Avaya IX Workplace Desktop Version Quick Guide

Answering a call:

When a call comes into the app, you’ll see pop-up in the bottom right hand corner of your screen to let
you know the call is coming in. It works like a caller ID and gives you their name and the number coming.
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Click on the Green button to answer the call or the Red button to ignore it.



Transferring a call:

To transfer a call, you must already be on a call in order to see the option to transfer.
While on an active call, have the app open and hit the three lines to the far right of the active call

This will open another a menu with the option to transfer the call in there.
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Hover over “Transfer Call” and then move to highlight “To a number...”
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This will pop up the dial pad so you can dial the person you want to transfer the call to.

Enter the number you want to transfer to and click on “Transfer Call” to send it.
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Once the callis sent, it will end the call on your end and the person on the line will ring through to who
you sent them to.



Checking voicemail:

Voicemail button is located in the top right corner of the screen. The button will be red if you have a
message waiting. Click on the button and it will take you into your voicemail box, just like clicking the
envelope key on your desk phone.

288

55 name or number
@) History p
L Cell Phone MT 0
< 3:57 PM

wgo M Cell Phone MT (2)

The active call will open up at the bottom of the IX Workplace window.
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Click on the circles in the active call.
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This will open the dial pad, so you can enter your voicemail password.

Hit # after your password like you normally would and it will take you into your mailbox to hear your
messages.




Making a call:

There are two ways to make a call. You can open the dial pad by clicking on the group of circles on the
left-hand side:

Or you can type their name or number in the search bar located to the right of the group of circles:
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It does take a minute for the “Enterprise Directory” to search. That directory is similar to the outlook
address book and will search for anyone who works for the state’s phone number.



Hover over the person’s name to highlight options. The phone receiver will show you their phone
number:
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If you click on the receiver, it will open an active call at the bottom of the IX Workplace window and call
the person.



Main Menu Overview:

When you first open your app and get signed in, your main screen should look like this:

Avaya IX Workplace £ x

Top of Mind ~

% Q. name or number

i Mext Meetings »

To join your next meeting with one click,
select a calendar

&) History

4 Jetter Test, Brittany a
J 4:07 PM o
# AAM 1 0
J 4:01 PM o
+ Cell Phone MT 0
C:f‘] 357 PM -y

495 Workplace Meetings

Join Workplace Meeting .

Mew Conversation + g:'l i=




You can adjust the layout by clicking “Top of Mind”
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If you get lost, you can always “Reset Layout to Default”



Button overview: From the right to left:
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options and is also where you’ll go to sign out of the app.
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If you click on the “Incoming Call Features” drop down menu, you'll find the feature buttons.
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2. - The house icon will take you back to the home screen. Clicking on it while you're
already at the home screen will put the app in a minimized mode:
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Clicking on it again will put it back to full mode.

3. E The Star icon takes you to the favorites page. You can easily add contacts here if
you want by click on the + sign.
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Click on the Star next to their name will add them to your favorites list.



The smaller person icon will list any contacts you’ve added to your desk phone
or any new ones you add through the app.
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6. - With the calendar icon you can connect the app to your outlook calendar and
meetings will show up on your home screen.
Click on “select a calendar” to connect one to the app.
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Check the box next to the one you want to connect to. “Calendar” is your personal outlook
calendar. Afteryou’ve added the check marks to the one you want, click out of the “Calendars
to Show” screen and onto the app. Give it a moment to load and it will show you all of the
meetings you have on your outlook calendar.
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A soft Transfer:

While on an active call, click on the “New Conversation +” Button at the bottom of your screen.
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It will open up this section:
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You can search for people to add from the search bar or add them from contacts. Click and drag the
person into the section to call them.

You can also click on the dial pad to add a number that’s not on the state network, like a personal cell
phone.
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And press the receiver icon again to call the second person.



You'll notice that now you have a call on hold and an other call going out:
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When the person picks up the phone, it’ll look like this:
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Once they answer, you can transferthe call by click on the three buttons next to the call on hold
to openthe menu. Go up to “Transfer Call” and it will pop out another menu. You’ll the personyou have
on old in here, click on their number to transfer the call over.
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Button overview: At the bottom of the IX Workplace app are a few more options.
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Sound and Audio settings:

Will take youinto the settings for audio and video. If your headsetisn’t working, this
is where you’ll look to make sure it’s selected as active.
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2.) . Feature manager

This is where you’ll find your side car contacts if you had a side car/add-on module at
your desk.
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You can add Autodials to the app by click on the pencil icon.
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Underneath where it says “Busy Lines” it will have all your contacts on the side car listed. If you
hover over one of them, it will highlight and give you the option to call them by pressing the receiver
button.
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Transfer with Side Car/Audio Dials:

On an active call:
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Click on the bullet pointed icon to open the feature manager
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Hover over the person you want to transfer to to highlight their name and press the receiver icon to
send the call.
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Sends the call as a soft transfer, so once the person picks up you can ask them if they want to take the
call.
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Click on the three dots next to their name to open the menu

Go up to transfer, and then over to the person on hold to complete the transfer.
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