time using AT&T Office@Hand
Online Meetings and start it directly from AT&T Office@Hand. Online
Meetings can be held immediately, with no need to schedule one ahead of
time, unless you want to. Every AT&T Office@Hand user is assigned a
unique AT&T Office@Hand Online Meetings ID and password, so you can
hold as many online meetings as you want.

Online meetings are a great way to reach multiple remote people to discuss
a topic as if you're all in the same room. You have access to video views
from web cameras so you can see people face-to-face, and screen shares, so
you can easily share presentations or other documents on your computer
with everyone in the online meeting.

(((

® 0 Office@Hand Meetings

AT&T Office@Hand Meetings

Work together

Join a Meeting
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To join or schedule AT&T Office@Hand Online Meetings:

1. Signin.

2. At the bottom of the screen, click [ . AT&T Office@Hand
Meetings opens in a separate window on your computer.

3. Click Join a Meeting if you have been invited to a meeting, or click

Sign In if you want to set up an online meeting.

On the Sign In screen, select your country and enter your credentials.

Click Schedule Meeting if you want to set up an online meeting.

Or click Join a meeting if you're connecting to a meeting set up by

someone else.

ok

For more information on how to use all the AT&T Office@Hand Meetings
features to make your online meeting more productive, see the AT&T
Office@Hand Meetings User Guide.

Phone Mumber
Extension (Optional)

Password

[ Remember me

Forgot Password?

Or Sign In With
N —~ _
[ =) |/ \; |/03\\ |
N S 7 N
Emeail Google Single Sign-on

[ Ol ] Office@Hand Meetings
Cheryl Lirro v £ Settings
Start without video Start with video
31
Schedule Join

Meetings



AT&T Office@Hand | Desktop User Guide | Send or Receive a Fax 34

Send or Receive a Fax

You can send and receive online faxes directly in AT&T Office@Hand so

you'll

never have to walk to your separate fax machine again. Your phone

number is also your fax number, so you only have to remember one
number. You can fax to one or more people at the same time.

Send a Fax

1. At the bottom of the screen, click [$~ . The Send Fax screen opens.

2. IntheTofield, either click '-E:' to search all the contacts you want to
fax, or type all the fax numbers.

3. Decideif you want to include a cover page. The default is Blank. Click
the blue caret * next to Blank to see your cover page options.

4. Or click the blue plus icon '-f‘_::' to see instructions on how to create
your own custom cover page and add it to the list.

5. Click «~ at the top right of the screen to save your selection.

6. Back on the Send Fax screen, in the Note field, add a comment or
message, if you want.

7. Attach any files you want to send. Click BJ to browse and upload
your attachment.

e Or drag-n-drop files from your desktop onto the dotted field (up
to 20 MB).

e You can also click & to scan and attach a document from the
scanneryou have selected in Settings > Messaging, so long as the
scanner is installed, powered on, and connected to your
computer.

8. Click Send now to send your fax now, or click Send later and set the

date and time when the fax will be sent.
e You might need to scroll down to see the Send now and Send
later buttons.

b4 Send Fax
To: Enter Mame or Mumber... @
Cover Page Elank »
Attachments @J
T .|
Drop files here to attach.

Maximum fax size is 20 MB.
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Set Caller ID for Faxes
Set the Caller ID for faxes by using these steps:

1. Click the Settings icon .';!.
2. Click Outgoing.
3. In Fax Direct number, enter the phone number.

View a Fax

Fax messages are shown with this icon: [~ . Click the fax you want to see.

Then click <€ to open the fax. The fax opens in a separate window on your
computer.

When you've finished reading to the fax, you can:

D Settings

@ General

Sound

=
o’

Calls

&

X

Messaging

Contacts

[¢]

Join Now

bR

Hotkeys

Support

O

About

©

Logout

Office@Hand

10.2.0

General Incoming QOutgoing

Calling mode

@ RingQOut
Ringme on 2 specified device first, then connect the called party

Prompt me to dial 1 before connecting the call D

Local dialing
Dial local calls withoutdialing country and area codefirst

Country United States 1

Area code 210 ®

Outbound caller ID
Select the number you want to display when you make outgoing calls or texts.

Calls Main company number (210) 504-4525

Texts 0 Main company number (210) 504-4525

Faxes Main company number (210) 504-4525

Tap To do this
& View faxes and print locally by converting to PDF first.
Send the person a text message.
@ Delete the fax; it is permanently removed from your account.
- Flag the fax so you'll know you've read it. Click it again to mark
it as unread.
(\ More information.
v
= Forward fax.
IE{I Download fax PDF to save locally.
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View Your Call Activity Records

You can easily review your call activity directly from AT&T Office@Hand.
All call transactions (outgoing and incoming/missed) calls to your phone
number are listed so you can check them when you want.

To view your call activity records:

e At the top of the screen, click[Z]. The call log screen opens, showing
all of your incoming and outgoing calls.
e Here's how you can read the log:

[ Means a missed call
> Means an outgoing call you made
e Click any individual record to delete.
Did you know?

e Double-click on any call listed in the log to call the person again. Or

click (i)to see more options, such as adding the person to your
Contacts list.

Missed

Triym

San Mateo, CA

Dmitriy Tim
@ [ '

Uriknown location

Dmitriy Tim
@ [

Unknown location

@! Dmitriy Tim
Unknown location

Dmitriy Tim
2 !

Unknown location

@x Dmitriy Tim

Unknown location

Delete (2)

Select All

Recordings

&

Yesterday

Monday

D&/14/2018

0é&/14/2018

06/14/2018

06/14/2018

Cancel
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Personalize AT&T Office@Hand Users can set their language of choice in the Language dropdown menu on

) ) ) ) the Settings > General page.
AT&T Office@Hand is ready to use as soon as you install it on your

computer and log in. But it's nice to personalize the app. Here’s how you can personalize AT&T Office@Hand.
"® Settings - x 1. At the bottom of most app screens, click € .

Set a5 a default faxing and calling — The Settings screen opens in a separate window.
{@'_} General L Apply .
application 2. Inthe left menu, select your preference for any of the following:

& Sound . . .
Automatically launch on startup Click To do this

&, calls General Set as a default faxing and calling application. Clicking the Apply
Run application minimizec button changes the status to “Currently set as default faxing and
. calling application..”
1 M
eenEing Return to previous setting by:..
Keep app in foreground
{3 Contacts Automatically launch this application on startup: ON or OFF.
Access my account online: Run application minimized: ON or OFF.
[oT_ol Join Now o, . .
{2 My extension settings Keep application in foreground: ON or OFF. Set this switch to ON
. 7a% Phone system to keep the application running on top of all other applications.
Hotkeys 4 Billing
- AT&T Office@Hand product alerts: Informs customers of new
— features and service offerings.
) Support
Access my account online:
@) About Cliclfing'My Extension Settings'opens your AT&T Offige@Hand
application where you may review or change your settings.
Clicking Phone System opens your AT&T Office@Hand applica-
tion where you may review or change phone settings.
Logout Clicking Billing opens your AT&T Office@Hand application where
Office@Hand 10.20 you may review your service plan and international call settings.
Note: Phone System and Billing are accessible only to Administra-
Settings screens are from the Windows app; Mac screens are similar. tors.

Note: The Desktop app follows the user’s device language when available.

e
—
A —
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Forwarding Numbers

oy Settings
You can manage the forwarding of numbers in the application. Users can
add, edit, and delete numbers by using these steps: {h  General
1. Navigate to the Settings > General window. £ Sound
2. Click My extension settings.
Your My Extension window opens. QG calls
3. Select the Settings menu.
4. Click Call Handling & Forwarding. )
<] Messaging
This is helpful to those using the Call Forward or Call Flip features.
Q‘\\J Contacts
Join Now
Hotkeys
Q Support
(i) About
Logout
Office@Hand 10.2.0

Set as a default faxing and calling
application

Automatically launch on startup

Run application minimized

Keep app in foreground

Access my account online:
{E} My extension settings
72% Phone system

4] Billing

- X

®
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Sound Menu

Use the Sound menu to manage your Microphone, Speaker, and Ringer > :
style and volume. If installed, the Plantronics Headset can be switched ON Click To do this

or OFF from the Sound menu.

Sound Microphone
£ Settings — P Use the Sound menu to manage your microphone type and
level.
General ; 5 . w
{@} Microphone | Same as System (Transmit (Plantroni... Automatically adjust microphone settings.
Switch this OFF to manually adjust your microphone.
63 Sound Automatically adjust microphone settings () Spea ker
Use the drop-down to select Speakers/Headphones. If the
& calis Speaker Same as System (Speakers (Plantroni.. | 1] Plantronics Headset is installed in your system, you can
select it here.
- Ringer Same as System (Speakers (Plantroni.. D:l
Messaging Ringer
Volume Users who prefer the desktop application not to ring during
~y Contacts an incoming call can turn off the ringer. This can be config-
ured on the AT&T Office@Hand Phone App at Settings >
- Audio > Ringer.
f&] Join Now Plantronics headset
Learn more aboutusing your headset E Volume
i Set your speaker or handset volume with the slide bar.
[ Hotkeys
Ringtone N
Plantronics Headset
(O Ssupport v Bell Switch the Plantronics Hgadset ON or OFF from the Sound
menu. (Headset must be installed.)
Classic N
@ About Ringtone
Choose a ringtone you prefer. Click to hear the sound or
click Add New to upload a custom ringtone.
Logout

Office@Hand 1020 Add New
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Calls Menu - Incoming

The Calls menu allows quick access to many Desktop settings.

3 Settings — x o a
o Click To do this
General Incoming QOutgoing ' . R . .
(% General Calls Menu Display incoming call in the standalone window.
Incoming o | anplicati : : "
{3 Sound Display incoming call in the standalone window (:) Launch an external application or URL on incoming call.
Auto answer
Q, Calls Launch an external app or a URL on incoming call P Switch ON to select the number of seconds to wait before an
incoming call forwards to voicemail or another extension. This
can range from 5 to 30 seconds.
Messaging
Auto answer E
o Contacts
[oT_ol Join Now
Hotkeys
Q Support
(i) About
Logout
Office@Hand 10.2.0

Mac users can choose to automatically pause iTunes when a call comes in.

=
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Calls Menu - Outgoing

The Calls menu allows quick access to many Desktop settings.

Sy Settings
{gﬁ General
&3 Sound
&, Calls
Messaging
~5\» Contacts
[oT_ol Join Now
Hotkeys
Q Support
(i) About
Logout
Office@Hand

10.2.0

General Incoming Qutgoing

Calling mode

@ RingOut
Ring meon aspecified device first, then connect the called party

Prompt me to dial 1 before connecting the call ()

Local dialing
Dial local callswithout dialing country and area code first

Country United States 1

Areacode 210 3

Outbound caller ID
Select the number you want to display when you make outgoing calls or texts.

Calls Main company number (210) 504-4525
Texts Main company number (210) 504-4525 ~~
Faxes Main company number (210) 504-4525 ~~

Click To do this

Calls Menu-
Outgoing

Calling mode /Direct Dial
Direct Dial is visible only when a digital line is assigned to the
computer where the desktop app is installed.

Calling mode /RingOut

Ring me on a specific device first, then connect the call.
Prompt me to dial 1 before connecting the call.

Switch OFF for the call come directly to your extension with-
out delay.

Local Dialing

Dial local calls without dialing the country and area code first.
Select your Country and enter the Area code from the given
menus.

Outbound caller ID
Select the number you want to display when you make outgo-
ing calls or texts.

Calls
From the drop-down menu, select a number from which your
calls will originate. All numbers on the Service Web are avail-
able.

Texts
From the drop-down menu, select a number from which your
texts will originate.

(((

Faxes
From the drop-down menu, select a number from which your
faxes will originate.
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Messaging Menu

Use the Messaging menu to manage incoming calls to the Desktop.

- Settings - x Click To do this

{& General Play notification sound for fax and text messages Messaging Play notification sound for fax and text messages
e When sending a message
wh di a ..
£ Sound Frnesmes== e When receiving a message
When receiving a message [ @] Convert direct numbers to extensions when I try to send a
&, calls message to several recipients
) ) Extensions are sometimes easier to recognize between col-
——— :1‘;2::5:‘:;rg;::"r:ir;;z‘tens'onsWhe“ Itrytosend a leagues. Decide when you'd like to do a conversion like this.
Default action: Ask me; or Do not convert; or Convert.
Default action Ask me e .
3 Contacts Install AT&T Office@Hand Internet fax to add attachments
from external applications
. _ Install AT&T Internet fax to add attachments — Installs AT&T Office@Hand Internet fax driver to a printer.
{s] JoinNow from external applications. When you send a document to this printer, it is added to the
) Automatically print incoming faxes B fax as an attachment.
E= Hotk . . . . B
otkErs When Automatically print incoming faxes is ON. a list of
printers will appear for selection (Windows only). The default
(D Support setting is OFF.
(i) About
Logout
Office@Hand 10.2.0
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Contacts Menu - Integrate with Microsoft Outlook

AT&T Office@Hand seamlessly integrates with Microsoft Outlook so you : ;
can conveniently call, fax, or text all of your contacts while you're in Click To do this

Outlook. Available for Microsoft Windows users only.

Contacts View Google contacts
To set up your Outlook* account to work with AT&T Office@Hand for Enable to view Google contacts.
Desktops, Outlook plugin

1. At the bottom of the app screen, click the Settings icon. The Settings Enable to download Outlook plugin.

screen opens in a different window. View Outlook contacts
2. Activate the button, View Outlook contacts. Enable to select from Outlook folders.

3. From Select Profile, click Outlook.
Select profile

* Microsoft Outlook 2010 or higher is required. Select from available profiles.

P Settings — X

General

)

View Google contacts (D

Sound

)

Outlook plugin

e o B

Calls View Qutlook contacts E

&

Messaging ) _ ook
Select profile utlool

Contacts

8]

BB

Join Now

-

Hotkeys

19

Support

About

©

Logout

Office@Hand 10.2.0

=
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Contacts Menu - Integrate with Mac Address Book

AT&T Office@Hand seamlessly integrates with Mac Address Book so you
can conveniently call, fax, or text all of your contacts while you're in your

Mac Address Book. Available for Mac users only. Click To do this
®

Settings
Contacts View Google Contacts

General i
{6} View Google contacts @ Enable to view Google contacts

Outlook plugin
§b  Sound View Mac Contacts [ @) Enable to download Outlook plugin.

View Outlook contacts
¢, calls Enable to select from Outlook folders.

_ Select profile
<] Messaging Select from available profiles.

~4y Contacts

f3x] Join Now

I‘LJ Hotkeys

(D Support

@ About

Logout

Office@Hand 10.0.0

(
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Join Now

Join Now integrates with Google, Outlook (Win), and iCal (Mac) calendars, Go gle
so you can identify and join meetings and conferences, and make calls from

calendar events. Sign in with your Google Account
Y Settings — *
@ General Join Now @ Please select A
Switched off |
Sound
o e e
Outlook
4,  Calls Need heip?
Messaging ke &
One Google Account for everything Googie

=3 Contacts + GMEBaLLE

Join Now

Hotkeys

Click To do this
O suport ; o
Join Now Identify meetings and conferences, and make calls from

o calendar events.

(i) About ) .
e Switch the Join Now feature On or Off.
e Connect to Google Calendar or Outlook.
e Configure calendar source and notifications.

Logout
Office@Hand 10.2.0
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Hotkeys for Microsoft Windows

These hotkeys are available for Microsoft Windows users.

<y Settings
{@} General

Sound

Calls

e D

I

Messaging

Contacts

Q

&

Join Now

[+

Hotkeys

O

Support

About

©

Logout

Office@Hand

Pick up the call

End call

Mute/unmute

Hold/unhold

Transfer

Park

QOutgoing call @

Qutgoing fax

Send message using

New text

New fax

Dialpad

Start conference

Start video conference

None

Ctrl+E

Ctrl+ Shift + M

Ctrl+ Shift + H

Ctrl+T

Ctrl + Shift + P

Fé&

F&

Enter

Ctrl+N

Ctrl+)

Ctrl+ D

Ctrl+ Shift + C

Ctrl+ Shift+V

v

W

Click To do this

Hotkeys Hotkeys*

for e Mute/unmute Shift + Ctrl +M
Windows e Hold/unhold Shift + Ctrl + H
e Endcall Ctrl +E
e Pick up the call None; Ctrl + Enter; Enter
e Sending new text gr: : ;\I
e Sending new fax '
Advanced Hotkeys*
e Qutgoing call Fé
e Outgoing fax F8
e Send text message using Enter Ctrl + Enter
e Park Shift + Ctrl +P
e Transfer gr: :E
e Dialpad '

Access my account online

e Extension settings

e Phone system

e Billing (requires login to your
online account)

(

*Hotkeys on your AT&T Office@Hand Desktop app are always available
even if the app is minimized, as long it is running. This allows you to perform
specific actions with just a touch of a key on your Windows PC. You can set
hotkeys to pick up a call or to send a text message.
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Hotkeys for Mac

These hotkeys are available for Mac users.

~ Settings Click To do this

oy General g
ay Pick up the call Cmad+Enter Hotkeys Hotkeys*
for Mac e Pick up the call None; Cmd + Enter; Enter
End call EE
§3  Sound - e Endcall Cmd+E
Mute/unmute 03M e Mute/unmute Sh!ft +Cmd +M
qQ, Calls e Hold/unhold zh'fj :Tcmd +H
Held/unhold {+ %H e Transfer m
o Park Shift + Cmd + P
B Messaging Transfer =T
Advanced Hotkeys*
{7y Contacts Park P e Outgoing call Fé
i e Outgoing fax F8
Join Now Ovischecl O Fe e Send message using (E:ntzr; ﬁmd + Enter
md+
Oulgoing Fax Fa e New text message Crnd +J
Hotkeys ° Newfax Ctrl +D
Send message using Enter e Dialpad
() Support News test = Access my account online
e Extension settings
® I New fax 2] e Phone system
e Billing (requires login to your online account)
Dialpad ®D
Logout

Office@Hand 10.0.0

(
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Technical Support

For issues or questions about AT&T Office@Hand for Windows or other

B Settings — *
AT&T Office@Hand products, visit the Customer Care Center for FAQs,
knowledge articles, Community, Guides or to open a case. 3 General Technical Support Send Product Feedback
) ) For issues or questions about Office@Hand or other AT&T
Click To do this &b Sound products, visit the Customer Support page.
Technical Application logs
& Calls .

Support This switch controls the local logs collection in the applica- S Application logs | @)
tion data fOIder Logs ar.e only S.ent out if you have sent feed- . ‘When you allow Office@Hand to collect data, AT&T will use your feedback to
back submissions by using Settings. Messaging debugissues.

Send Cra.Sh reports automatically ) N Contacts Send crash reports automatically P
Automatic crash report data collection control. If turned on, o
application crash information is sent to AT&T Office@Hand
to be examined. 51 Join Now Purge data Purge data
Purge Data
Erases the application settings and user data and navigates Hotkeys
user to the login screen.

D Support

(i) About

Logout
Office@Hand 10.2.0
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About

AT&T Office@Hand for Windows is a complete communications hub on
your computer desktop that lets you talk, text, fax, and conference from
one friendly app.

The message below your About screen appears when you click Check for
Updates if your installed version of Officec@Hand is up-to-date.

P Settings - x
Click To do this
{C} General About Office@Hand
Office@Hand is a complete communications About About AT&T Office@Hand Phone
hub ter desktap that lets . . .
) Sound ta""kf;;ii;;i:g;'n:;ri:ffomaone e AT&T Office@Hand Phone is a complete communications
friendly app. hub that lets you talk, text, fax and conference from one con-
venient app on your computer desktop.
O\? Calls Current Version: 10.3.0 Check for Updates Take a tour
Learn about the latest features in the easy-to-use, friendly
Messaging Release Notes: desktop application.
Mew features in this release: Check for Updates
o> Contacts | e of the SMS MM The current version of the AT&T Office@Hand Phone app
:;ci;‘:zsth::bilih?to sgl ECT?\J{EW del e?cel\;?arlrlrecords installed on your computer system is shown here.
B  Join Now « Added ability to display custom status message from e Click Check for Updates to determine if you have the
profile. latest version installed.
* Added Kerberos authentication support on Windows. e Use this button to download updates to your desktop
Hotkeys ® Bug fixes and user experience improvements. application
Rel N
Q Support .e ease Notes ) )
Lists the new features in this release.
@ About Logout
Logout from software.

Additional Software Licenses:

Logout LGPL 2.0, S5L License, S5Leay License, Public domain, Boost Software

License, MIT, Apache 2.0, ZLib, Portaudio
Office@Hand 10.3.0

=
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Head Up Display

Head Up Display (HUD) is a call management feature that allows you to R Office@Hand — O 4
monitor and interact with up to 100 user extensions that you can add to a
HUD list, which is displayed alphabetically.

With HUD you can view the presence status of each extension on thelistin
real time. You can also transfer active calls to any extension in your system,
and add users to active calls. If you have permission, you can pick up
incoming calls on behalf of other extensions.

Enable HUD

1. Click the HUD icon at the top of most app pages.

2. Welcome to the HUD will appear if you have not set up your
Presence appearance in your online account; otherwise your HUD
list will sync automatically to the extensions in your Presence
appearance.

Welcometothe HUD

Create a list of company contacts to see their
presence information and communicate with
them at any time.
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Add Extensions to the HUD

To add extensions to the HUD, follow these steps:

1.

2.

Note:

Click the green Create button (previous page). The Select a Contact
screen opens.

On the Select a Contact screen, place a check mark next to users you
want to add to your HUD list, and click Add.

Click Save. You may see the warning message below. The warning
alerts you that you will also change the settings in your online
account for Presence appearance if you continue.

Warning

Your contacts displayed on your desk
phone will be updated with the new
list

If you click Continue, your HUD list will appear as shown on the
screen at right.

Click Save. Your new HUD list will appear as shown at left on the
next page.

If the Presence Appearance is defined in the user’s Office account,

the HUD list will be set up automatically and synchronized to the user's

Conta

cts list (User > Phones & Numbers > Presence > Appearance).

Click the Edit icon £ ; then the Add icon S+ on the HUD list to add more
contacts.

(((

L
0 Bob Johnson
@ BenSmith
@ JenWilliams
& Helen Smith
9 Jesse Jones
0 Mary Goss
o Henry Smith
@& John Smith
0 Douglas Reyes
& Charlielee
& NagaTiski
o Dave Richards
Q Rosie Jones

@ JoseReyes

(B5£) 5551212

B & &

1 Leelock

2 Louleuoc

3 Aa Conference

Cancel

HUD

S+

Ext:2222

Ext: 7878

Ext: 9898  Tif
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Manage Calls with HUD

(854) 5551212

There are many ways you can manage calls with HUD:

1. Onthe new HUD list, mouse over a name to place a call or send a text o o
message to the extension. Example: Ben Smith, Ext: 106.
HUD N+
1 Leelock o O
Call Text
2 Louleuoc Ext: 7878
3 Aa Conference Ext: 9898 i
4
5
&
7
a8
(]
Cancel Save
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2. Clickthe Undockicon E? to see the complete HUD list in a separate
screen for easy call handling. The HUD list can contain up to 100

extensions.

o

o

Aaron Ceses
® 2vailable

Aaron Huton
® 2vailable

Aaron Levton
® ~vailable

Ext: 8888

Ext: 2999

Ext: 7777
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3. Duringan active call, mouse over the extension (Ben Smith, Ext: 106)
to see additional options you can perform with HUD. These are Call,
Text, Transfer, and Conference.

C 0O 2

HUD options

4. Youcantransfer ~2 your active call to another extension by Warm
Transfer, Blind Transfer, or To Voicemail.

5.  With HUD you can also instantly add S+ (conference in) users to
your active calls; for example, adding Mary Goss to your current call

with Ben Smith.

(@

Transfer Call to Ben Smith 104

Q)

| rovmn Mairy anss

— =

.-”H"'-1~ P g

(8) (%) (o0)
Laey N -

wWarm Trancfer  Biled Tmrsfor  To'Volcomall

006

b
i

Rl
A

Park.
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6.

7.

((

To pick up an incoming call to an extension you have permission to
monitor (example Ben Smith, Ext: 106), mouse over the extension to

reveal the Pickup option. Click the Pickup icon @ to handle the call.

On the pop-up that follows, the person monitoring an extension can
Forward the call; Reply to the call with text; Ignore the call; or
Pickup the call and answer it on behalf of the extension owner.

Ignoring the call will cause it to be handled by the call forwarding
rules set up by the extension owner, such as going to voicemail, being
forwarded to another phone, or forwarded to a colleague.

® Bob Johnson | Ext: 107
Available

t_’ Ben Smith | Ext: 106
Active call with Mary Goss

P Jen Williams | Ext: 105
Available

® Helen Smith | Ext: 104
Available

® Mary Goss | Ext: 102
Active call with Ben Smith

P Jesse Jones | Ext: 103
Available

Incoming Call to (650) 555-2676

=508

]

== E0E

Bob Johnson | Ext: 107
Available

L O WY

Pickup
Jen Williams | Ext: 105
Awvailable

Helen Smith | Ext: 104
Available

Mary Goss | Ext: 102
Active call with Ben Smith

Jesse Jones | Ext: 103

~ Available

:-— New Incoming Call (1)

Bob Johnson

(650) 555-2123

D © Y

Forward

lgnore
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Call Monitoring Using HUD

Incoming calls to an extension within the HUD list can be monitored if the
extension owner has granted permission to the person who wishes to
monitor that extension.

For example, when an agent is on a call, a supervisor in the same monitoring Active Cal t]:]
group can mouse over the extension to start monitoring the call.
The supervisor can listen in and Whisper only to the agent; Barge in and be Monitoring Call see
heard by both Agent and caller, or Takeover the call. ' 00:09
® Aaron Shikirlijsky | Ext: 112 ® Alexandra Gomes | Ext: 104
Available Available " |
) ) Il
Dave Richards | Ext: 203 Rosie Jones | Ext: 205
e Available o Available t\
Adrian Yang | Ext: 105 Bob Johnsons | Ext: 104
¢ Available e Available
¢ Charlie Lee | Ext: 102 ° Helen Smith | Ext: 108
Active call with (650) 212-5202 Available
Agent Charlie Lee takes a call from a client.
(21 @ e
A Shikirlijsky | Ext: 112 Al dra Go Ext: 106 .
s o A come Jok D) o
Dave Richards | Ext: 203 Rosie Jones | Ext: 205
Available L Available "
Whisper Barge Takeowver
Adrian Yang | Ext: 105 ® Bob Joehnsons | Ext: 104
Available Available
~ o Helen Smith | Ext: 108 #
I
|
Charlie’s supervisor mouses over Charlie’s extension Charlie’s supervisor has the option to
and clicks Monitor to listen in. Whisper to Charlie, Barge in, or Takeover the call.

=
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Active Call Layout

This screen for conference calls provides:
e Improved layout for all local calls in conference
e An updated design that displays all parties in conference
e Improved user interface and structure

(864) 555-1212*101 ~

m‘lﬁ*
e

Conference Call

Active Call

\.l-l:

Transfer

Record

A

Park

) |

Audio

b

Flip

eee
10:19
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Park Locations at HUD

Park Locations is a feature on the Desktop App HUD that allows you to park a call privately that can only be answered by users within the group. This provides

increased security as only selected employees can pick up the parked call.

Users within the designated group can pick up a parked call anywhere within AT&T Office@Hand, even when away from their desk.

During an active call, click the Park Location group on the HUD; then mouse over the location to Park the active call. Answer parked calls by mousing over the

Park Location extension and clicking Pickup.

e0e

William James | Ext: 226
Available

- Bruce Richardson | Ext: 274

ncomeng Ca

@ Randy Griffin| Ext: 226

Available

@ Heather Stewart | Ext: 195
Busy

@ Aaron Jackson | Ext: 1402

Avaibible

() Park Location 10001 | Ext

Available

O Jean Thomas | Ext: 145

On call with 650-555-1212

(‘ Janet Adams | Ext: 192

ncoming Ca
@ FredAllen | Ext:643 _
© B & =2 8 &

Available Park Location is boldface.

=

ece

(BE4) 201~ . Return to active call

Bk @8 0 & =

William James | Ext: 226

® Avalable
(- Bruce Richardson | Ext: 274
Incoming Cal

@ Randy Griffin| Ext: 226

Avalable

@ Heather Stewart | Ext: 195

Busy

® Aaron Jackson | Ext: 1402

Aovalablc

0D JeanThomas | Ext: 14

e
145
On call with 650-555-1212

(- Janet Adams | Ext: 192

Incoming Call

@ FredAllen | Ext: 643 )
e —

O ™ o B O @

Mouse over Park Location
and click it.

& William James | Ext: 226

Available

(- Bruce Richardson | Ext: 274

Incoming Call

@ Randy Griffin| Ext: 226

Available

@ Heather Stewart | Ext: 195

Busy

® Aaron Jackson

Available

Ext: 1402
Park Location 10001 | Ext: 10001

@ Call AEP) EEE 4 EEE

all from 650-555-1555

0 JeanThomas | Ext; 145
On call with 650-555-1212

(- Janet Adams | Ext: 192

Incoming Call
@ FredAllen | Ext:643

O 1 o6 B O &

Call from 650-555-1555 is parked.

e0e

(B54) 5551212101 v

= x 0 2

William James | Ext: 226
@ Vo
Avalable

(.. Bruce Richardson | Ext: 274
Incoming Ca

@ RandyGriffin| Ext: 226

Available

@ Heather Stewart | Ext: 195
Busy

@ Aaron Jackson | Ext: 1402

Avalable

r{;{.
Pickup
FLS

Jean Thomas | Ext: 145

On call with 650-555-1212

O

{. Janct Adams | Ext: 192
Incoming Ca

@ Frod Allen | Ext:643
. e
O n O B

Mouse over parked call
and click Pickup.
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Check for Updates 7 Settings
To determine whether you have the latest AT&T Office@Hand application & Genera
installed:
1. Click the View Settings icon ©. ¢ Sound
2. Click About near the bottom left of the Settings screen.
~heck for Undate Call
3. Next to Current Version: Click ikt & calls
<] Messaging
ﬂ?j*) Contacts
Join Now
Hotkeys
Q Support
(i) About
Logout
Office@Hand 10.3.0

About Office@Hand
Office@Hand is a complete communications

hub on your computer deskiop that lets you
talk, text, fax and conference fromone Take a tour

friendly app.

Current Version: 10.3.0 Check for Updates

Release Notes:
MNew features in this release:

# Increased speed of the SM5/MMS delivery.

= Added the ability to selectively delete call records.

# Added ability to display custom status message from
profile.

+ Added Kerberos authentication support on Windows.
# Bug fixes and user experience improvements.

Additional Software Licenses:

LGPL 2.0, 551 License, 55Leay License, Public domain, Boost Software
License, MIT, Apache 2.0, ZLib, PortAudia
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Give Us Feedback

We love hearing from you! Your comments help us improve AT&T
Office@Hand, so don't be shy about telling us what's on your mind. We
want to hear the good and the bad.

Here's how you can get in touch with us:

1.

At the bottom of the screen, click €. The Settings screen opens in a
separate window.

From the left menu, click Support > Send Product Feedback.

In the What is your feedback about field, select the topic of your
correspondence.

In the Email field, type your email address if you'd like us to respond
to you.

In the Comments field, type your feedback. We are happy to hear
whatever you have to say.

When you're done, click Send.

Your feedback is read by the teams at AT&T Office@Hand. While you
might not get a response right away, rest assured that we hear you.
We review every bit of feedback that comes our way. If you included
your email address, we might contact you for more details.

Sy Settings

@ General
Sound
Calls

Messaging

& B ¢ O

Contacts

Join Now

[ e

Hotkeys

Support

About

@ O

Office@Hand 10.3.0

- X

Technical Support Send Product Feedback

Let us know what you think

Wewelcome your ideas, questions and comments.

What is your feedback about?

‘ Please select hd ‘

Email (optional):

‘ yourname@example.com * ‘

Comments:

Enter your comments here

I Send I
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Log Out of AT&T Office@Hand

When you’re done with work for the day, you can log out of AT&T 7 settings - x
Office@Hand. Here’s how:

1. At the top of the screen, click i . The Settings screen opensin a

separate window.
2. From the left menu, click Log out.
3. A confirmation message displays. Click Log out again.

You've now successfully logged out and closed your AT&T Office@Hand
working session.

Do you want to log out of your account?

©2018 AT&T Intellectual Property. All rights reserved. AT&T and Globe logo are registered trademarks of AT&T Intellectual Property. All other marks are
the property of their respective owners. PDOC - 12539 v10.3
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