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›	Catalog	›	Allworx	Verge	9312	IP	Phone	(8113120)	Options	Refurbished	/	Power	over	Ethernet	(PoE)	-	$259.99	USD	Options	Refurbished	/	Add	Power	Supply	-	$279.99	USD	Options	New	/	Power	over	Ethernet	(PoE)	-	$359.00	USD	Options	New	/	Add	Power	Supply	-	$369.00	USD	The	Allworx	Verge	9312	is	the	new	twelve	button	Allworx	phone	being
released	in	February	of	2017.		The	Allworx	9312	(8113120)	has	a	lot	of	upgrades	from	the	9200	series	include	a	Gigabit	Ethernet	switch,	Bluetooth	support,	real-time	contact	sharing,	Outlook	compatibility,	and	so	much	more.	Allworx	8113120	Features:	4.3"	Display	Liquid	Crystal	Display	(LCD)	Backlit	Color	12	Programmable	Function	Keys	Self
Labeling	Tri-Color	Status	Indicator	Lights	Integrated	Gigabit	Ethernet	Switch	Full	Duplex	Speakerphone	Power	over	Ethernet	(PoE0	3	Soft	Keys	Bluetooth	Compatibility	HD	Audio	Supports	Hot	Desking	Supports	Allworx	9318Ex	Expansion	Module	System	Requirements:	Supported	with	System	Software	8.2	and	beyond	Includes:	Allworx	9312	Phone	-
Brand	New	Handset	Base/Stand	New	Handset	Cord	Documentation	The	following	Allworx	video	offers	an	overview	of	the	Allworx	Verge	IP	Phone	models	and	their	features	and	capabilities.	Below	the	video,	you	will	find	the	video’s	transcript.	Official	Allworx	training	video	that	provides	an	overview	of	the	Verge	IP	phone	features	and	capabilities.
Welcome	to	the	new	Verge	IP	Phone	from	Allworx!	Sit	back	and	let’s	take	a	tour.		In	this	video,	we	will…	Introduce	the	Verge	IP	Phone	family,	which	is	our	newest	phones	that	use	HD	audio	and	support	mobile	integration,	the	Verge	Phone	features,	the	Verge	Phone	Screen,	the	Verge	9318Ex	Expander,	and	the	capabilities	of	each	Verge	device	This	is
the	Verge	IP	Phone	Family.	Allworx	offers	the	Verge	9312,	Verge	9308,	and	the	Verge	9304	IP	Phones	as	well	as	the	Verge	9318Ex	Expander.	We	will	spend	the	next	few	minutes	discussing	the	similarities	between	the	phones	and	then,	of	course,	we	will	spend	some	time	discussing	the	unique	capabilities	of	each	phone.	For	our	demonstration,	we	will
use	the	9312	IP	Phone.		Allworx	makes	3	different	IP	Phone	Models.	They	are	the	9304,	9308,	and	the	9312	Allworx	Verge	IP	Phones.	In	addition,	Allworx	makes	a	9318Ex	Expander	which	workes	with	the	9312	Verge	IP	Phones	to	give	them	up	to	66	programmable	buttons.	Each	phone	model	comes	with,	A	Visual	Ringing	Indicator	that	flashes	with	an
incoming	call	or	is	solid	during	an	active	call,	And	a	color	display	indicating	the	phone	status,	the	call	status,	the	programmable	button	status	and	labels,	and	the	soft	key	labels.	Each	Allworx	Verge	IP	phone	comes	with	a	visual	ringing	indicator	and	a	color	display.	The	Allworx	server	administrator	and	phone	users	can	assign	functions	to	these
programmable	buttons,	which	these	button	labels	update,	as	necessary,	with	each	phone	reboot.	Programmable	buttons	are	shortcut	buttons	that	are	assigned	by	your	Allworx	server	administrator	and	you.	The	phones	also	consist	of	3	Audio	Control	Function	Buttons	including,	Mute	–	The	mute	function	button	can	provide	privacy	for	a	local
conversation	by	pressing	this	button	to	toggle	the	phone	microphone	on	or	off.	Headset	–	The	headset	function	button	toggles	between	the	headset	and	the	handset	or	speakerphone.	When	finished	with	the	call,	users	can	press	this	function	button	to	hang	up.	Speaker	–	The	speaker	function	button	toggles	phone	audio	between	the	speakerphone	and
the	handset.	While	using	the	speakerphone,	users	can	place	the	handset	on	the	hook	or	pick	up	the	handset	to	continue	the	conversation.	When	finished	with	the	call	users	can	press	this	function	button	to	hang	up.	There	are	three	audio	control	function	buttons	on	every	Allworx	Verge	IP	phone.	These	buttons	include	Mute,	Headset,	and	Speaker.
There	are	3	call	control	function	buttons	including,	Transfer	–	The	transfer	function	button	sends	the	active	call	to	another	number	dialed	by	the	user.	Intercom	–	The	intercom	function	button	act’s	as	an	intercommunication	system	between	two	phones.	The	discussion	broadcast	over	the	receiving	phone’s	speaker.	Hold	–	The	hold	function	button
temporarily	places	the	active	call	in	a	waiting	state.	Users	must	press	the	flashing	appearance	to	resume	the	call.	There	are	three	call	control	function	buttons	on	every	Allworx	Verge	IP	phone.	These	buttons	include	Transfer,	Intercom,	and	Hold.	As	well	as	3	miscellaneous	function	buttons	to	manage	the,	Presence	–	The	presence	function	button
identifies	the	Allworx	user	availability	and	uses	the	call	root	based	on	the	selected	presence	or	Do	Not	Disturb	setting.	All	presence	settings	except	“in	office”	will	also	display	in	the	phone	status	area.	Messages	–	The	messages	function	button	lights	to	indicate	when	a	new	voicemail	message	is	available.	Users	press	the	button	to	access	the	visual
message	center.	Contacts	–	The	contacts	function	button	opens	the	contacts	screen	to	view	all	contacts.	From	this	screen,	users	can	add	or	manage	personal	contacts.	There	are	three	miscellaneous	function	buttons	on	every	Allworx	Verge	IP	phone.	These	buttons	include	Contacts,	Presence,	and	Messages.	There	is	a	4-way	navigation	that	moves
through	the	onscreen	options,	up,	down,	left	or	right,	as	well	as	a	select	button	to	choose	an	available	on-screen	option.	Every	Allworx	Verge	IP	phone	has	4-way	navigation	buttons	and	a	center	‘Select’	button.	At	the	bottom	of	the	high-resolution	color	display	are	3	soft	keys	and	a	more	function	button.	The	soft	keys	are	dynamic,	and	the	labels	update
based	on	the	displayed	phone	screen	context.	If	the	display	indicates	there	are	additional	options,	you	will	press	the	more	function	button	to	see	the	additional	options.	There	are	3	soft	keys	that	correspond	to	the	labels	on	the	phone’s	display	screen.	Next	to	the	soft	keys	is	the	More	Function	Button,	which	is	used	to	view	any	additional	soft	key	labels,
when	available.	The	high-resolution	color	screen	displays	to	the	users	The	programmable	buttons	area	showing	the	status	of	each	programmable	function	button.	The	call	status	area	showing	information	about	your	current	call	or	any	menus	that	you	may	be	in.	And	the	phone	status	bar	showing	the	date,	time	and	a	set	of	icons	showing	which	options
are	active	on	the	Verge	Phone,	such	as	locked	contacts	and	Bluetooth	connection	status.	Additionally,	the	status	bar	displays	the	presence	setting	when	set	to	something	other	than	“in	office.”	The	phone’s	screen	shows	the	Programmable	Buttons,	the	Call	Status	Area	and	the	Phone	Status	Bar.	The	verge	9318Ex	expander	increases	the	number	of
programmable	buttons	on	the	Verge	9312	IP	Phone.	Each	expander	has	18	programmable	buttons	and	the	Verge	9312	phone	supports	up	to	3	expanders	for	a	total	of	66	programmable	buttons.	The	Verge	IP	phone	can	support	up	to	3	Verge	9318Ex	Expanders,	offering	a	total	of	66	programmable	buttons.	This	chart	[below]	shows	the	capabilities	of
each	Verge	device.	As	you	can	see,	the	last	two	digits	of	the	model	number	indicate	the	number	of	programmable	buttons	on	each	device.	It	is	important	to	note	that	only	the	Verge	9312	phone	supports	Bluetooth	wireless	technology.	All	phone	models	provide	gigabit	ethernet	support	and	support	wireless	headset	EHS	and	contacts.	However,	the
Verge	9304	has	limited	Allworx	Verge	mobility	integration	features.	The	Verge	9308	and	9312	IP	phones	support	the	Allworx	Reach	remote	control	and	call	handoff	features.	For	more	details	about	each	feature	see	the	Allworx	Verge	IP	Phone	User	Guide.	Allworx	Verge	IP	Phone	Capabilities	Chart.	Thanks	for	taking	the	time	to	learn	about	the	Verge
IP	Phone.	For	more	information	about	any	of	the	phone	features	you	have	seen,	check	out	the	other	Verge	training	videos	or	reference	the	Allworx	Verge	IP	Phone	User	Guide,	available	at	www.allworx.com		The	following	Allworx	training	video	demonstrates,	How	to	answer	an	incoming	call	How	to	place	a	call	The	different	active	call	options	available
to	you	How	to	end	a	call	Below	the	video,	you	will	find	the	video’s	transcript.	Official	Allworx	training	video	describing	the	Allworx	Verge	IP	phone’s	call	basics.	Welcome	to	your	new	Verge	IP	Phone	from	Allworx!	Sit	back	and	let’s	learn	about	using	your	Verge	IP	Phone.	The	Verge	IP	Phone	series	includes	the	following	phone	models:	The	9304	The
9308	And	the	9312	This	training	video	uses	the	9312	for	demonstration	purposes	but,	all	the	phone	support	the	features	available	in	this	training	video,	except	where	noted.	There	are	3	Allworx	Verge	IP	phone	models.	They	are	the	9304,	9308,	and	the	9312	Allworx	Verge	IP	phones.	This	Allworx	training	video	uses	the	9312	phone	model.	Let’s	cover:
Incoming	Calls	Placing	a	Call	Active	Call	Options	And	Ending	a	Call	The	Vergie	IP	Phone	enables	Allworx	users	a	lot	of	flexibility	when	receiving	an	incoming	call.	Let’s	say	you	are	sitting	at	your	desk	and	the	Verge	phone	rings.	Before	you	answer	the	call,	let’s	see	what	else	is	happening	with	the	Verge	phone.	Notice	that	the	call	appearance
programmable	button	LED	and	the	visual	ringing	indicator	are	both	flashing.	And	if	the	caller	is	one	of	your	contacts	assigned	to	a	programmable	button,	that	LED	becomes	solid	red.	Additionally,	the	Verge	phone	screen	has	changed	form	the	idle	screen	to	the	incoming	calls	screen	and	shows	you	the	caller	ID	information	and	contact	graphic,	if
available,	and	the	blue	incoming	call	icon.	And	you	can	adjust	the	Verge	phone	ringing	volume	by	pressing	the	volume	button	up	or	down.	Incoming	calls	can	be	shown	by	the	Visual	Ringing	Indicator,	Contact	Programmable	Button,	Verge	IP	Phone	Screen,	and	the	Call	Appearance	Programmable	Button.	You	may	adjust	the	volume	on	of	the	ringer	and
the	audio	on	a	call	using	the	Volume	Adjustment	Button.	Before	you	answer	the	call,	let’s	imagine	that	you	are	having	a	face	to	face	conversation.	You	can	stop	the	ringing	immediately	by	pressing	the	center	soft	key	to	send	the	call	directly	to	your	voicemail,	or	by	pressing	the	right	soft	key	to	ignore	the	call.	Incoming	Call	Soft	Key	Options	You
already	know	to	lift	the	handset	to	answer	the	call	but,	did	you	know	that	there	are	3	other	ways	to	answer	the	call?	The	first	method	requires	pressing	the	speaker	function	button.	Just	remember	that	your	conversation	broadcast	out	loud	so	others	will	hear	your	conversation.	And	if	the	handset	is	off-hook,	you	can	press	the	speaker	button	to	toggle
between	the	speaker	and	the	handset.	The	second	method	requires	pressing	the	flashing	Call	Appearance	programmable	button,	which	activates	the	Verge	phone	speaker	and	broadcasts	the	conversation	out	loud.	The	third	method	requires	connecting	a	wired	headset	to	the	back	of	the	Verge	phone.	During	the	incoming	call	just	press	the	Headset
function	button.	Incoming	Call	Answer	Options	When	placing	a	call,	the	Verge	Phone	again	offers	you	great	flexibility	with	5	options.	1.		You	can	press	the	Speaker	function	button,2.		a	Call	Appearance	programmable	button,3.		or	the	Headset	function	button.	In	each	of	these	3	instances,	the	Verge	phone	screen	changes	to	the	dial	number	screen.
Dial	the	external	number	or	extension	as	usual	and	then	the	screen	changes	to	the	calling	screen.	Placing	a	Call	–	Call	Appearance	programmable	button,	Headset	Function	button,	and	Speaker	function	button	4.		And	you	can	press	the	Intercom	function	button.	The	recipient	does	not	need	to	pick	up	the	phone	because	the	phone	automatically
answers	the	call	if	the	recipient	is	idle.	Again,	the	discussion	broadcast	over	the	receiving	phone’s	speakers.	The	Verge	phone	screen	changes	from	the	dial	number	screen	to	the	calling	number	screen	so,	dial	as	usual.	Placing	A	Call	–	Intercom	function	button	5.		Finally,	if	available,	you	can	press	a	Contact	programmable	button	which	saves	you
dialing	the	phone	number	and	the	phone	immediately	displays	the	calling	screen.	Placing	A	Call	–	Contact	Programmable	Button	Once	the	call	is	connected,	notice	that	the	Verge	screen	status	has	changed	to	active	call	and	lists	the	call	length	duration.	The	only	programmable	button	LED	change	is	that	the	call	appearance	button	is	now	solid	instead
of	flashing.	During	the	active	call,	you	can	adjust	the	call	volume	up	or	down	by	pressing	the	volume	bar.	Active	Call	Phone	Overview	Meanwhile,	you	have	more	options	to	manage	the	call.	First,	the	Verge	phone	function	keys:	Press	the	Mute	function	button	to	toggle	the	phone	microphone	on	or	off.	If	the	function	button	LED	is	red,	the	feature	is
active.	Press	the	Hold	function	button	to	place	a	call	in	the	hold	state.	The	call	appearance	button	flashes	Green	while	holding	the	call	and	the	programmable	button	label	displays	call	hold	duration.	Press	the	button	again	to	retrieve	the	call.	Press	the	Transfer	button	to	send	the	call	to	another	number.	Dial	the	destination	number	and	the	call
automatically	transfers	and	the	Verge	phone	returns	to	the	idle	screen.	The	Mute	Function	Button	The	Hold	Function	Button	The	Transfer	Function	Button	Now,	the	soft	key	options,	Press	the	Park	soft	key	to	place	the	call	into	a	parking	orbit	for	any	user	to	retrieve	the	call.	The	phone	returns	to	the	idle	state.	Press	the	Conference	soft	key	to	add
another	person	to	the	call.	Dial	the	new	number	and	after	the	person	has	answered,	press	the	“merge	calls”	soft	key.	Now	you’re	talking	to	everyone!	Press	the	Handoff	soft	key	to	transition	the	call	between	a	Reach	linked	device	and	the	Verge	phone.	There	is	no	disruption	to	the	audio	service	and	the	Verge	phone	returns	to	the	idle	screen.	The	Park
Soft	Key	The	Conference	Soft	Key	The	Handoff	Soft	Key	Once	you	are	finished,	you	have	a	few	options	to	end	the	call.	Of	course,	you	already	know	to	replace	the	handset	back	on	the	phone	hook	but,	your	other	options	include:	Pressing	the	green	call	appearance	LED	If	you	are	using	a	headset,	press	the	green	headset	function	button	Or,	if	you	are
using	the	Verge	speaker,	press	the	green	speaker	button	and	then	the	Verge	phone	screen	returns	to	idle.	End	the	Call	Thanks	for	taking	the	time	to	learn	how	to	manage	and	answer	an	incoming	call.	For	more	information	about	using	any	of	the	phone	features,	check	out	our	other	Verge	videos,	or	download	the	Allworx	Verge	IP	Phone	User	Guide,
available	at	www.allworx.com.	The	following	First	Call	training	video	explains	the	three	methods	used	to	transfer	calls	using	an	Allworx	Verge	IP	phone.		Below	the	video	you	will	find	the	video’s	transcript.	First	Call’s	Allworx	Verge	IP	phone	training	video,	How	to	Transfer	Phone	Calls.	Hi	there!	My	name	is	Kayla.	I	am	an	application	specialist	at	First
Call	Computer	Solutions.	In	this	video,	I’d	like	to	show	you	the	three	main	ways	to	transfer	a	phone	call	using	your	Allworx	Verge	IP	phone.	Now,	before	I	get	started,	let’s	talk	a	little	bit	about	the	phones!			Allworx	makes	3	different	IP	phone	models.	They	are,	the	9304,	9308,	and	9312	Verge	IP	phones.	The	3	Allworx	Verge	IP	Phone	models.	These
three	models	are	very	similar	in	their	functions	and	capabilities.		One	of	the	few	differences	between	them	are	the	number	of	programmable	buttons	that	they	offer.	As	you	may	have	already	noticed,	the	9304	offers	4	programmable	buttons,	the	9308	offers	8	programmable	buttons	and	the	9312	offers	12	programmable	buttons.	The	9304	Allworx
Verge	IP	phone	has	4	programmable,	buttons,	the	9308	has	8	programmable	buttons	and	the	9312	has	12	programmable	buttons.	The	other	main	differences	between	these	phones	are	that	only	the	9312’s	offer	Bluetooth	headset	capabilities,	whereas	the	other	two	phones	require	a	wired	in	headset.	The	9312	Allworx	Verge	IP	phone	is	the	only	Verge
IP	phone	model	that	offers	Bluetooth	headset	capabilities.	The	9304	and	9308	Verge	IP	phones	both	require	wired	headsets.	For	the	purposes	of	this	video,	I	will	be	using	a	9308	and	two	9312	Allworx	Verge	IP	phones.	Now,	like	I	said,	there	are	3	ways	to	transfer	calls	using	your	Allworx	Verge	IP	phones.	Your	first	option	is	to	transfer	the	caller
straight	to	the	recipient’s	voicemail.	This	option	is	usually	used	when	you	know	that	the	recipient	for	the	caller	is	unavailable	and	you	do	not	want	to	disturb	them.	Your	second	option	is	to	do	a	blind	transfer.	This	option	allows	you	to	transfer	the	call	straight	to	the	recipient	without	taking	the	time	to	speak	to	the	recipient	first.	Your	third	option	is	to
do	an	assisted	transfer.	An	Assisted	transfer	offers	you	the	opportunity	to	speak	to	the	recipient	and	let	them	know	who	the	caller	is	before	completing	the	call	transfer.	The	three	ways	to	transfer	calls	using	an	Allworx	Verge	IP	phone.	Now	that	we’ve	discussed	the	different	call	transfer	options,	let’s	do	a	few	examples!	Starting	off	with	how	to
transfer	a	call	to	the	recipient’s	voicemail.	I’m	going	to	use	phone	1	to	call	phone	3	and	then	transfer	the	call	directly	to	phone	2’s	voicemail.	I’ll	answer	the	call,	and	then	press	the	transfer	button	to	begin	the	transfer	process.	When	I	press	the	transfer	button	the	caller	is	automatically	placed	on	hold.	After	selecting	transfer	you	will	notice	that	the
buttons	on	the	screen	change.		Select	the	middle	option	that	says	“to	voicemail,”	and	then	type	in	the	extension	of	the	party	you	want	to	transfer	the	call	to.	If	you	do	not	know	the	extension	for	that	party,	then	you	may	use	the	contacts	button	to	search	through	the	system	to	find	the	extension	that	you	are	looking	for.	You	may	either	scroll	through	the
contacts	using	this	navigation	pad,	or	you	may	type	in	the	name	of	the	party	on	the	keypad	to	quickly	find	them	in	the	system.		When	you	find	the	correct	extension,	use	the	navigation	pad	to	highlight	and	select	it.	You	may	now	hang	up	your	phone.	The	Caller,	or	Phone	1,		is	now	currently	leaving	a	voicemail	for	the	intended	recipient,	on	Phone	2.	You
may	have	noticed	that	phone	2	did	not	ring	or	light	up	to	let	us	know	that	someone	is	trying	to	contact	them.	Now,	when	I	finish	leaving	my	voicemail	and	end	the	original	call,	Phone	2	lights	up	letting	us	know	that	they	have	a	new	voicemail	message	to	listen	to.	Transferring	a	caller	to	someone’s	voicemail	is	useful	to	know	how	to	do,	but	what	if	you
want	to	transfer	the	caller	straight	to	the	recipient,	regardless	of	if	the	recipient	is	available	or	not?	In	this	case,	you	would	use	a	blind	transfer.	Here,	let	me	show	you	how!	Again,	I’ll	use	phone	1	to	call	phone	3,	and	then	I	will	complete	a	blind	transfer	to	phone	2.	I’ll	answer	the	call,	and	press	transfer	to	start	the	transfer	process.	When	I	press	the
transfer	button	the	caller	is	automatically	placed	on	hold.	Then,	type	in	the	extension	of	the	party	that	you	would	like	to	transfer	the	call	to,	keeping	in	mind	that	you	may	use	the	contacts	button	to	look	up	the	party’s	extension	number	if	you’d	prefer.	Once	you	have	selected	or	finished	typing	in	the	extension	of	the	party,	then	hang	up	your	phone,
completing	the	call	transfer.	As	you	can	see,	phone	2	is	now	ringing	with	the	call	from	phone	1.	When	Phone	2	answers	their	phone	they	will	connect	their	line	with	the	original	caller	and	may	go	about	their	business	as	usual.	Blind	transfers	are	great	when	you	don’t	care	whether	or	not	the	recipient	for	the	caller	is	available.	But	what	if	it	is	a	more
urgent	call	that	requires	some	additional	attention?	This	is	when	you	would	use	an	assisted	call	transfer.	Here,	are	the	steps.	I	will	once	again,	use	phone	1	to	call	phone	3	and	then	transfer	the	call	to	phone	2.		I’ll	answer	the	call,	and	press	transfer	to	start	the	transfer	process.	When	I	press	the	transfer	button	the	caller	is	automatically	placed	on
hold.	Then,	type	in	the	extension	of	the	party	that	you	would	like	to	transfer	the	call	to,	keeping	in	mind	that	you	may	use	the	contacts	button	to	look	up	the	party’s	extension	number	if	you’d	prefer.	Once	you	have	selected	or	finished	typing	in	the	extension	of	the	party,	then	hang	on	and	wait	for	phone	2	to	answer	their	phone.	Now,	phone	3	and
phone	2	are	together	on	a	call,	while	phone	1	remains	on	hold.	Phone	3	may	now	take	the	time	to	tell	phone	2	who	it	is	that’s	called	and	why	they	may	be	calling.	Whenever	phone	2	is	ready,	phone	3	may	hang	up	their	phone	to	complete	the	call	transfer.	Now,	phone	1	and	phone	2	are	connected	on	their	call.	Something	to	note:	If	for	some	reason
phone	2	does	not	want	to	accept	the	call	transfer	from	phone	3,	then	they	may	simply	hang	up	their	phone	while	Phone	3	stays	on	the	line.	This	will	keep	the	caller	on	hold	giving	Phone	3	time	to	decide	on	what	to	do	with	the	call	next.	If	phone	3	then	hangs	up	their	phone	as	well,	then	the	caller	will	be	automatically	retrieved	on	Phone	3’s
speakerphone.	And	there	you	have	it!	Those	were	the	3	ways	to	complete	call	transfers	on	your	Allworx	IP	phones.	I	hope	that	this	video	was	helpful	to	you.	Thank	you	for	viewing!	The	following	First	Call	training	video	describes	how	to	use	the	System	Park	feature	to	transfer	calls	using	an	Allworx	Verge	IP	Phone.		Below	the	video,	you	will	find	the
video’s	transcript.	First	Call’s	Allworx	Verge	IP	phone	training	video,	How	to	Use	System	Park	Hi	there!	My	name	is	Kayla.	I	am	an	application	specialist	at	First	Call	Computer	Solutions.	In	this	video,	I	will	show	you	when	and	how	to	use	the	System	Park	option	on	your	Allworx	Verge	IP	Phone.	System	Park	is	a	feature	that	may	be	used	to	transfer	a
caller	to	another	person	or	department.	This	method	is	special	in	that	it	places	the	caller	on	a	system-wide	hold,	also	known	as	“park,”	allowing	anyone	in	the	organization	the	ability	to	pick	up	that	call.	The	System	Park	option	is	especially	useful	when	you	are	not	sure	who	the	recipient	for	the	caller	should	be	and	you	need	some	time	to	ask	a	question
or	maybe	track	that	person	down.	For	the	purposes	of	this	video,	I	will	be	using	a	9308	and	two	9312	Allworx	Verge	IP	phones	but,	please	know	that	the	System	Park	feature	works	just	the	same	on	any	one	of	the	Allworx	IP	Phone	models.	The	9312	and	9308	Allworx	Verge	IP	phone.	I	will	begin	this	demonstration	by	using	phone	1	to	call	phone	3	and
then	park	the	caller	using	the	System	Park	option.	Then	I	will	use	phone	2	to	retrieve	that	parked	call.	I’ll	answer	the	phone,	and	then	press	the	System	Park	option	to	park	the	call	on	a	system-wide	hold.	Before	I	select	the	System	Park	option	I	want	to	be	ready	to	read	the	extension	that	the	call	will	be	parked	at.	When	I	select	system	park,	here	it
briefly	tells	me	that	the	call	is	parked	at	extension	*4815.	Now	I	may	hang	up	my	phone	and	I	can	go	about	my	business	tracking	down	the	recipient	for	that	parked	call.	Once	I	find	the	recipient	I	can	let	them	know	that	their	call	is	parked	at	extension	*4815.	Now,	as	phone	2,	I	can	go	back	to	my	phone	and	pick	up	that	call	by	simply	dialing	the
extension	*4815.	Now,	phone	2	is	connected	to	phone	1,	the	original	caller.	You	might	be	wondering	“What	happens	if	I	do	not	see	the	extension	for	the	parked	call	in	time	or	what	if	I	forget	it?”	Well,	that	is	where	the	Parked	Calls	button	on	your	phone’s	home	screen	comes	in	handy!	If	I	place	that	call	back	on	park,	and	then	select	the	Parked	Calls
button,	then,	here	it	shows	me	that	the	call	is	parked	at	*4815.	I	may	either	select	that	parked	call	on	this	screen	or	I	may	go	back	to	the	home	screen	and	dial	the	extension	to	retrieve	the	call!	And	that’s	it!	I	have	now	shown	you	how	to	use	the	call	park	option	on	your	Allworx	IP	phones.	I	hope	that	this	video	was	helpful	to	you.	Thank	you	for
viewing!	The	following	Allworx	video	demonstrates	how	to	configure	the	programmable	buttons	on	an	Allworx	IP	phone.	Below	the	video,	you	will	find	the	video’s	transcript.		Official	Allworx	training	video	that	describes	how	to	configure	your	Verge	IP	phone’s	programmable	buttons.	Welcome	to	your	new	Verge	IP	phone	from	Allworx!	Sit	back	and
let’s	learn	about	configuring	your	Verge	IP	phone	programmable	buttons.	The	Verge	IP	phone	series	includes	the	following	phone	models	The	9304	has	4	programmable	buttons	The	9308	has	8	programmable	buttons	And	the	9312	has	12	programmable	buttons	The	Verge	9312	phone	supports	up	to	3	additional	9318Ex	Expanders.	Each	of	the
expanders	supports	up	to	18	programmable	buttons,	for	a	total	of	66	programmable	buttons.	This	training	video	uses	the	9312	for	demo	purposes,	but	all	phones	and	expanders	use	the	same	method	when	configuring	these	programmable	buttons.	The	Allworx	Verge	IP	Phone	Series	Family	includes	the	Verge,	9304,	9308,	and	9312	IP	phones	and	the
9318	Ex	Expander.	A	programmable	button	is	customizable	for	functionality.	The	Allworx	administrator	controls	the	primary	functionality	of	the	programmable	buttons	but	can	give	users	permissions	to	customize	the	buttons	with	the	following	features	Contact	–	Monitors,	dials,	or	transfers	a	call	to	the	assigned	contact.	Park	–	places	the	active	call	on
a	system-wide	hold.	Redial	–	calls	the	last	dialed	outbound	call	placed	from	the	phone.	Release	–	ends	the	current	call	and	accesses	the	current	appearance	to	dial	a	new	call.	Flash	–	provides	an	analog	hook	flash	signal	to	the	CO	line	to	preform	flash	related	actions.	Hot	Desk	Login	–	logs	in	to	shared	phones	to	receive	or	place	calls	using	your
assigned	caller	ID.	Bluetooth	Hands-Free	–	connects	a	Bluetooth	device	to	the	9312	phones	only.	This	advanced	feature	is	covered	in	more	detail	in	a	separate	training	video.	DND	–	sets	the	presence	status	to	Do	Not	Disturb.	None	–	Removes	the	current	functionality	from	the	programmable	button.	The	programmable	buttons	on	a	Verge	IP	phone	can
be	customized	as	a	contact,	park,	redial,	release,	flash,	hot	desk,	Bluetooth	hands-free,	do	not	disturb	(DND)	buttons,	or	none.	The	easiest	way	to	access	the	button	programming	screen	is	by	pressing	a	blank	programmable	button	and	answer	‘yes’	to	the	confirmation.	Just	an	FYI,	you	can	also	access	this	screen	by	navigating	to	the	phone	settings
screen.	To	configure	a	programmable	button,	start	by	pressing	a	blank	programmable	button.	Now	you	can	select	which	programmable	button	you	want	to	configure.	The	black	unassigned	buttons	on	the	left	indicate	the	Allworx	administrator	has	given	you	permission	to	configure	these	programmable	buttons.	While	the	gray	unassigned	buttons	on
the	right	indicate	that	you	do	not	have	permission	to	configure	these	programmable	buttons.	You	only	have	permission	to	configure	the	black	unassigned	programmable	buttons.	The	gray	unassigned	programmable	buttons	cannot	be	configured.	So,	let’s	select	the	top	left	programmable	button.	The	phone	displays	the	‘select’	function	button	screen.
Use	the	up	and	down	navigation	keys	to	scroll	through	and	highlight	the	function	option	that	you	want	to	configure	on	the	programmable	button.	Once	you	have	selected	the	function,	press	the	‘select’	button.	When	selecting	the	contact	function,	you	are	also	required	to	highlight	and	select	which	user	to	assign	to	the	programmable	button.	Use	the
navigation	pad	to	scroll	through	the	list	and	select	the	function	that	you	want	to	configure	the	programmable	button	with.	Repeat	this	process	until	you	are	satisfied	with	your	programmable	button	configurations.	Then,	press	the	‘apply’	soft	key.	Press	the	‘Apply’	soft	key	when	you	are	finished	assigning	the	programmable	buttons.	The	Verge	phone
requires	you	to	reboot	the	phone	to	save	the	changes.	So,	go	ahead	and	press	the	reboot	soft	key.	And	the	Verge	phone	is	customized	for	you!	Press	the	Reboot	soft	key	to	finish	customizing	the	programmable	buttons.	Finally,	the	Verge	phone	is	versatile.	So,	if	you	need	to	change	one	of	the	user-customizable	programmable	button	functions,	just
follow	this	process	and	update	the	function	as	necessary.	Thanks	for	taking	the	time	to	learn	how	to	configure	your	Verge	phone	programmable	buttons.	For	more	information	about	using	any	of	the	phone	features,	check	out	our	other	Verge	videos,	or	download	the	Allworx	Verge	IP	Phone	User	Guide,	available	at	www.allworx.com.	This	Allworx	video
explains	how	to	use	the	programmable	button	pages,	available	on	the	9312	Verge	phones.	Below	the	video,	you	will	find	the	video’s	transcript.		Official	Allworx	training	video	describing	how	to	use	the	programmable	button	pages	on	a	Verge	IP	phone.	Welcome	to	your	Verge	IP	Phone	from	Allworx!	Sit	back	and	let’s	learn	how	to	use	programmable
button	pages.	The	Verge	IP	phone	series	includes	the	following	phone	models,	The	9304	has	4	physical	programmable	buttons,	The	9308	has	8	physical	programmable	buttons,	And	the	9312	has	12	physical	programmable	buttons.	The	Verge	9312	phone	supports	up	to	3	additional	9318Ex	Expanders.		Each	of	the	expanders	supports	up	to	18
additional	physical	programmable	buttons	for	a	total	of	66	physical	programmable	buttons.	This	training	video	uses	the	Vege	9312	phone,	which	is	the	only	model	that	supports	the	programmable	button	pages	feature.	The	Allworx	Verge	IP	Phone	Series	Family	includes	the	Verge,	9304,	9308,	and	9312	IP	phones	and	the	9318	Ex	Expander.	In	this
training	video,	the	following	topics	will	be	explored:	First,	we	will	have	an	overview	of	the	programmable	button	pages.	Then,	we	will	explore	how	to	use	the	feature.	Finally,	we	will	cover	some	helpful	tips	for	using	the	button	pages.	The	Verge	9312	phone	has	12	physical	programmable	buttons	which	can	be	configured	to	specific	functions,	such	as,
Contact,	Park,	and	Redial.	This	is	only	a	partial	list	of	supported	functions.	Please	see	the	Verge	Programmable	Buttons	training	video	for	a	complete	list	of	supported	functions	and	further	details	on	how	to	configure	a	programmable	button.	With	system	software	8.5.3	and	newer,	the	Verge	9312	phone	has	an	additional	4	pages	of	buttons,	for	a	total
of	60	programmable	buttons.	Please	note	that	the	programmable	button	pages	are	only	available	on	a	Verge	9312	phone,	without	any	9318Ex	Expanders	installed.	The	programmable	button	pages	feature	is	enabled	by	default	and	is	configurable	by	the	Allworx	system	administrator.	Programmable	button	pages	overview,	image	from	the	Allworx
training	video.	The	layout	of	the	idle	screen	will	be	slightly	different	when	the	programmable	button	pages	feature	is	enabled.	The	missed	calls	and	voicemail	icons	are	moved	slightly	to	the	right.	A	new	icon	is	displayed	on	the	phone	when	the	programmable	button	pages	feature	is	enables	by	the	system	administrator.	The	icon	is	representative	of	the
5-way	navigation	pad.	When	Programmable	Button	Pages	are	being	used,	the	idle	screen	layout	will	change.	The	5	programmable	button	pages	are	accessed	using	the	5-way	navigation	pad.	Each	of	the	5	pages	is	associated	with	one	of	the	buttons	of	the	navigation	pad	and	can	be	accessed	directly	by	pressing	the	corresponding	navigation	pad	button.
Think	of	the	pages	as	though	they	are	arranged	in	a	plus	sign	layout.	You	have	direct	access	to	each	page	of	programmable	buttons	and	do	not	need	to	scroll	to	access	them.	The	layout	of	the	5	pages	of	buttons	in	relation	to	the	5-way	navigation	pad.	The	5	programmable	button	pages	are	arranged	as	the	top	page	right	page	bottom	page	left	page	and
home	page,	going	clockwise	around	the	navigation	pad.	When	pressing	a	navigation	pad	button,	the	corresponding	segment	in	the	idle	screen	icon	is	white.	For	instance,	when	the	top	5-way	navigation	pad	button	is	pressed,	the	top	programmable	button	page	is	then	displayed,	and	the	corresponding	segment	in	the	icon	is	white.	For	this	example,
buttons	for	the	top	page	have	already	been	configured.	When	selecting	a	programmable	button	page,	the	icon	on	the	phone’s	screen	will	show	what	page	was	selected,	by	turning	white.	The	first	time	a	button	page	is	selected	without	any	buttons	configured,	a	button	page	pop-up	appears	with	the	option	to	configure	it	now	or	later.	If	later	is	selected,
the	next	time	you	select	this	button	page,	the	pop-up	will	appear.	For	example,	select	the	top	navigation	pad	button.	Then,	select	‘now’	to	program	the	top	button	page.	Use	the	same	steps	as	configuring	any	programmable	button.	Please	see	the	Verge	Programmable	Buttons	training	video	for	additional	details	on	how	to	configure	a	button.	The	first
time	you	select	a	programmable	button	page,	you	will	be	asked	if	you’d	like	to	configure	the	button	functions	for	the	page.	Select	‘Now’	to	configure	the	buttons.	In	the	previous	example,	you	selected	the	top	button	page	and	configured	a	button.	If	you	are	already	on	a	button	page	and	select	the	navigation	pad	for	that	page,	in	this	example	the	top
page,	a	pop-up	will	appear	to	let	you	know	that	you	are	already	on	the	highlighted	button	page.	Select	‘Dismiss’	to	remove	the	pop-up	window.	If	you	are	already	in	a	programmable	button	page	and	press	the	navigation	button	for	that	page	again,	then	a	pop-up	will	appear,	letting	you	know	that	you	are	already	on	that	programmable	button	page.
When	using	programmable	button	pages,	some	of	the	workflows	will	be	different	with	the	Verge	9312.	Let’s	explore	these	changes.	Please	note,	if	you	decide	not	to	configure	any	of	the	programmable	button	pages,	then	your	workflow	will	remain	the	same.	When	you	select	a	particular	programmable	button	page,	you	will	view	that	page	until	you
select	a	different	button	page.	The	phone	will	return	to	the	last	viewed	page	when	waking	from	sleep,	dismissing	a	pop-up,	exiting	a	menu,	and	after	a	reboot.	Remember	to	look	at	the	programmable	button	page	icon	to	know	what	button	page	you	are	on.	We	will	explore	the	workflow	for	receiving	a	call,	transferring	a	call	to	a	contact,	and	status
notifications.	If	you	are	receiving	a	call	for	an	appearance	on	a	page	that	is	not	being	viewed,	there	will	be	a	slightly	different	workflow.	A	pop-up	menu	will	be	shown	that	provides	information	about	the	inbound	call.	Information	is	shown	for	each	call	if	more	than	one	inbound	call	is	ringing.	Use	the	up	and	down	buttons	on	the	5-way	navigation	pad	to
select	which	call	to	answer,	send	to	voicemail,	or	ignore.	The	call	can	be	answered	by	pressing	the	select	button	or	by	going	off-hook,	by	lifting	the	handset	or	pressing	the	speaker	button.	Workflow	for	receiving	a	call	on	an	appearance	on	a	page.	Let’s	walk	through	transferring	a	call	to	contact	on	a	different	button	page	than	the	one	you	are	viewing.
Select	the	transfer	button	Select	the	navigation	button	for	the	button	page	that	has	the	desired	contact.	Let’s	select	the	left	navigation	button.	Select	the	button	for	the	desired	contact.	For	example,	Mr.	Charles	Bailey.	A	pop-up	will	appear	providing	transfer	options.	Refer	to	the	Verge	IP	phone	user	documentation	to	learn	more	about	“transfer.”	The
call	is	then	transferred	to	the	desired	contact.	Here	are	the	steps	to	transfer	a	call	using	the	programmable	button	pages.	The	5-way	navigation	icon	provides	status	notifications	for	button	pages	not	being	directly	viewed.	If	a	call	is	active	on	an	appearance	for	a	page	that	is	not	being	viewed,	then	the	corresponding	segment	of	the	5-way	navigation
icon	will	turn	green.	If	a	programmable	button	for	a	page	not	being	viewed	is	in	an	alarm	state,	such	as	a	hold	reminder,	then	the	corresponding	segment	of	the	5-way	navigation	icon	will	turn	yellow.	The	5-way	navigation	icon	will	not	indicate	any	BLF	status	for	pages	not	being	viewed.	The	BLF	status	is	only	visible	for	a	button	page	not	being	viewed.
The	5-way	navigation	icon	provides	status	notifications	for	button	pages	not	being	directly	viewed.	The	following	are	some	helpful	tips	for	using	the	programmable	button	pages.	When	configuring	a	programmable	button	page,	it	is	best	practice	to	select	‘apply’	before	navigating	away	from	a	particular	page.	This	will	reduce	the	chance	of	losing	any
unsaved	configured	buttons.	It	is	recommended	to	use	the	home	button	page	for	any	appearances	while	using	the	other	button	pages	for	contacts.	This	will	display	all	appearance	status	on	the	same	button	page.	If	you	switch	from	having	9318Ex	Expanders	to	programmable	button	pages,	the	system	software	will	automatically	populate	your	button
pages.	You	can	also	switch	from	programmable	button	pages	to	9318Ex	Expanders.	As	a	reminder,	you	cannot	use	programmable	button	pages	and	9318Ex	Expanders	at	the	same	time.	Finally,	you	cannot	navigate	to	empty	pages	when	dialing,	transferring,	or	during	conference	calls,	and	a	pop-up	message	will	not	be	displayed.	This	completes	the
training	video.	Thanks	for	taking	the	time	to	learn	about	the	Verge	phone	programmable	buttons	pages	feature.	For	more	information	about	using	any	of	the	phone	features,	check	out	our	other	Verge	videos	or	download	the	Allworx	Verge	IP	Phone	User	Guide,	available	at	www.allworx.com.	The	following	Allowrx	video	provides	an	overview	of	the
Contacts	feature	on	the	Allworx	Verge	IP	Phones.	Below	the	video,	you	will	find	the	video’s	transcript.		Official	Allworx	video	describing	the	Contacts	feature	on	the	Allworx	Verge	IP	phones.	Welcome	to	Allworx!	Let’s	learn	about	the	Contacts	feature.	The	unique	and	powerful	aspect	of	the	Allworx	design	for	personal	contacts	is	that	it	enables
business	phone	system	users	to	privately	access	their	personal	contact	accounts	from	their	mobile	device	or	Outlook	account	while	not	intruding	on	how	the	user	manages	their	personal	contacts.	A	simple	checkbox	enables	real-time	synchronization	of	your	personal	contact	accounts	to	your	business	phone	system	account.	The	Allworx	system
software	8.2	and	later,	enables	you	to	share	your	personal	contacts,	3	ways.	The	first	way	is	to	create	personal	contacts	on	your	Verge	phone	or	an	Allworx	application.	However,	the	real	power	and	simplicity	come	from	the	ability	to	synchronize	your	personal	contact	accounts	from	your	mobile	device	or	synchronize	your	Outlook	contacts	using	the
Interact	application.	This	graphic	shows	how	the	Allworx	system	shares	the	contacts.	Graphic	from	the	Contacts	Overview	video,	showing	how	the	Allworx	system	shares	contacts.	The	system	stores	the	corporate	directory	and	public	contact	types	on	the	server	and	then	makes	these	contacts	available	to	all	of	the	Allworx	users	connected	devices	and
applications,	and	the	Allworx	system	software	updates	any	changes	to	your	personal	contact	account	made	on	any	device	or	application	in	real-time	while	you	control	the	sharing	and	synchronizing	of	the	external	personal	contacts	to	the	devices	and	application	assigned	to	the	user	with	a	simple	checkbox.	The	user	keeps	managing	their	personal
contacts	the	same	way	they	always	have,	from	their	mobile	device	or	Outlook.	The	Allworx	system	supports	4	types	of	contacts,	User	Contacts	–	which	are	assigned	to	an	internal	Allworx	extension.	System	Contacts	–	which	are	not	assigned	to	a	specific	person,	such	as	an	auto	attendant.	Public	Contact	–	which	are	system	wide	extensions	assigned	to
an	outside	person	or	company.	In	system	software	version	prior	to	8.2,	this	was	known	as	a	speed	dial	number.	And,	Personal	Contacts	–	individual	or	company	contacts	that	are	created	and	managed	solely	by	the	Allworx	user	using	an	Allworx	device	or	application,	synchronized	from	an	external	source	such	as	email,	or	it	is	a	contacts	or	people	app
on	a	mobile	device.	At	Allworx,	we	take	your	personal	contact	privacy	very	seriously.	After	all,	you	probably	do	not	want	unauthorized	users	to	see	your	contact	details.	The	Allworx	server	administrator	controls	the	privacy	setting	for	the	Allworx	system.	And	then	each	user	may	adjust	their	privacy	settings	for	their	devices	and	applications.	This
includes	sharing	a	single	user’s	personal	contacts	across	their	own	devices	and	applications.	Q:		So,	all	this	talk	about	privacy—who	has	access	to	the	personal	contacts?	A:		Only	the	Allworx	user	has	access	to	their	personal	contacts.	Q:		But,	what	about	the	Allworx	server	administrator?	A:		No!	But,	the	Allworx	server	administrator	does	have	the
ability	to	delete	all	of	the	users	personal	contacts.	The	Allworx	Server	Administrator	does	not	have	the	ability	to	access	users’	Personal	Contacts.	Thanks	for	taking	the	time	to	learn	about	our	contact	feature.	Be	sure	to	check	out	our	other	videos	that	explain	how	to	manage	the	personal	contacts	on	the	Verge	IP	phone	as	well	as	the	Reach	application
and	the	Interact	Professional	application.	The	following	Allworx	video	provides	an	understanding	of	the	Contact	Programmable	Button	icons	on	the	Allworx	Verge	IP	Phones	and	how	to	read	them.		Below	the	video,	you	will	find	the	video’s	transcript.		Official	Allworx	training	video	describing	the	Contact	Programmable	Buttons	on	a	Verge	IP	Phone.
Welcome	to	Allworx!	Let’s	learn	about	the	contact	programmable	button.	The	contact	programmable	button	provides	information	about	the	assigned	contact.	If	the	phone	is	set	to	unrestricted,	each	contact	programmable	button	label	displays,	The	contact	image,	if	it	is	available,	or	an	icon	to	designate	the	contact	type.	The	Allworx	Verge	IP	Phone
Series	User	Guide	has	a	complete	list	of	the	contact	icons	and	definitions.	A	badge	to	indicate	an	internal	contact,	which	is	the	red	triangle	in	the	top	left	corner	of	the	contact	image	or	icon.	And	the	contact	name.	If	the	phone	is	set	to	restricted,	only	the	Allworx	user,	Allworx	system	and	public	contacts	label	display	the	contact	image	and	name.	The
“Personal	Contacts”	label	displays	the	locked	icon	and	indicates	that	this	programmable	button	is	assigned	to	a	personal	contact.	To	view	the	personal	contact,	press	the	assigned	programmable	button.	The	Verge	IP	Phone	requires	you	to	log	in	using	your	Allworx	PIN	number	and	then	pressing	the	“Done”	soft	key.	The	idle	screen	now	displays	all	the
contact	images	and	names.	Want	to	see	if	your	internal	contact	is	available	to	talk	before	you	call	them?	The	programmable	button	LED	and	the	status	indicator	on	the	label	change	colors	to	let	you	know	if	your	contact	is	unavailable.	For	example,	If	the	Programmable	Button	LED	and	status	indicator	are	off,	the	contact	is	available	for	your	call.	If	the
programable	button	LED	and	status	indicator	are	flashing	red,	the	contact	has	an	incoming	call.	However,	if	the	flashing	turns	to	solid	red,	the	contact	has	answered	the	call	and	is	busy.	If	the	programmable	button	LED	and	status	indicator	are	solid	yellow,	the	contact	has	turned	on	the	Do	Not	Disturb	option	and	is	not	taking	calls	at	this	time.	Finally,
the	contact	may	have	a	presence	icon	on	the	programmable	button	label	to	let	you	know	that	the	contact	is	not	at	their	phone.	This	example	shows	that	Chris	Jones	is	in	a	meeting.	Photo	from	the	Allworx	Verge	IP	Phone	Contacts	Programmable	Buttons	video	showing	the	example	of	a	contact’s	icon	that	is	set	to	“in	a	meeting.”	The	Verge	IP	Phone
Series	IP	Phone	User	Guide	has	a	complete	list	of	icons	and	definitions.	Thanks	for	learning	about	our	contact	feature.	Be	sure	to	check	out	our	other	videos	that	explain	how	to	manage	the	personal	contacts	on	the	Verge	IP	phone	as	well	as	the	Reach	and	Interact	Professional	applications.	The	following	Allworx	video	describes	the	two	ways	to	call	a
contact	using	the	Allworx	Verge	IP	Phones.	Below	the	video,	you	will	find	the	video’s	transcript.		Official	Allworx	training	video	about	calling	a	contact	with	a	Verge	IP	Phone.	Call	a	Contact	–	Transcript	Welcome	to	Allworx!	Let’s	call	a	contact.	The	Verge	IP	Phone	offers	two	ways	to	call	a	contact,	whether	it	is	an	internal	Allwox	contact	or	a	personal
contact	with	an	external	number.	The	first	way	is	using	the	contact	function	button	and	the	second	way	is	using	the	contact	programmable	button.	First,	let’s	place	a	call	to	Charles	Bailey.	We	can’t	remember	his	number	and	we	don’t	have	a	programmable	button	assigned	to	him:	Press	the	Contact	function	button	to	view	the	contact	list.	On	this
screen,	we	have	2	ways	to	find	our	contact.	We	can	either	use	the	up	or	down	navigation	buttons	to	scroll	through	the	contacts	to	find	Charles	Bailey	and	then	press	the	select	button.	Or	we	can	dial	the	first	couple	of	digits	of	his	extension	or	his	name	to	reduce	the	number	of	visible	contacts	on	the	screen.	2.	Let’s	dial	his	last	name.	After	dialing	each
digit,	the	number	of	matches	is	reduced.	3.	And	then,	highlight	the	contact	listing	and	press								the	select	button	to	place	the	call.	Now,	let’s	place	a	call	to	Sally	Davis	and	our	Verge	Phone	has	a	programmable	button	assigned	to	her.	For	internal	contacts,	it	doesn’t	matter	if	our	contacts	are	unrestricted	or	restricted.	But,	if	placing	a	call	to	a
personal	contact	while	the	personal	contact	settings	are	set	to	restricted,	the	Verge	Phone	requires	you	to	log	in	with	your	Allworx	PIN	number.	In	our	example,	our	contact	settings	are	set	to	unrestricted.	The	simplest	method	to	call	Sally	is	to	use	the	speakerphone.	By	pressing	the	contact	programmable	button	assigned	to	her,	the	phone
automatically	activates	the	speakerphone	feature	and	the	first	call	appearance	line.	Or,	you	can	select	any	appearance	programmable	button,	or	the	intercom	function	button	and	then	select	her	contact	programmable	button.	No	matter	how	you	decide	to	place	the	call	to	Sally,	the	contact	programmable	button	and	label	status	indicator	flash	red
while	the	phone	is	ringing.	Once	Sally	answers	the	call,	the	Verge	phone	screen	updates	to	display	the	active	call.	The	contact	programmable	button	and	the	label	status	indicator	are	solid	red.	And	then,	end	the	call	normally.	Thanks	for	learning	about	our	contact	feature.	Be	sure	to	check	out	our	other	videos	that	explain	how	to	manage	the	personal
contact	on	the	Verge	IP	Phone	as	well	as	the	Reach	and	Interact	Professional	applications.	The	following	Allworx	video	demonstrates	how	to	add	a	new	contact	to	an	Allworx	Verge	IP	Phone.		Below	the	video,	you	will	find	the	video’s	transcript.	Official	Allworx	video	describing	how	to	add	a	new	contact	to	an	Allworx	Verge	IP	phone.	Add	a	Contact	–
Transcript	Welcome	to	Allworx!	Let’s	add	a	new	contact.	There	are	a	few	different	ways	to	add	a	new	contact.	However,	this	training	video	focuses	on	using	the	contact	function	button.	The	other	methods	are	described	in	their	featured	training	videos.	Before	we	begin,	it	is	important	to	note	that	the	Verge	9304	IP	phone	has	limited	personal	contact
support.	Allworx	users	can	add	up	to	100	Allworx	personal	contacts	on	the	Verge	9304	IP	phone,	which	are	only	available	on	that	phone,	not	with	other	Allworx	phones	or	applications.	Let’s	press	the	Contact	function	button	to	get	started.	At	the	contacts	screen,	we	need	to	press	the	more	details	function	button,	and	then	press	the	“Add	Contact”
button.	The	Verge	phone	may	ask	for	your	login	credentials	so,	go	ahead	and	enter	your	PIN	number	using	the	keypad.	And	then	press	the	“Done”	soft	key.	A	blank	contact	details	screen	displays.	Press	the	up	or	down	navigation	buttons	to	scroll	through	the	different	detail	fields	and	when	you’ve	reached	the	input	field,	go	ahead	and	press	the	select
key.	Now,	use	the	keypad	to	enter	the	field	information.	In	this	case,	the	new	contact	has	a	first	name	of	“Tom.”	If	you	make	a	mistake,	press	the	“Delete”	soft	key.	And	then	we	press	the	“Done”	soft	key	to	return	to	the	details	screen.	Now,	let’s	enter	a	last	name.	So,	we	scroll	to	the	last	name	field,	press	the	select	key	to	open	the	last	name	screen,
enter	Tom’s	last	name,	and	press	the	“Done”	soft	key	to	return	to	the	details	screen.	Tom	needs	a	phone	number.	So,	press	the	“Add	Number”	soft	key	to	display	the	phone	number	types.	Use	the	navigation	up	and	down	buttons	to	highlight	the	phone	number	type	and	then	press	the	select	button	to	move	to	the	next	screen.	The	Verge	phone	displays
the	phone	number	type.	Use	the	keypad	to	enter	the	number.	Press	the	“Done”	soft	key	to	return	to	the	details	screen.	If	your	contact	has	more	than	one	number,	go	ahead	and	press	the	“Add	Number”	soft	key	to	repeat	this	process.	To	save	time,	we	already	added	a	second	phone	number	for	Tom.	Since	Tom	has	two	phone	numbers,	and	I	don’t	want
to	constantly	pick	which	number	to	dial,	I	am	going	to	designate	a	phone	number	to	be	the	default	number	to	dial	and	I	can	change	the	default	number	to	dial	whenever	I	want	to.	At	the	details	screen,	use	the	up	and	down	navigation	buttons	to	highlight	the	preferred	number	and	press	the	select	button.	This	opens	the	number	option	screen.	As	you
can	see,	we	can	change	this	number,	adjust	the	number	label	(in	our	case,	change	it	from	“mobile”	to	something	like	“home”),	set	as	default	(which	is	what	we	want	to	do),	or	delete	the	number	completely.	So,	let’s	use	the	navigation	buttons	and	scroll	to	“Set	as	default”	and	then	press	the	select	button.	This	returns	us	to	the	details	screen,	and	the
check	next	to	the	mobile	number	indicates	that	it	is	the	default	number	to	dial.	Since	I	call	Tom	a	lot,	he	should	be	a	contact	favorite.	So,	press	the	more	function	button	to	see	the	additional	soft	key	options	and	then	press	the	“Favorite”	soft	key.	The	detail	screen	redisplays	and	as	you	can	see,	the	star	in	the	corner	is	now	filled	in	to	designate	the
favorite	status.	At	this	time	you	must	use	the	Reach	or	Interact	Professional	applications	to	manage	the	contact	image	for	Chris	on	the	Verge	9308	or	the	Verge	9312	IP	phone.	The	Verge	9304	IP	phone	only	supports	personal	contacts	entered	on	that	phone,	therefore,	you	cannot	add	a	personal	contact	image	to	your	entry.	Now,	let’s	save	our	contact.
Press	the	more	function	button,	and	then	press	the	“Save”	soft	key	to	return	to	the	list	of	contacts.	You	can	see	that	Tom	is	now	in	our	contacts	and	that	he	has	a	default	phone	number.	Press	the	“Back”	soft	key	to	return	to	the	Verge	phone	idle	screen.	Thanks	for	learning	about	our	contact	feature.	Be	sure	to	check	out	our	other	videos	that	explain
how	to	manage	the	personal	contacts	on	the	Verge	IP	phone	as	well	as	the	Reach	and	the	Interact	Professional	applications.	The	following	Allworx	video	demonstrates	how	to	view	and	modify	existing	personal	contacts	on	an	Allworx	Verge	IP	Phone.		Below	the	video,	you	will	find	the	video’s	transcript.		Official	Allworx	video	showing	how	to	view	and
modify	personal	contacts	on	an	Allworx	Verge	IP	phone.	View	and	Modify	Personal	Contact	Details	–	Transcript	Welcome	to	Allworx!	Let’s	look	at	and	modify	the	details	of	a	personal	contact.	Let’s	look	at	the	details	of	an	Allworx	User	contact.	Press	the	contact	function	button	to	open	the	contact	listing	screen.	And	use	the	up	and	down	navigations	to
find	and	highlight	Bianca	Anderson.	As	you	can	see,	there	is	a	presence	icon	next	to	Bianca’s	name.	This	particular	icon	means	that	she	is	in	a	meeting	right	now.	Now,	press	the	“Details”	soft	key	to	display	her	contact	details.	The	contact’s	details	screen	information	includes,	Bianca’s	contact	image	and	the	red	triangle	in	the	upper	left	corner
indicates	to	us	that	Bianca	is	an	Allworx	user	contact,	Bianca’s	name,	a	presence	icon	indicating	that	Bianca	is	in	a	meeting,	a	favorite	status,	in	this	case,	active,	and	her	contact	ID	information.	If	we	were	to	scroll	down	further,	we	would	use	the	account	used	to	create	this	contact	listing.	However,	the	red	triangle	in	the	upper	left	corner	of	the
contact	image	already	gives	us	this	information.	Finally,	because	Bianca	is	an	Allworx	user	contact,	the	only	modification	that	we	can	make	to	her	listing	is	to	adjust	the	favorite	status	using	the	more	function	button	and	the	soft	keys.	So,	let’s	press	the	“Back”	soft	key	to	return	to	the	contact	listing	screen.	One	other	thing	about	Allworx	user	contacts
and	their	BLF	status,	if	you	remember	from	a	moment	ago,	Bianca	had	her	presence	set	to	“in	a	meeting”	and	we	can	see	this	presence	icon	on	the	contact	listing	screen.	For	BLF	status,	let’s	look	at	Charles	Bailey.	Use	the	up	and	down	navigation	buttons	to	highlight	his	contact	listing.	Charles	has	his	BLF	status	set	to	Do	Not	Disturb	as	indicated	by
the	yellow	bar	and	icon	on	each	side	of	his	contact	image	on	the	contact	listing	screen.	Other	BLF	statuses	that	display	on	the	contact	listing	screen	are	shown	with	Jay	Baker.	Red	flashing,	which	means	that	the	contact	has	an	incoming	call.	Or	red	solid,	which	means	that	the	contact	is	on	an	active	call.	Let’s	look	at	the	details	of	an	Allworx	personal
contact.	And	while	we	are	in	there,	we	should	look	at	modifying	the	contact.	Let’s	give	Chris	Allen	a	new	phone	number	and	update	his	organization.	press	the	contact	function	button	and	use	the	up	and	down	navigation	buttons	to	find	and	highlight	the	contact	listing	for	Chris.	Then,	press	the	“Details”	soft	key.	The	Verge	phone	may	ask	you	to	log	in
depending	on	your	contact	settings.	If	asked,	enter	your	PIN	number	and	then	press	the	“Done”	soft	key.	His	contact	details	display.	If	we	use	the	navigation	buttons	to	scroll	to	the	bottom	of	the	page,	we	can	see	that	the	account	type	is	“Allworx	Personal,”	so,	we	can	modify	Chris	directly	from	the	phone	The	first	thing	we	want	to	do	is	add	a	new
work	number	for	Chris.	Press	the	“Add	Number”	soft	key	and	then	select	a	label.	In	our	case,	let’s	select	the	“Work”	label.	Now,	let’s	enter	his	new	work	number	in	the	field	provided.	And	press	the	“Done”	soft	key.	Let’s	use	the	up	navigation	button	to	scroll	back	to	the	top	of	the	details	screen.	Since	Chris	has	two	phone	numbers	available,	let’s
choose	a	default	number	to	dial	Highlight	the	work	number	and	press	the	select	button	to	open	the	options	screen.	As	you	can	see	on	this	screen,	we	can	change	the	current	number,	change	the	number	label,	set	this	number	as	the	default	number	to	dial,	or	delete	this	phone	number.	Use	the	up	and	down	navigation	buttons	to	highlight	the	“Set	as
Default”	option	and	then	press	the	select	button.	As	you	can	see,	the	blue	check	is	next	to	the	work	number	which	is	now	the	default	number	to	dial.	So,	let’s	use	the	down	navigation	buttons	to	scroll	to	the	organization	field	and	press	the	select	key.	This	opens	the	organization	screen	so	we	can	enter	Chris	Allen’s	company	using	the	keypad.	When
finished,	press	the	“Done”	soft	key	to	save	the	update.	The	new	organization	displays	on	the	screen.	Other	modifications	that	we	can	make	on	the	details	screen	using	the	more	function	button	and	the	soft	keys	are,	to	update	the	favorite	status	or	delete	this	user.	Just	remember	that	you	might	have	to	press	the	more	function	button	more	than	once	to
see	these	additional	options.	At	this	time	you	must	use	the	Reach	or	Interact	Professional	applications	to	manage	the	contact	image	for	Chris	on	the	Verge	9308	or	the	Verge	9312	IP	phone.	The	Verge	9304	IP	phone	only	supports	personal	contacts	entered	on	that	phone,	therefore,	you	cannot	add	a	personal	contact	image	to	your	entry.	When	you	are
finished,	press	the	back	soft	key	to	return	to	the	contacts	screen.	Thanks	for	learning	about	our	contact	feature.	Be	sure	to	check	out	our	other	videos	that	explain	how	to	manage	the	personal	contacts	on	the	Verge	IP	phone	as	well	as	the	Reach	and	Interact	applications.	The	following	Allworx	video	demonstrates	how	to	delete	a	contact	from	your
Allworx	Verge	IP	Phone.		Below	the	video,	you	will	find	the	video’s	transcript.	Official	Allworx	video	describing	how	to	delete	a	contact	from	an	Allworx	Verge	IP	phone.	Delete	a	Contact	–	Transcript	Welcome	to	Allworx!	Let’s	delete	a	contact.	Our	personal	contact,	Tom,	has	won	the	lottery	and	he	says	he	can	retire	early.	So,	we	need	to	delete	Tom
from	our	contacts	so	that	we	don’t	accidentally	call	him.	We	have	two	ways	to	delete	a	contact.	The	first	way	is	to	press	the	contact	function	button	and	then	use	the	up	and	down	navigation	buttons	to	highlight	Tom’s	contact	information.	Press	the	more	function	button	until	you	see	the	“Delete”	soft	key.	As	a	precaution	be	must	answer	a	confirmation
that	we	want	to	delete	Tom	from	our	contacts	list,	so,	press	the	“Yes”	soft	key.	The	phone	may	ask	you	to	log	in	to	the	contacts.	Enter	your	login	information	and	press	the	“Done”	soft	key.	The	updated	list	of	contacts	displays	without	Tom.	Press	the	“Back”	soft	key	to	return	to	the	phone	idle	screen.	The	second	way	to	delete	an	Allworx	personal
contact	is	from	the	contact	details	screen.	Again,	press	the	contact	function	button	to	display	the	list	of	contacts.	use	the	up	and	down	navigation	buttons	to	highlight	Tom’s	contact	information	and	then	press	the	“Details”	soft	key.	It	may	be	necessary	to	enter	your	Allworx	PIN	number	and	press	the	“Done”	soft	key	before	the	contact	details	screen
opens.	Press	the	more	function	button	until	you	see	the	“Delete”	soft	key,	and	then,	press	the	“Delete”	soft	key.	Again,	as	a	precaution,	we	must	answer	a	confirmation	that	we	want	to	delete	Tom	from	our	contacts	list,	so,	press	the	“Yes”	soft	key.	The	updated	list	displays	without	Tom,	who	is	enjoying	his	retirement!	Press	the	“Back”	soft	key	to	return
to	the	phone	idle	screen.	Thanks	for	learning	about	our	contact	feature.	Be	sure	to	check	out	our	other	videos	that	explain	how	to	manage	the	personal	contacts	on	the	Verge	IP	phone	as	well	as	the	Reach	and	the	Interact	Professional	Applications.	The	following	Allwrox	video	demonstrates	how	to	search	for	contacts	using	an	Allworx	Verge	IP	phone.	
Below	the	video,	you	will	find	the	video’s	transcript.	Official	Allworx	video	describing	how	to	search	for	contacts	using	an	Allworx	Verge	IP	phone.		Welcome	to	Allworx!	Let’s	search	your	contacts.	How	many	times	have	you	needed	to	search	your	contacts	but	wished	that	you	could	apply	a	filter	to	narrow	your	search	results?	The	Verge	IP	phone	series
lets	you	do	just	that!	You	can	filter	by	any	combination	of	contact	type	and	favorite	status.	Let’s	apply	a	filter	to	the	contacts,	Press	the	contact	function	button	to	open	the	contacts	screen.	Press	the	more	function	button	and	then	press	the	“Groups”	soft	key.	As	you	can	see,	right	now	we	have	the	three	primary	contact	types	selected	(Users,	System,
and	Personal)	which	means	all	of	our	contacts	are	available.	Just	a	side	note	that	the	public	contact	types	are	grouped	with	the	system	contacts.	For	example,	we	only	want	to	see	our	personal	contacts	and	let’s	really	narrow	the	search,	we	only	want	to	see	our	personal	contacts	that	we	have	marked	as	a	favorite,	So,	press	the	select	button	to	uncheck
the	Users	filter	option	and	then	press	the	down	navigation	button	to	move	to	the	system	filter	option.	Press	the	select	button	to	uncheck	this	filter	option	and	press	the	down	navigation	button	twice	to	get	to	the	favorite	filter.	Press	the	select	button	to	check	this	search	filter	and	then	press	the	“Save”	soft	key.	The	Verge	phone	returns	all	our	personal
contacts	marked	as	favorite.	As	a	reminder,	the	Verge	9304	phone	only	supports	adding	up	to	100	Allworx	personal	contacts	which	are	only	available	on	that	phone,	not	with	other	Allworx	phones	or	applications.	Nor	does	the	Verge	9304	phone	share	personal	contacts	with	other	Allworx	phones	or	support	personal	contacts	synchronized	with	external
accounts	using	the	Reach	or	Interact	applications.	So,	now,	how	do	we	get	the	rest	of	our	contacts	back?	If	you	said:	Press	the	more	function	button	Press	the	“Group”	soft	key	Uncheck	the	favorite	filter	Check	the	contact	filters	And	then	press	the	“Save”	soft	key,	Then	you	are	Correct!	When	you	are	finished	press	the	“Back”	soft	key.	This	returns	you
to	the	phone	idle	screen.	Thanks	for	learning	about	our	contact	feature.	Be	sure	to	check	out	our	other	videos	that	explain	how	to	manage	the	personal	contacts	on	the	Verge	IP	phone	as	well	as	the	Reach	and	Interact	applications.	The	following	Allworx	video	demonstrates	how	to	assign	a	Favorite	status	to	an	Allworx	contact.		Below	the	video,	you
will	find	the	video’s	transcript.		Official	Allworx	video	describing	how	to	assign	a	Favorite	status	to	an	Allworx	contact	on	an	Allworx	Verge	IP	phone.	Welcome	to	Allworx!	Let’s	assign	a	favorite	status	to	a	contact.	We	seem	to	call	Charles	Bailey	a	lot.	Let’s	update	the	favorite	status	for	Charles.	Press	the	contact	function	button	to	display	the	contact
screen	on	the	Verge	phone.	Use	the	up	and	down	navigation	buttons	to	find	the	contact	information	for	Charles.	Then	press	the	star	soft	key.	Repeat	as	necessary	to	assign	all	favorites.	To	remove	a	favorite	status,	repeat	this	process	and	press	the	filled	star	soft	key.	When	you	are	finished,	press	the	“Back”	soft	key	to	return	to	the	phone	idle	screen.
Thanks	for	taking	the	time	to	learn	about	our	contact	feature.	Be	sure	to	check	out	our	other	videos	that	explain	how	to	manage	the	personal	contacts	on	the	Reach	and	the	Interact	Professional	applications.	The	following	Allworx	video	gives	an	overview	of	how	to	access	the	Message	Center	from	an	Allworx	Verge	IP	phone.		Below	the	video,	you	will
find	the	video’s	transcript.	Official	Allworx	video	giving	an	overview	of	how	to	access	the	Message	Center	from	an	Allworx	Verge	IP	phone.		Welcome	to	your	new	Verge	IP	phone	from	Allworx!	Sit	back	and	let’s	learn	about	the	Allworx	Message	Center	for	listening	to	and	managing	your	voicemail	messages.	The	Verge	IP	phone	series	includes	the
following	phone	models,	The	9304,	with	4	programmable	buttons,	The	9308,	with	8	programmable	buttons,	And	the	9312,	with	12	programmable	buttons.	Additionally,	the	Verge	9312	phone	supports	up	to	3	additional	9318Ex	Expanders.	Each	of	the	Expanders	supports	up	to	18	additional	programmable	buttons	for	a	total	of	66	programmable
buttons.	This	training	video	uses	the	9312	for	demonstration	purposes	but,	all	phones	and	Expanders	support	the	Allworx	Message	Center	in	the	same	way.	The	Verge	IP	phone	series	family	consists	of	the	9304,	9308,	and	the	9312	phone	models	and	the	9318	Ex	Expander.	The	Allworx	Message	Center	provides	unified	messaging	for	Allworx	users.
When	a	new	voicemail	message	is	available,	the	Allworx	phone	messages	function	button	lights	and	the	number	of	new	messages	display	on	the	Verge	IP	phone	screen.	You	can	access	either	the	Visual	Message	Center	or	the	Audio	Message	Center.	When	you	receive	a	new	voicemail,	the	Message	Center	function	button	and	an	icon	on	the	phone’s
screen	will	light	up.	Both	the	Visual	and	Audio	Message	Center	allow	you	to,	Listen	to	new	or	saved	voicemails,	Create	and	send	a	voicemail	message	to	another	Allworx	user,	Forward	a	voicemail	message,	Reply	to	a	voicemail	message	from	an	Allworx	Contact,	Clear	all	the	voicemail	listings,	And	clear	a	single	voicemail	listing.	And	each	Message
Center	has	additional	capabilities.	As	you	can	see	in	the	Visual	Message	Center	you	can	change	the	message	listing	appearance	from	read	to	unread	or	vice	versa.	And,	in	the	Audio	Message	Center,	you	can,	Change	your	name	recording,	Manage	your	message	greetings	for	each	presence	setting,	your	default	greeting	and	your	Reach	Link	lost
connection	greeting,	Change	your	Allworx	PIN,	Access	an	outside	line	if	enabled,	And	change	your	presence	setting.	Message	Center	Specific	Capabilities	Chart	from	the	Message	Center	training	video.	In	the	Audio	Message	Center,	Allworx	users	with	recording	manager	permissions	can	create,	change,	or	delete	the	call	queue	or	ACD	queue
recordings	as	well	as	change	the	schedule	for	call	queues	or	ACD	queues.	To	access	the	Allworx	Message	Center	Press	the	voicemail	function	button	once	for	the	Visual	Message	Center	or	twice	for	the	Audio	Message	Center.	No	matter	which	Allworx	message	center	you	choose	to	use,	the	Allworx	system	requires	you	to	enter	your	Allworx	PIN	before
you	have	access	to	your	messages.	Press	the	Message	Center	function	button	once	to	access	the	Visual	Message	Center	and	twice	to	access	the	Audio	Message	Center.	When	using	the	Visual	Message	Center	the	Verge	phone	displays	a	list	of	voicemail	messages	and	draft	messages	for	the	extensions	and	uses	navigation	keys	for	scrolling	and	soft	keys
for	selecting	the	voicemail	message	management	options.	Unread	messages	display	in	blue	text	and	read	messages	display	in	black	text.	Use	the	navigation	and	soft	keys	to	navigate	in	the	Visual	Message	Center.	When	using	the	Audio	Message	Center	the	Verge	phone	screen	does	not	change	because	you	use	audio	menus	and	keypad	presses	to
manage	the	voicemail	messages	and	settings.	The	Audio	message	center	adds	increased	access	flexibility	when	you’re	unable	to	be	at	your	desk	phone	but	need	to	check	your	voicemail	messages.	To	access	the	Audio	Message	Center:	From	another	Allworx	phone	or	the	company	Auto	Attendant	By	dialing	6	and	your	extension	From	an	outside	line	or	a
phone	not	assigned	to	a	user	By	dialing	404,	the	Allworx	system	prompts	you	for	your	extension	From	an	outside	line	dialing	directly	to	your	office	And	then,	while	the	greeting	is	playing	dial	*61	and	your	extension	before	the	greeting	finishes	playing.	There	are	3	additional	options	to	access	your	Audio	Message	Center,	aside	from	double-pressing	the
Message	Center	function	button.	After	entering	your	Allworx	PIN	number,	the	Allworx	system	announces	the	number	of	new	and	saved	voicemail	messages	as	well	as	the	current	presence	setting	using	the	default	language	on	the	Audio	Message	Center	regardless	of	the	outside	line	or	call	appearance	used	to	access	the	account.	You	can	press	the
pound	key	twice	to	play	the	prompts	in	a	language	other	than	English	when	prompted.	While	playing	a	voicemail	message	in	the	Audio	Message	Center	you	can	use	the	Verge	phone	navigation	buttons	to	move	through	the	voicemail	message.	Press	the	select	button	to	play	or	pause	the	message,	left	navigation	button	to	skip	back	in	the	message.	You
can	also	press	and	hold	this	button	to	return	to	the	beginning	of	the	message.	Right	navigation	to	skip	forward	in	the	message,	up	navigation	button	to	go	to	the	previous	message,	or	the	down	navigation	button	to	go	to	the	next	message.	Use	the	Navigation	buttons	for	additional	controls	when	listening	to	a	voicemail	message.	Finally,	the	Allworx
system	supports	unified	messaging,	which	supports	combining	your	voicemail	and	email	messages	into	one	inbox,	forwarding	voicemail	messages	to	another	email	account	or	POP	to	an	email	client.	Deleting	a	voicemail	message.	If	you	delete	a	voicemail	message	using	the	email	account	or	the	phone,	the	voicemail	message	is	removed	from	the
Allworx	server	and	is	no	longer	available.	Contact	your	Allworx	server	administrator	to	configure	the	Allworx	system	to	set	up	your	email	account	for	unified	messaging.	Allworx	also	offers	Unified	Messaging.	Unified	Messaging	is	when	a	new	voicemail	is	converted	to	an	audio	file	and	sent	to	the	recipient	via	email,	rather	than	the	Message	Center.
Thanks	for	taking	the	time	to	learn	about	the	Allworx	Message	Center	for	listening	to	and	managing	voicemails.	For	more	information	about	using	any	of	the	phone	features,	check	out	our	other	Verge	videos	or	download	the	Allworx	Verge	IP	Phone	User	Guide,	available	at	www.allworx.com	The	following	First	Call	training	video	demonstrates	how	to
change	your	Allworx	PIN	on	an	Allworx	Verge	IP	Phone.	Below	the	video,	you	will	find	the	video’s	transcript.	First	Call	training	video	demonstrating	how	to	change	the	PIN	to	an	Allworx	Verge	IP	phone.	Hi	there!	My	name	is	Kayla.	I	am	an	application	specialist	at	First	Call	Computer	Solutions.	In	this	video,	I	will	show	you	how	to	change	your	Allworx
Verge	IP	Phone’s	PIN,	which	is	used	to	access	your	phone’s	message	center	and	settings.	For	this	demonstration,	I	will	be	using	a	9312	Allworx	Verge	IP	phone,	but	please	keep	in	mind	that	this	process	will	be	the	same	for	any	one	of	the	Allworx	Verge	IP	phone	models.	9312	Allworx	Verge	IP	Phone	Now	before	we	begin,	you	will	need	to	know	the
PIN	that	your	phone	was	originally	set	up	with.	More	than	likely	your	phone	was	set	up	with	a	PIN	1234	but,	check	with	your	superior	if	you	are	unsure.	Now	that	you	know	your	current	PIN	you	are	ready	to	change	it!	Here	is	an	overview	of	the	process,	First,	double-tap	the	voicemail	button	on	your	handset.	Then,	enter	your	current	PIN	followed	by
the	pound	sign.	Next,	select	option	4	to	change	your	message	center	system	settings.	Then,	choose	option	5	to	change	your	PIN.	Enter	in	your	new	pin	followed	by	the	pound	(#)	sign	and	then	reconfirm	it.	After	you	reconfirm	it,	you	may	hang	up.	This	concludes	our	training	video	about	how	to	change	your	PIN	for	your	Allworx	Verge	IP	Phone.	I	hope
that	this	video	was	helpful	to	you.	Thank	you	for	viewing!	The	following	First	Call	training	video	demonstrates	how	to	record	your	greeting	name	for	your	Allworx	Verge	IP	Phone.		Below	the	video,	you	will	find	the	video’s	transcript.	First	Call	training	video	demonstrating	how	to	record	a	greeting	name	on	an	Allworx	Verge	IP	Phone.	Hi	there!	My
name	is	Kayla.	I	am	an	application	specialist	at	First	Call	Computer	Solutions.	In	this	video,	I	will	show	you	how	to	record	your	greeting	name	for	your	Allworx	Verge	IP	Phone.	For	this	demonstration,	I	will	be	using	a	9312	Allworx	Verge	IP	Phone,	but	please	keep	in	mind	that	this	process	will	be	the	same	for	any	one	of	the	Allworx	Verge	IP	phone
models.	9312	Allworx	Verge	IP	Phone	Your	greeting	name	is	the	name	that	you	hear	when	you	access	your	message	center.	It	is	also	the	recording	that	will	be	played	by	your	auto-attendant	when	directing	calls	to	you.	When	you	record	your	name,	you	will	want	to	make	it	sound	as	professional	and	upbeat	as	possible.	Here	is	the	process	to	change
your	name	recording.	First,	double-tap	the	voicemail	button	on	your	phone.	Then	enter	in	your	PIN	followed	by	the	pound	sign.	Next,	select	option	4	to	change	your	message	center	system	settings.	Then,	choose	option	2	to	change	the	recording	of	your	name.	Next,	choose	option	2	again	to	change	your	name	recording.	Record	your	name	when
prompted	and	press	pound.	Then,	select	1	to	save	the	recording,	2	to	change	it	again,	3	to	review	it,	or	pound	(#)	to	cancel	the	change	altogether.	Once	you	are	happy	with	your	recording	and	have	saved	it,	you	may	hang	up	your	phone.	This	concludes	our	training	video	about	how	to	set	up	your	greeting	name.	I	hope	that	this	video	was	helpful	to	you.
Thank	you	for	viewing!	The	following	First	Call	training	video	demonstrates	how	to	set	up	your	voicemail	greeting	for	your	Allworx	Verge	IP	phone.	Below	the	video,	you	will	find	the	video’s	transcript.		First	Call	training	video	that	describes	how	to	set	up	or	record	a	voicemail	greeting	on	an	Allworx	Verge	IP	Phone.	Hi	there!	My	name	is	Kayla.	I	am



an	application	specialist	at	First	Call	Computer	Solutions.	In	this	video,	I	will	show	you	how	to	set	up	your	voicemail	greetings	for	your	Allworx	Verge	IP	Phone.	For	this	demonstration,	I	will	be	using	a	9312	Allworx	Verge	IP	Phone,	but	please	keep	in	mind	that	this	process	will	be	the	same	for	anyone	of	the	Allworx	Verge	IP	Phone	models.	9312
Allworx	Verge	IP	Phone	Now,	Allworx	offers	you	the	ability	to	record	a	different	voicemail	greeting	for	each	one	of	your	phone’s	different	presence	settings.	This	means	that	you	may	record	up	to	9	different	voicemail	greetings	that	will	each	play	depending	on	whichever	presence	your	phone	is	set	to	at	the	time.	In	order	to	change	your	voicemail
greetings,	you	will	need	to	get	into	your	message	center	and	listen	to	your	voicemail’s	Auto-attendant	prompts.	Here	is	an	overview	of	the	process	First,	double-tap	the	voicemail	button	on	your	phone.	Then,	enter	in	your	PIN	followed	by	the	pound	sign.	If	you	are	unsure	what	your	PIN	is,	then	please	contact	your	superior	for	assistance.	Next,	Select	4
to	change	your	message	center	system	setting.	Then,	choose	option	3	to	manage	your	greeting.	Next,	select	whichever	greeting	you	wish	to	change.	At	a	minimum,	you	must	set	up	your	default	greeting	which	is	option	0.	Select	1	to	change	the	recording,	and	then	record	your	greeting.	You	may	then	press	1	to	save	it,	2	to	review	it,	or	3	to	change	it
again.	When	you	are	finished	recording	you	may	either	hang	up	your	phone	or	press	pound	to	select	the	next	voicemail	greeting	that	you’d	like	to	change.	Now,	If	I	wanted	to	go	back	and	record	a	different	voicemail	greeting	for	a	presence	setting,	I’d	press	pound.	Otherwise,	I	may	hang	up	my	phone!	This	concludes	our	training	video	about	how	to
set	up	your	voicemail	greetings.	I	hope	that	this	video	was	helpful	to	you.	Thank	you	for	viewing!	The	following	Allworx	video	offers	an	overview	of	the	various	Allworx	applications	that	are	available.	These	applications	include	Reach,	Interact	and	Interact	Professional,	and	View.		Below	the	video,	you	will	find	the	video’s	transcript.	Official	Allworx
video	describing	the	different	applications	that	they	have	available	that	go	with	their	Allworx	phone	systems.	Welcome	to	Allworx!	Sit	back	and	let	us	tell	you	a	little	bit	about	our	products.	In	this	video,	we	will	talk	about	the	Allworx	applications,	which	includes,	Our	Reach	Application	–	that	extends	the	rich	functionality	of	your	Allworx	Voice	Over	IP
communication	system	right	to	your	iOS	and	Android	devices	Our	Interact	Application	–	for	ultimate	call	control	dashboard,	combining	the	ease	of	a	PC	based	interface	with	the	high	voice	quality	of	the	Allworx	phones	And	the	View	Application	–	that	delivers	comprehensive	historical	call	activity	reports	to	help	you	track	metrics	that	drive	your
business	performance.	Our	Reach	application	extends	the	rich	functionality	of	the	Allworx	Voice	Over	IP	communication	right	to	your	iOS	and	Android	devices.	It	works	on	both	cellular	and	Wi-Fi	networks.	And	it	is	a	per-user	licensed	application	that	is	available	for	purchase	in	1,	5,	10,	30,	and	50	user	increments.	But	there	is	good	news!	Each
Allworx	server	comes	with	one	free	license	for	you	to	try!	Shown	here	is	the	Reach	application	on	an	iPad	and	a	Samsung	smartphone.	You	can	easily	manage	active	calls	with	a	single	touch,	such	as	Park,	Hold,	Transfer,	and	Mute.	Image	from	the	Allworx	Applications	Overview	video	showing	the	different	active	call	options	available	through	the
Reach	application.	Additionally,	the	Reach	application	uses	icons	to	navigate	throughout	the	application	to	view	the	status	of	a	call	or	user	and	to	manage	calls.	Image	from	the	Allworx	Applications	Overview	video	showing	the	call	status	and	to	manage	the	call	through	the	Reach	application.	Use	the	application	tabs	to	access	your	call	history,
voicemail,	contacts,	and	settings	screens.	The	Reach	application	is	really	helpful	to,	Road	ninjas	who	always	want	to	be	within	reach	of	their	business	numbers	Legal	and	health	care	professional	who	need	to	be	reachable	without	giving	out	their	personal	mobile	number	Employees	who	work	in	a	distributed	work	area	such	as	car	dealerships,	retail
showrooms,	and	schools.	The	Reach	application	has	additional	features,	The	Reach	Link	feature	keeps	active	calls	connected	as	the	mobile	data	network	changes,	whether	from	a	Wi-Fi	network	to	a	cellular	data	network	or	vice	versa.	This	feature	plays	both	tones	and	explanations	to	the	other	party	during	network	interruptions	and	provides	recover
methods	for	calls	that	cannot	be	reached.	The	Reach	Extend	feature	enables	users	to	place	or	receive	calls	through	a	cell	phone	network	instead	of	depending	on	voice	over	IP	call	quality	over	Wi-Fi	and	4G	data	networks	while	presenting	a	business.	Caller	ID	to	Remote	Parties.	This	feature	requires	a	cellular	voice	number	configured	on	the	Reach
handset.	The	Call	Handoff	feature	migrates	a	network	call	from	the	Reach	handset	to	the	Verge	phone	during	an	active	call	and	vice	versa.	During	the	call	handoff	operation,	the	active	call	receives	minimal	disruption	to	the	audio.	The	Reach	Remote	Control	feature	enables	users	to	have	full	feature	control	of	the	Verge	phone	from	a	Reach	device	at
or	away	from	the	user’s	desk.	If	using	a	tablet,	the	Reach	device	enables	a	desk	phone	to	serve	as	an	executive	phone.	Emergency	Notifications	enables	users	to	receive	alerts	when	anyone	on	the	Allworx	system	dials	an	emergency	call	(for	example:	911)	with	unique	audible	indications	on	all	Reach	devices.	Push	Notifications	optimize	battery	life	and
receive	notifications	of	incoming	calls	while	the	Reach	app	is	running	in	the	background.	Wipe	Current	Remote	Licenses	enables	the	Allworx	administrator	to	remove	all	login	credentials	and	voicemail	information	for	a	lost	or	stolen	remote	device.	Additionally,	this	feature	disables	the	device	from	sending	or	receiving	Reach	phone	calls.	Image	from
the	Allworx	Applications	Overview	video	describing	the	Reach	link,	Reach	Extend,	Call	Handoff,	and	Reach	Remote	Control.	Image	from	the	Allworx	Applications	Overview	video	describing	the	Emergency	Notifications,	Push	Notifications	and	Wipe	Current	Remote	Licenses.	At	Allworx,	we	offer	you	the	Interact	or	the	Interact	Professional	application.
What	is	the	difference	between	these	applications?	Our	Interact	application	displays	the	inbound	caller’s	name	and	number	in	a	discreet	popup	and	allows	users	to	view	and	answer	incoming	calls	from	the	PC.	The	application	is	free	and	available	to	any	Allworx	user.	The	application	screen	displays	multiple	active	windows	for	current	calls,	parked
calls,	call	history,	dial	pad,	contacts,	and	more;	all	of	which	are	easily	customizable.	And	the	Interact	Professional	application	offers	users	a	call	recording	feature.	Our	Interact	Professional	application	is	a	per-user	licensed	application	that	is	available	to	purchase	in	1,	5,	10,	30,	and	50	user	increments.	Good	news	again!	—each	Allworx	server	comes
with	one	free	Interact	Professional	License	for	you	to	try.	Image	from	the	Allworx	Applications	Overview	video	describing	the	differences	between	the	Interact	and	Interact	Professional	applications.	Shown	here	is	the	Interact	Professional	application	with	some	of	the	windows	pinned	open.	With	the	Interact	Professional	application,	you	can	customize
the	main	screen	and	each	window	as	often	as	you	want,	showing	or	hiding	specific	windows	as	well	and	undocking	and	docking	the	application	windows.	You	can	easily	undock	each	window	to	move	it	to	a	new	location	on	your	computer	screen	and	or	resize	the	window.	And,	if	you	want,	you	dock	this	window	back	into	the	application	main	screen.	Do
you	only	need	to	see	a	few	windows?	Go	ahead	and	select	which	windows	to	show	or	hide.	Image	from	the	Allworx	Applications	Overview	video	showing	the	Interact	Professional	Application.	As	you	can	see	on	the	computer	screen,	the	Interact	Professional	application	uses	the	same	icons	and	color-coding	as	the	Verge	phones	and	the	Reach
application.	Some	window	examples	include:	Dial	Pad	Window	–	to	ender	and	dial	a	phone	number	Call	History	Window	–	to	locate	calls	and	quickly	see	the	call	answered	status	Contacts	Window	–	to	double	click	to	place	a	call	or	to	quickly	scan	other	Allworx	user’s	presence	and	status	to	see	who	is	busy	Current	Calls	Window	–	that	displays	the	call
information	just	like	the	Verge	phones	and	the	Reach	application	as	well	as	provides	one-click	Hold,	Transfer,	Park,	and	more	Parked	Calls	Window	–	that	displays	the	calls	placed	into	one	or	more	of	the	available	parking	orbits	Or	the	Agent	Window	–	so	your	call	center	agents	can	quickly	log	into	or	out	of	their	queues.	Image	from	the	Allworx
Applications	Overview	video	describing	the	different	windows	available	in	the	Interact	Professional	Application.	The	Interact	Professional	application	is	really	helpful	to:	Front	Desk	Service	Staff	and	Receptionists	Call	Center	Agents	who	are	using	the	Allworx	Automatic	Call	Distribution	(ACD)	feature	Sales	Professionals	who	depend	on	outbound	or
inbound	calls	to	drive	revenue	And	anyone	who	relies	on	Microsoft	productivity	tools	to	manage	their	day	to	day	workflow.	Image	from	the	Allworx	Applications	Overview	video	describing	the	popular	work	roles	that	may	benefit	from	using	the	Interact	Professional	Application.	The	Interact	Professional	application	comes	with	the	Interact	Sync	plugin.
The	Interact	Sync	feature	enables,	Intelligently	syncing	your	presence	and	status	across	Skype	for	Business	(Lync),	Outlook	and	Allworx;	and	automatically	updates	the	Allworx	call	routes	And	making	one-click	calls	using	Allworx	from:	Skype	for	Business	Outlook	And	websites	on	Google	Chrome	and	Mozilla	Firefox	using	Allworx	Interact	Professional
also	has	an	External	Program	Link	feature.	This	feature	ties	the	Allworx	phone	into	a	business’s	workflow	and	specifies	an	action	for	the	Interact	Professional	application	to	perform	whenever	system	events	occur.	Image	from	the	Allworx	Applications	Overview	video	describing	the	Interact	Sync	plugin	and	the	External	Program	Link.	What	are	the
View	and	View	ACD	applications?	The	View	application	enables	users	to	create,	save,	and	share	call	activity	reports.	There	are	6	intuitive	call	activity	report	templates	with	advanced	data	filters,	and	you	can	manage	the	information	shown	based	on	each	user’s	permission	level.	Users	can	access	the	reports	and	dashboards	via	any	web	browser.	And
you	can	export	the	reports	to	a	PDF	or	CSV	file.	The	View	application	requires	the	Allworx	View	feature	key.	One	Feature	key	covers	all	users	at	one	site;	therefore,	a	feature	key	is	required	for	each	Allworx	server	in	a	multisite	network.	The	View	ACD	application	enables	users	the	ability	to	see	queues	and	agent	performance	in	real-time.	You	can
create	as	many	dashboards	as	you	need	and	customize	each	dashboard	using	intuitive	graphical	charts	with	many	options.	The	View	ADC	application	requires	both	the	View	feature	key	and	the	View	ACD	feature	keys.	Just	like	the	View	feature	key,	you	will	need	a	View	ACD	feature	key	for	each	Allworx	server	in	a	multi-site	network.	Image	from	the
Allworx	Applications	Overview	video	describing	the	differences	between	the	View	and	the	View	ACD	applications.	The	Allworx	View	application	helps	supervisors	and	managers	make	smart	data-driven	business	decisions	from	anywhere	and	delivers	comprehensive	historical	call	activity	reports	to	help	you	track	metrics	that	drive	your	business
performance.	This	is	a	Call	Detail	Report.	You	can	click	on	any	record	to	see	the	entire	call	life	cycle	for	a	specific	call	or	calls,	including	trying,	ringing,	queued,	hold,	parked,	active,	transfer,	and	complete	states.	Image	from	the	Allworx	Applications	Overview	video	showing	the	View	Call	Detail	Report.	The	View	ACD	application	provides	easy	to	see
graphical	charts	on	customizable	dashboards	to	help	everyone	stay	on	top	of	queue	and	agent	stats	in	real-time.	You	can	see	the	agent	and	queue	call	activity	trends	using	a	variety	of	graph	formats,	including	line,	column,	area,	and	stacked	area	charts.	Image	from	the	Allworx	Applications	Overview	video	that	points	out	the	graphical	charts	available
in	the	View	ACD	application.	Use	the	Single	Item	Widget	to	create	an	enlarged	text	or	a	dial	graphic	that	represents	a	single	queue	or	agent	statistics.	Image	from	the	Allworx	Applications	Overview	video	that	points	out	the	Single	Item	Widget	in	the	View	ACD	application.	And	quickly	scan	agent	and	queue	statistics	by	adding	a	color-coded	bar	chart
that	corresponds	to	the	preconfigured	threshold	alarm	levels.	Image	from	the	Allworx	Applications	Overview	video	that	points	out	the	Agent	Queue	Statistics	section	in	the	View	ACD	application.	The	View	application	is	really	helpful	when:	Tracking	outbound	call	volume	by	individual	agents	or	employees	Tracking	inbound	call	volume	by	geographic
areas	and	time	periods	to	identify	customer	trends	Measuring	incoming	calls	to	specific	DIDs	associated	with	advertising	campaigns	Identifying	unmet	staffing	needs	and	areas	to	reduce	telecom	costs.	Image	from	the	Allworx	Applications	Overview	video	that	provides	a	few	examples	of	when	the	View	and	View	ACD	applications	are	useful	to	have.
Thanks	for	taking	the	time	to	learn	about	our	products.	For	more	information	about	any	of	the	Allworx	products	you	have	seen,	visit	www.Allworx.com	or	contact	your	local	reseller.	The	following	First	Call	training	video	offers	an	overview	of	how	to	get	logged	into	the	Allworx	Reach	application	on	a	mobile	device.		Below	the	video,	you	will	find	the
video’s	transcript.	First	Call	training	video	about	how	to	get	logged	into	the	Allworx	Reach	application	on	a	mobile	device.	Hello!	Welcome	to	First	Call’s	training	video	about	how	to	log	into	your	Allworx	Reach	mobile	application!	In	this	video,	I	will	be	showing	you	images	of	the	login	process	using	an	iOS	device.	If	you	are	using	an	Android,	the
process	will	be	very	similar,	just	with	an	Android	operating	system	look	and	feel.	Before	we	get	started,	you	will	first	want	to	locate	your	IP	Address,	Allworx	username,	and	password.	This	information	will	be	provided	to	you	by	your	Allworx	Administrator	when	setting	up	the	app.	If	you	are	missing	this	information,	then	please	contact	your	Allworx
Administrator.	To	begin,	you	will	need	to	download	the	Reach	application,	if	you	have	not	already	done	so.	You	can	do	this	by	searching	for	Allworx	Reach	in	your	app	store,	also	known	as	the	Google	Play	Store	on	an	Android	device.	Once	you	have	located	the	Allworx	Reach	5	app,	select	to	install	the	app.	Image	from	the	First	Call’s	How	to	Log	In
training	video	that	shows	how	to	install	the	Allworx	Reach	application.	After	installing	the	Reach	application,	select	to	open	the	app.	Note:	On	an	Android	device,	select	to	launch	the	app.		Image	from	the	First	Call’s	How	to	Log	In	training	video	that	shows	how	to	open	the	Allworx	Reach	application.	There	will	be	a	few	pop-up	questions	on	your
device’s	screen	that	you	will	need	to	answer.	Choose	to	allow	the	app	to	send	you	notifications,	Image	from	the	First	Call’s	How	to	Log	In	training	video	that	shows	the	Notifications	pop	up.	And	choose	to	allow	the	app	to	access	your	microphone,	Image	from	the	First	Call’s	How	to	Log	In	training	video	that	shows	the	Microphone	pop	up.	Then,	decide
if	you	want	to	allow	the	app	to	access	your	mobile	device’s	contacts.	This	is	up	to	you	to	decide.	Typically,	if	you	do	not	use	your	personal	contacts	while	working,	then	you	will	not	want	to	allow	this	feature.	If	you	do	use	your	personal	contacts	for	work,	then	you	may	want	to	select	“ok”	to	allow	your	mobile	device’s	contacts	to	sync	into	the	app.	Image
from	the	First	Call’s	How	to	Log	In	training	video	that	shows	the	Contacts	pop	up.	And	finally,	read	and	accept	the	911	Notice.	Image	from	the	First	Call’s	How	to	Log	In	training	video	that	shows	the	911	Emergency	Notice.	Next,	the	app	will	ask	you	to	get	logged	in.	Using	the	IP	address,	Username,	and	Password	that	was	provided	to	you	by	your
Allworx	Administrator,	fill	out	this	page,	and	select	“Login.”	Again,	if	you	do	not	know	your	credentials,	then	please	contact	your	Allworx	Administrator.	Image	from	the	First	Call’s	How	to	Log	In	training	video	that	shows	where	to	enter	the	IP	Address,	Username,	and	Password	to	log	into	the	Allworx	Reach	app.	And	then	you	will	be	logged	into	the
app!	You	will	now	have	the	option	to	answer	incoming	calls	through	your	application!	Please	note	that	you	do	not	need	to	log	in	and	out	of	the	app	every	time	you	wish	to	use	it.	Rather,	you	should	remain	logged	in	to	the	app	and	use	the	Go	Offline/Go	Online	buttons	to	toggle	between	receiving	calls	and	not	receiving	calls	through	the	app.	For	more
information	about	how	to	toggle	the	Online/offline	settings,	please	see	the	First	Call	training	video	“Turning	the	Allworx	Reach	App	On	and	Off.”	Image	from	the	First	Call’s	How	to	Log	In	training	video	that	shows	where	to	go	online	and	offline	in	the	Allworx	Reach	app.	This	concludes	our	training	video	about	how	to	get	logged	into	the	Allworx	Reach
application.	I	hope	that	this	video	was	helpful	to	you.	Thank	you	for	viewing!	The	following	First	Call	training	video	offers	an	overview	of	how	to	turn	the	Allworx	Reach	application	on	and	off.		Below	the	video,	you	will	find	the	video’s	transcript.	First	Call	training	video	about	how	to	turn	the	Allworx	Reach	application	on	and	off.	Hello!	Welcome	to
First	Call’s	training	video	about	how	to	connect	and	disconnect	your	Reach	mobile	application	to	your	desk	phone!	In	this	video,	I	will	be	showing	you	images	from	an	iOS	device.	If	you	are	using	an	Android,	the	process	will	be	very	similar,	just	with	an	Android	operating	system	look	and	feel.	Before	we	get	started,	you	will	need	to	make	sure	that	you
are	already	logged	into	the	app.	For	information	about	how	to	get	signed	into	the	Allworx	Reach	application,	please	see	the	First	Call	Allworx	Reach	training	video,	“How	to	log	in.”	Once	you	get	signed	into	your	Reach	app,	you	will	start	receiving	calls	through	the	app,	right	away.	To	stop	receiving	calls	through	the	app,	navigate	to	the	Info	page,
Image	from	the	First	Call’s	Turning	the	Reach	App	On	&	Off	training	video	that	shows	how	to	navigate	to	the	Info	page.	Select	“Go	Offline”	to	stop	receiving	calls	through	the	app.	Image	from	the	First	Call’s	Turning	the	Reach	App	On	&	Off	training	video	that	shows	where	the	“Go	Offline”	button	is	located.	Here	the	app	lets	you	know	that	you	are
currently	offline	and	therefore,	unable	to	make	or	receive	calls	through	the	app.	Image	from	the	First	Call’s	Turning	the	Reach	App	On	&	Off	training	video	that	shows	how	to	tell	if	the	app	is	online	or	offline.	To	allow	incoming	calls	again,	tap	the	“Go	Online”	button.	Image	from	the	First	Call’s	Turning	the	Reach	App	On	&	Off	training	video	that
shows	how	to	turn	the	Reach	app	back	online.	And	there	you	have	it!	This	concludes	our	training	video	about	how	to	connect	and	disconnect	your	Reach	app	to	your	desk	phone.	I	hope	that	this	video	was	helpful	to	you.	Thank	you	for	viewing!	The	following	First	Call	training	video	offers	an	overview	of	how	to	place	a	call	using	the	Allworx	Reach
application.		Below	the	video,	you	will	find	the	video’s	transcript.	First	Call	training	video	about	how	to	place	a	call	using	the	Allworx	Reach	Application.	Hi	there!	Welcome	to	First	Call’s	training	video	about	how	to	place	a	call	using	your	Allworx	Reach	application!	In	this	video,	we	will	cover	how	to	place	a	call	using	your	Allworx	contacts,	and	how	to
place	a	call	by	dialing	a	new	number.	Please	note	that	this	video	uses	the	Allworx	Reach	5	application	version	5.1.4.0	on	an	iOS	device.	Other	versions	of	Reach	may	have	a	slightly	different	layout	but	will	still	follow	this	same	process.	Placing	a	Call	Using	Your	Contacts	When	placing	a	call	to	someone	who	is	already	a	saved	contact	in	your	Allworx
system,	start	by	opening	the	Allworx	Reach	application	on	your	mobile	device	and	navigating	to	the	Contacts	screen.	Depending	on	the	device	and	version	of	Reach,	you	might	find	this	contacts	button	at	the	top	of	your	device’s	screen.	Then,	search	for	the	contact	that	you	wish	to	call.	You	may	scroll	through	all	of	your	contacts,	search	for	the
contact’s	name,	or	use	the	filter	options	to	narrow	down	your	search.	Then,	once	you	find	the	contact	that	you	wish	to	call,	click	on	the	phone	icon	next	to	their	name	to	place	the	call!	In	order	to	dial	a	number	to	call	someone	through	your	Reach	application,	first,	navigate	to	the	Phone	tab.	Then,	dial	the	phone	number	that	you	wish	to	call.	If	you	do
not	readily	see	the	dial	pad	on	the	Phone	tab,	then	find	and	press	this	dial	pad	button	to	make	it	visible.	Remember,	when	you	are	dialing	a	number	that	is	outside	of	your	Allworx	system,	you	will	need	to	dial	9	first,	just	like	you	do	when	using	your	Allworx	handset.	Then,	when	you	are	ready	tap	Call	to	place	your	call.	And	there	you	have	it!	Those
were	the	two	ways	that	you	may	place	calls	using	the	Allworx	Reach	application.	Thank	you	for	viewing!	The	following	First	Call	training	video	offers	an	overview	of	how	to	accept	incoming	calls	with	the	Allworx	Reach	applicaton,	along	with	how	to	Transfer	Calls	Mute	Yourself	Place	Calls	on	Hold	Park	Calls	Start	a	3-Way	Conference	Call	Perform	a
Call	Handoff	to	a	Reach	enabled	device	Below	the	video,	you	will	find	the	video’s	transcript.	First	Call	training	video	about	how	to	accept	incoming	calls,	along	with	how	to	use	the	call	handling	options	that	are	available	to	you.	Hi	there!	Welcome	to	First	Call’s	training	video	about	how	to	handle	incoming	calls	using	your	Allworx	Reach	Application!	In
this	video,	I	will	show	you	how	incoming	calls	will	be	received	through	the	Reach	app,	how	to	answer	the	incoming	call	and	then,	I	will	show	you	the	different	functions	available	to	you	while	on	an	active	call	in	the	app.	Please	note	that	this	video	uses	the	Allworx	Reach	5	application,	version	5.4.1.0	on	an	iOS	mobile	device.	Other	versions	of	Reach
will	have	a	slightly	different	look	but	will	still	follow	the	same	general	process.	Receiving	Calls	When	receiving	an	incoming	call	through	the	Allworx	Reach	app,	your	devices	screen	will	change	to	allow	for	you	to	accept	or	decline	the	incoming	call.	Here	you	see	how	the	screen	changes	while	the	device	is	locked	and	unlocked.	Image	from	First	Call’s
Incoming	Calls	&	Call	Handling	training	video	showing	how	calls	are	received	on	a	locked	and	unlocked	device.	Swipe	or	tap	to	answer	or	accept	the	call.	On	an	Android	device,	the	answer	or	accept	buttons	will	be	similar	but	will	have	the	Android	operating	system	look	and	feel.	Image	from	First	Call’s	Incoming	Calls	&	Call	Handling	training	video
demonstrating	how	to	accept	an	incoming	call	from	the	devices	locked	and	unlocked	screen.	Here	is	the	active	call	screen	that	you	will	see	after	you	have	answered	your	call.	From	this	screen,	you	can:	Transfer	the	call,	Mute	yourself,	Place	the	Call	on	Hold,	Park	the	Call,	Start	a	conference	call,	preform	a	call	handoff,	and	end	the	call.	Transferring	a
Call	To	transfer	a	call,	start	by	tapping	the	Transfer	button	When	you	tap	the	Transfer	button	the	caller	will	be	placed	on	hold	while	you	choose	the	transfer	option	that	you’d	like	to	use.	The	Blind	Transfer	option	allows	you	to	transfer	a	call	directly	to	the	recipient,	without	taking	the	time	to	announce	the	call.	The	Attended	Transfer	option	gives	you
an	opportunity	to	announce	the	call	to	the	recipient	before	completing	the	call	transfer.	The	To	Voicemail	option	allows	you	to	transfer	the	call	directly	to	someone’s	voicemail.	And	the	To	My	Cell	Phone	option	allows	you	the	ability	to	transfer	the	call	to	your	personal	mobile	number.	If	you	selected	one	of	the	options	that	allows	you	to	transfer	the	call
to	someone	else	then,	you	will	next	have	the	option	to	either	dial	the	extension	that	you’d	like	to	transfer	the	call	to,	or	you	may	navigate	to	the	contacts	tab	to	find	and	select	the	contact	that	you	wish	to	transfer	the	call	to.	Placing	Calls	on	Hold	Tap	the	hold	button	to	place	the	caller	on	hold.	You	may	retrieve	the	call	by	pressing	the	blue	phone
button,	found	here	on	the	Phone	tab.	Parking	a	Call	While	on	an	active	call,	tap	the	park	button	to	place	the	caller	on	Park.	The	Reach	application	will	display	a	pop-up,	telling	you	the	extension	number	that	the	call	was	parked	at.	In	this	case,	the	call	was	parked	at	701.	To	retrieve	the	parked	call,	navigate	to	the	Calls	tab	and	then	press	the	green
phone,	next	to	the	parked	call,	as	pointed	out	here.	Starting	a	Conference	Call	In	order	to	start	a	Conference	call,	you	will	first	need	to	be	on	an	active	call	Then,	press	the	Conference	button.	And	then	immediately	call	the	number	of	the	person	that	you	wish	to	conference	into	the	call.	When	you	place	this	call,	the	original	caller	will	be	placed	on	hold.
Then,	once	they	answer	their	phone	and	are	ready	to	be	conferenced	into	the	call,	find	and	press	this	Merge	Calls	button	to	merge	these	calls	together.	While	on	the	active	Conference	call,	you	may	tap	the	Leave	Conference	button	to	exit	the	call	or	End	to	End	the	call.	Call	Handoff	The	Reach	app’s	Call	Handoff	feature	allows	you	to	seamlessly
transfer	an	active	call	from	your	Reach	app	to	your	handset.	The	call	will	have	little	to	no	disruption	during	the	call	handoff.	To	perform	a	call	handoff,	tap	the	Handoff	button	while	you	are	next	to	your	handset.	The	Reach	app	will	scan	for	your	handset	and	then	transfer	the	call	to	your	handset	once	the	app	locates	it.	This	concludes	our	training	video
about	how	to	use	the	Reach	application	to	handle	incoming	calls.	Thank	you	for	viewing!	The	following	First	Call	training	video	offers	an	overview	of	how	to	change	your	presence	setting	through	the	Allworx	Reach	application.		Below	the	video,	you	will	find	the	video’s	transcript.	First	Call	training	video	about	how	to	change	your	presence	settings
through	the	Allworx	Reach	application.	Hello!	Welcome	to	First	Call’s	training	video	about	how	to	change	your	presence	settings	through	your	Allworx	Reach	application!	Please	note	that	the	images	in	this	video	are	of	the	Allworx	Reach	5	application,	version	5.1.4.0	on	an	iOS	device.	Other	versions	of	Reach	may	look	slightly	different	but	will	still
follow	the	same	general	process.	Adjusting	your	presence	setting	through	the	Reach	application	is	quite	a	simple	process!						1.	First,	open	the	reach	app.	From	any	one	of	the	Reach	app	pages,	here,	at	the	top	of	your	screen,	is	where	you	can	see	your	current	presence	setting.	Image	from	First	Calls	Presence	Settings	training	video	that	shows	where
to	find	the	presence	setting	in	the	Allworx	Reach	application.						2.	Tap	on	the	current	presence	setting	to	change	it.	Here	you	see	all	of	the	different	presence	settings	available	to	you,	including	Do	Not	Disturb.	Image	from	First	Calls	Presence	Settings	training	video	that	shows	the	different	presences	settings	available	along	with	Do	Not	Disturb.				
	3.	Choose	the	setting	that	you’d	like	to	change	your	presence	to,	in	this	example,	I	will																	choose	Away.										And	let’s	also	set	our	phone	to	Do	Not	Disturb	as	well.						4.	When	you	are	finished,	tap	Done.	Image	from	First	Calls	Presence	Settings	training	video	that	shows	how	to	confirm	a	change	to	the	presence	settings	through	the	Reach
application.	Here	you	can	see	that	your	current	presence	setting	has	changed	to	Do	Not	Disturb	and	Away.	Image	from	First	Calls	Presence	Settings	training	video	that	shows	the	changed	presence	setting.	This	concludes	our	training	video	about	how	to	change	your	current	presence	settings	through	the	Allworx	Reach	application.	Thank	you	for
viewing!	The	following	First	Call	training	video	offers	an	overview	of	how	to	voicemails	through	the	Allworx	Reach	application.		Below	the	video,	you	will	find	the	video’s	transcript.	First	Call	training	video	about	how	to	check	new	voicemail	messages	through	the	Allworx	Reach	application.	Hello!	Welcome	to	First	Call’s	training	video	about	how	to
manage	your	Voicemail	using	the	Allworx	Reach	application.	In	this	video,	I	will	show	you	how	the	application	notifies	you	of	a	new	voicemail	message,	how	to	listen	to	that	message	and	some	additional	actions	such	as	Deleting	and	Forwarding	voicemails.	The	images	in	this	video	are	of	the	Allworx	Reach	5	application,	version	5.4.1.0,	on	an	iOS
device.	Other	versions	of	Reach	may	look	slightly	different	but	will	still	follow	the	same	general	process.	New	Voicemail	Notifications	If	enabled,	Allworx	will	notify	you	of	a	new	voicemail	message	with	a	pop	up	on	your	locked	screen.	Here	we	see	that	we	have	2	new	voicemail	messages	that	need	our	attention.	Image	from	First	Call’s	Voicemail
Messages	training	video	that	shows	the	new	voicemail	notification	that	is	received	while	the	device	is	locked.	The	app	may	also	display	a	red	badge,	indicating	that	there	is	an	activity	that	you	have	not	yet	seen,	within	the	app.	Image	from	First	Call’s	Voicemail	Messages	training	video	that	shows	the	red	badge	on	the	Allworx	Reach	app	that	indicates
that	there	is	activity	that	you	have	not	seen	yet.	Additionally,	within	the	application,	you	will	see	a	similar	red	badge	on	the	voicemail	page	button.	Image	from	First	Call’s	Voicemail	Messages	training	video	that	shows	the	red	badge	on	the	voicemail	page	within	the	Allworx	Reach	application,	indicating	that	there	is	a	new,	unread	voicemail.	Open	the
Reach	application	and	navigate	to	the	voicemail	page	Here	you	can	see	all	of	your	new	or	saved	voicemail	messages	that	are	currently	in	our	inbox.	In	this	example,	we	see	two	new	voicemails.	Image	from	First	Call’s	Voicemail	Messages	training	video	that	highlights	the	area	in	the	Allworx	Reach	app	that	shows	new	or	saved	voicemail	messages.
There	are	two	ways	to	play	a	new	voicemail	message.	The	first	way	you	may	have	already	guessed!	Tap	the	green	play	button	that	is	next	to	the	message	you	want	to	hear.	Image	from	First	Call’s	Voicemail	Messages	training	video	that	shows	how	to	play	a	voicemail	from	the	Voicemail	page	within	the	Allworx	Reach	app.	Tap	the	red	square	to	stop	the
message	playback.	Image	from	First	Call’s	Voicemail	Messages	training	video	that	shows	how	to	stop	a	voicemail	from	playing	on	the	Voicemail	page	within	the	Allworx	Reach	app.	The	other	way	that	you	can	get	the	message	to	play,	is	by	tapping	on	the	actual	message	itself.	Image	from	First	Call’s	Voicemail	Messages	training	video	that	shows	how
you	may	tap	on	a	voicemail	on	the	Voicemail	page	in	order	to	play	the	message.	This	opens	a	new	page	where	you	can	listen	to	the	message,	along	with	some	other	actions.	Image	from	First	Call’s	Voicemail	Messages	training	video	that	shows	the	Message	page	within	the	Allwox	Reach	app.	From	the	message	page,	you	can	easily	call	the	number
back,	Forward	the	message	to	another	extension,	Or	delete	it.	Image	from	First	Call’s	Voicemail	Messages	training	video	that	shows	where	to	call	the	number	back,	forward	a	voicemail,	or	delete	a	voicemail	from	the	Message	page	in	the	Allworx	Reach	app.	Alternatively,	If	we	navigate	back	to	the	main	voicemail	page,	and	swipe	left	on	the	message,
you	will	find	the	buttons	where	you	can	mark	the	message	as	new,	or	delete	it.	Image	from	First	Call’s	Voicemail	Messages	training	video	that	shows	where	to	delete	or	mark	a	voicemail	as	new	from	the	Voicemail	page	in	the	Allworx	Reach	app.	This	concludes	our	training	video	about	how	to	manage	your	voicemail	messages	from	your	Allworx	Reach
application.	I	hope	that	this	video	was	helpful	to	you!	Thank	you	for	viewing!
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