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Introduction

IdeaTek Voice Pro is a mobile app that turns your phone into a company VOIP system,
allowing you to use your business number or extension on the go. It offers all the
features of a standard VOIP desk phone, enabling you to:

Make internal office calls as if you were at your desk.
Transfer both internal and external calls.
View the company directory.

Access your voicemails.

This guide provides step-by-step instructions on how to operate the IdeaTek Voice Pro
app. To use it, ensure the following:

1. You have an Android or iOS mobile device IdeaTek Voice Pro
and have downloaded the IdeaTek Voice il

Pro app from your app store.
2. You’ve been granted access to the IdeaTek Voice Pro system.
3. You will use your Manager Portal username and password to log in.

If you need assistance, please contact IdeaTek Customer Support:

e Phone: (620) 543-5555
e Email: help@ideatek.com

Launching IdeaTek Voice Pro

L
After downloading and installing the IdeaTek Voice Pro app l[_ll ideatek-
from your app store, you can launch it and sign in using your R

Voice Pro username and password.

Passwond

Each time you open the app, it will automatically display the
Keypad screen, as illustrated in the Quick Tour on the
following page.




A Quick Tour

Android Your name and extension are

displayed here.
You can also tap here to select
“Do Not Disturb.”

i0os

Your name and extension are
displayed here.

You can also tap here to select
“Do Not Disturb.”
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View woicemails here
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If you have any new voicemails O
waiting, this blank area will display a —
voicemail lcon. -

MNavigation Bar
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IdeaTek Voice Pro Navigation Bar

Keypad

As shown above, the Navigation Bar contains icons you can tap to access various parts
of the app:

e Quick Dial: Represented by the "Star" icon, this is your customizable speed dial
list.

e Keypad: Shown as an icon with nine dots, use it to dial internal extensions or
external numbers.

e Contacts: Represented by the "Profile" icon, this displays your smartphone’s
contact list (if permission is granted) and the complete internal company directory.

e History: Indicated by the "Clock" icon, this section shows your placed, received,
and missed calls.

e Voice Pro Menu: Accessed through the "Hamburger"

. . n _E =
icon, this menu lets you use additional features such as

Mave Visual
Move Call, Visual Voicemail, Call Park, and User call A

Settings. Qg @

Call User
Park Settings

In the top right corner of the screen is the “Options” button, indicated by the three dots
icon (Android) or gear icon (iPhone), where you can change the app settings.
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Quick Dial

Your favorite contacts can be added from your internal company directory, your cell
phone contact list, or be manually entered. You can see if your colleagues are talking on
the phone or if they're even online at all. You can search, sort, and filter this list. Tap the
“Options” button to display contacts as a grid (shown below) or list format.

OFF CALL
Green or red dot
shows whether a
contact is online.
OFF CALL
OGP Gkl

OFF CALL

Add new
favaorites
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Keypad

This area is where you make all your internal and external calls.

A delete button will
appear here when you
start dialing a number.

For international calls,
yvou'll need the + symbol to
enter the country code {i.e.,
t44 = United Kingdom),
Press and hold the O key
for one second and the +
will appear in the “Dialed
Mumbers” area above

Manually dial numbers
and Star Codes then
tap this "Call” button

This button also
functions as a redial
button. Tap it twice and
it will call the last
numbear you dialed.

If you have new voicemails waiting, a voicemail button will appear on this screen.
Tapping this button will call the Voicemail audio menu system, or you can access the
voicemail through the “Visual Voicemail” option in the “Voice Pro Menu.”

After the other party picks up the call, this screen will change to the “On-Call” screen.
See the next page to explore options when you are on a call.
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On a Call

The “On Call” screen offers similar options to our desk phones. It also includes a network
statistics page for any troubleshooting needs.

Caller ID

Mute yaur mic, put
the caller on
speaker, or switch
to wvideo call

Recorded calls will
appear inthe Voice
Pro Portal,

+ x "Warm
Transfer”

Add call to create a
conference call

o End Call

Callers will hear hold music when you put the call on hold by tapping the “Hold” button
(above).

*=Cold transfers are also called Blind or Unattended Transfers. Warm transfers are also
called Attended Transfers
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Contacts

This area includes access to your smartphone’s contact list (if granted), and a full listing of
your internal company directory. It is easy to switch between the two directories (see
below). Tap the magnifying glass icon to search your contacts.

Tap here (o switch
between dispiaying
YOUF COMPEany o
personal contacts

Aaron

Tapping on an entry

will display more
details.

> © © ©® © ©

Aldan
Tap these [cons to start an
) audio, video, or chat
Aidan conwversation
Aislynn
Alrn
174 Contacts
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History

The call history section shows any business calls placed, received, or missed that are

sent to your extension.

Note: Your personal cellular number’s call history will NOT be shown here.

Tap the magnifying glass icon (upper right) to search your call history. To save space,
multiple calls to/from the same user are added into one line and can be viewed
individually by tapping on the “information” icon to the right.
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Click here to filter
yvour history

LNEWERED B SEWHERE
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Tapping on an 1

entry will redial
that contact

If wou pick up the call an
another device {like your desk
phane}, the antry will show
"Answered Elsewhera”




Menu

The menu will give you access to additional IdeaTek Voice Pro features including moving
calls, voicemails, call park, and user settings.

You can ring a
call-in-progress te your

moble phone from any
other device with the
Same axtension number

Listen to
waicamails
here.

Visial
Wi
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User
Sottings

See calls that are Modify your answering rules,
currently on haold access your volcemall
greetings, and set other
vaicemail settings,
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Visual Voicemail

This area enables you to listen to and manage your voicemails visually. This screen does
not call the audio voicemail system. You will be able to read your voicemails if the
transcription function is enabled.
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Transcribed Voicemail
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