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1. Introduction to PhoneManager Softphone User Guide

1.1. Purpose of this document

This guide covers the basic operation of the Eco PhoneManager softphone that is available as standard
for all Users.

1.2. Related applications and documents

The System Administrators Guide defines how to set up the phone system for a Company account and
all its associated users. This can be downloaded from the portal website via the Support -> Downloads
menu.

The Setup and User Guide provides guidance for the ordinary user on the facilities and features of the
phone system. It should be used in conjunction with this manual. This can be downloaded from the
same Support menu on the portal website.

2. Overview

The Eco PhoneManager softphone client application is available for download from the following URL

https://phonemanager.my-eco.app/install/

The download and installation processes are considered to be PC and MAC controlled and therefore
outside the scope of this document.
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3. PhoneManager

3.1. Main Screen

s vew
ECQ ) # m ECO User
B8 Quick Call
&l Phonebook
Name o number o
<
a0 [Af sewehooman E 1 2 3
E‘ Al Departments Favorites VIP  Personal diectory Shared contacts Employees Groups  Personal Speed Dials  Speed disls  Services 4 5 6
7 8 9
Q Ta add a favorie, search a contact and dlick the % Favorite button in iis details screen u
= & 0 #
:
ey -
E’ My Notices

The main screen provides an overview of the PhoneManager application. From here you can access
the features provided within the service.

4. Option Panel
The left-hand side panel provides access to the feature set with associated information within the
central Panel

E

Phonebook
Call History
Voicemaill
Messages List

Collab Meeting

G 1] B &

Call Rules and Services

08

Settings

n

Logout
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4.1. Phone Book

From the Phone Book you have access to Users, Groups, Department and Shared contacts within the

Phonebook

platform.
|
S
Qo [ Q | Search contacts

G W 11

RR

Search Bar

All
Department

Favourites

Personal Directory
Shared Contacts
Employees

Groups

Personal Speed Dials
Speed Dials

Services

All  Departments

Favorites  V|P  Personal directory  Shared contacts Employees Groups  Personal Speed Dials  Speed dials ~ Services

To add a favorite, search a contact and click the ¥ Favorite button in its details screen

The search option allows you to quickly find entries by entering there name
of number.

This shows every entry within the system.
Shows Users by department.

This is the default option when selecting the Phone Book and Users can be
selected to be shown for your most used.

If a Users is selected as a “V.I.P”, any call to you from this User will override
“DND” & “Presence” call forwarding options.

Allows you to store personal contact numbers.
Is the system speed dial directory.

Is a list of all Users.

Is a list of all Groups.

Future Development.

Future Development.

Is a list of IVR’s and Call Park Positions.
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4.2. Call History

Shows all you calls broken down in to All, Missed, Incoming, Outgoing, Forwarded

EE :
== Call History
S < L R4 &
All Missed Incoming Outgoing Forwarded

The list is empty

GJ

When a call is made, received, missed or forwarded it will be registered in the relevant field.

ECO Health « (& |
03333494999 [

Incoming
[00:00:01] - 14:32

With each entry you will be provided with the following options.
Allow you to call the number back
Shows contact details

Add number to Block list

- -[o] <

Delete Entry

Copy number to clipboard

\ %
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B
w

Voicemail

B3

Voicemail @ Settings

You have no voicemail message

2 G {1 B

CJ

When a new Voicemail is received you will be notified in the left-hand panel with the number of new
messages.

Io_oﬁ

You will also receive an email notification with a copy of the voicemail attached, this option can be
altered in “Settings”.

When you select the voicemail tab you will see the details of the message.

Wednesday, , 2022
J;;;;g:;nlsésﬁommunicatfnns o |:‘\i/
Incoming
[00:02:51] - 16:11
‘. | Callback
> Play
v .
Expand options T ——
X2 Details
i Delete

Note: by default, your mailbox can only hold 20 Messages.
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i3 Settings

From here you can manage your voicemail

Allow callers to leave a voicemail message

My voicemail greeting

l Default greeting v ]

? Manage greetings

Notification by email

l By email with voicemail attached v ]

Notification by SMS | Yes Iiu

To record your own personal greeting select “Manage greetings”, from here you can either verbally
record a new message or upload a pre-recorded message.

o You may customize here your voice mail greeting, by recording:

= either a new whole greeting
= or just your audio name, that will replace your extension number during the default greeting

| customise my whole greeting

Call me to record or listen l ’ Upload an audio file l

| customise my audio name only

Call me to record or listen l ’ Upload an audio file |

Temporary message

Call me to record or listen l ’ Upload an audio file l

Under “Notification by email” you can select if you want to be notified by email and with what
options.

By email with voicemail attached ~

MNone

By email

By email with voicemail attached

By email with attachement, marked as read in voicemail system

By email with attachement, not left in voicemail system
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4.4, Messages

From here you can start and manage any direct or group messages.

Messages List +Add

You have no instant message

S G e ] B &

i

~+ Add
To create a new message, click on

Enter the Users name (User option will be presented), type the message to be sent and press Send.

To

Text

Through the drop-down option you can manage how your “Return” key functions.

To

Text
‘ M Send

Click to send ( Enter adds a new line ) l Press Enter to send

Use Shift+Enter to add a new line

Page 9 of 34



Once a message is sent the details of the message are shown within the message screen

InStant Messaglng +Add Ml Delete conversation

ECO Test (301) =
15 Nov 2022 12:13:49

(sent ) Hello Helio
121349

[Text

| N30

When a new message has been received a notification will be presented in the Message tab.

ECQ
I & Phonebook
QO lQ ‘ Search contacts

E@ Al Departments Favourites

Click on the Message tab and you will see the response.

i —+ Add [ Delete conversation
Instant Messaging

ECO Test(301) -
15 Now 2022 12.18:34 | &
( received ) Hello Hello
12:18:20 il

ECO Test
Hello

121834 @

@ Ge M 6 G B
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From here you can access and manager your Collab Meeting room.

Collab Meeting
<

Qo @ Open my Collab Meeting

B Ly scheduled conferences
E Search for a conference
9 @ Instant invitations
e
B

Open my Collab Meeting This will use your default browser to open your Collab Meetings room

D @ myMesting: % [
<

C @ & http meetings.cloud/meetin 641 ; S = G

Automatically accept

‘Your meeting room is empty

Key:

Display/hide rightbar Logout

Display/hide settings Enable/disable microphone
C2

Enable/disable camera Start/Stop screensharing

'

Stickers overview
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Waiting Room — you can automatically accept Users entering your meeting room or
accept on an individual basis.

Automatically accept

Group Chat — message all parties within the meeting.

Users — control User settings.

8

Video (all participants)
Audio (all participants)
Record meeting

End meeting

Files — file share documentation with the meeting.

&h &

Drag and drop to upload
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My scheduled conferences Create and displays any scheduled Collaboration meetings

My scheduled conferences +ada
Conferences Weekly conference
There is no conference scheduled There is no weekly conference scheduled

To create a new collab meeting, click on
Enter the “Topic”, select if it's a “Conference” (one-off) or a “Weekly conference”,

enter the date and time and add the participants (either by User Name or email
address), once complete click “Save”

Conference edition

Conference edition Guests

Topic Add quests

Conferance: | Weekly conference ‘ There are no participants: in thus conference

‘ Tuesday, 15 November 2022 ‘

Fours Wi

Any meetings that you have been invited to will also appear here.

Search for a conference  Allows you to search for scheduled conferences

Search for a conference

Search for a conference

By conference ID
Type a conference ID ‘ <] ‘

By contact

Search a contact ‘ ‘

Page 13 of 34



Instant invitations Instantly invite User(s) to an ad hoc collab meeting

Instant invitations

Invitation link Guests

https://www.mymeetings.cloud/meeting/96 1648 El
Add guests

My conference type Collab Business, 2

participants [ Add guests

Either copy the invitation link to send via a medium of your choice

Invitation link

hitps:/fiwww mymeetings cloud/meeting/96 1648 )

My conference type Collab Business, 2
participants

Or enter the email address of the participant and click on the + to send.

Guests

Add guests
| help@my-ecohealth.co.uk| X

help@my-ecohealth.co.uk
Y. Unknown 2=
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4.6.

Call Rules and Services

From here you can enable and disable the default calling rules and create your own bespoke

settings.

S e 1 B G B

CJ

Call Rules and Services

~+ Add

[ All call rules (3/3)

Label Caller type
Busy All
Unreachable m All
No Answer & All

+ Add

To create a new calling rule, click on

[

@ 4w W B ¢

L]

Call Rules and Services

Telephony conditi...

I'm busy

I'm unreachable

| don't answer

Destination

Default community voicemail

Default community voicemail

Default community voicemail

‘ All call rules (3/3)

w
AAA:;:
®

Busy
All / I'm busy
Default community voicemail

Unreachable
All/ I'm unreachable
Default community voicemail

Enterprise Voicemail
All/ | don't answer
Default community voicemail

-/ Bave
Lv | Label

label |
Filter by caller type

i I Al ¥ |
Filter by telephony condition

u = l At all times b I
Destination

Enterprise receptionist

Advanced settings ¥

You will see the current calling rules and be able to create your own.

Label

Give the rule a name

Filter by caller type

l Al

Anonymous

External

Internal
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Filter by telephone condition

Destination

Advance Settings

Filter by specific caller

I At all imes L

| don't answer

I'm busy

I'm unreachable

Enterprise receptionist ~

Enterprise receptionist

Default community voicemail
Others

Enterprise Reception — Main Reception.
Default community voicemail — Voicemail.
Other — enter a number as required.

To add additional options and associate a calling rule to a “Presence”
status, Select “Advance settings”

Label
[ label l

Filter by caller type

All s ‘
Filter by telephony condition

Atall times v ‘
Destination

Enterprise receptionist v ‘

Advanced settings ¥

Advanced settings »

Filter by specific caller

Filter by called number

Short number

PSTN numbers

PLMN numbers

Filter by presence state

Any professional states

Available

Working

Customer meeting

Course training

Travelling

Lunch

Any personal states

Away

Sick

To associate the rule to a specific callers number enter here.

Filter by called number Select the relevant number type.

Filter by presence state You can associate the calling rule to a “Presence” status.
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Eg — To redirect all calls to voicemail when the “Presence” status of “Lunch” is selected.

Label
l All Calls l

Filter by caller type
All v l

Filter by telephony condition

At all times v l
Destination
Default community voicemail v l

Filter by presence state

Any professional states

Available

Working

Customer meeting

Course ftraining

Travelling

Any personal states

Away

Sick

On vacation

When you change your “Presence” status to Lunch all calls will go straight to your voicemail.

Presence state

© Available A

m‘

Away

Lunch

Working
Customer meeting
Travelling

Course fraining

0O e e 680

On vacation -
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4.7. Settings
B Settings
\y
A <
E‘ My phones Account My caller ID
2 e e S
%= Crm Rules Voicemail Away attendant
| & €
‘:_, Call Queuing Interface
My phone allows you to see your phone devices, connect/disconnect your Softphone

and change your call options.

| 0 My phones

Phones

VoicePad
{Phone Manager)
Accept simultaneous calls 2

I & Disconnect softphone

I = Geographic Area

Assisted blind transfer

I . Make a call for test

My Invoice : inactive
Call barring - UK-Only (Call SWMS)

Without call waiting, cne active call

Mobile calls restrictions
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Account

My caller ID

CRM Rules

Here you can update your User settings.

Settings

2 Account

Identity '4567 @eco-

ECO User
wmauame \J Available

I 3 Change password

Language

I English (English)

Bank Holidays

Activate the bank holidays
calendar?

Learn more

Date format

Here you can update your caller settings.

& My caller ID

d

Hide my caller ID

manual mode

My caller ID

Current caller ID

+44

N/A

Personal Details

Home

Mobile

My numbers

‘ o +44

‘ . 4567
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Voicemail

Away attendant

Call Queuing

Interface

4.8. Logout

(As show previously)

‘ Qo Voicemail

Allow callers to leave a voicemail message

My veicemail greeting

‘ Default greeting

> Manage greetings

Notification by email

‘ By email with voicemail attached

Notification by SMS

N/A (Contact Centre only)

N/A (Contact Centre only)

Allows you to adjust how you view information and what tabs are viewable

in the “Phonebook” screen, the font size of PhoneManager and what/how
notifications are displayed.

‘ Interface

v |

Directory display

D\silai contact layout
Directory tabs

E Al

E Departments

E Employees

n Favorites

E Groups

E Personal Speed Dials
E Personal directory

Logs the User out of PhoneManager.

| B

Visible
Visible
Visible
Invisible
Visible
Visible

Visible

o

Font Size

Notifications type

Visual (if possible)

Sound (if possible)

Notifications

New incoming call

New missed call

Reset
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5. Calling Features

5.1. Outgoing Call

The Dialpad allows Users to find existing entries via the “Quick Call” search box or manually dial via

the Key pad.
5 w ECO User
Quick Call
Name or number ‘ o
1 <
ABC DEF
4 5 6
GHI L M
7
PAQRS TU WXYZ
i 0 #
+
Qo
Quick Call Type the name of the contact you wish to call, if there is an existing entry

then it will be displayed below the text box.

Quick Call

L ECO Health ‘ «

[\ +443333494999 (ECO Health) | e

Click on the displayed contact to call the number.

To see additional information for the contact record, click on the
information icon

Quick Call

ECO Health L5 ‘

A, +443333494999 (ECO Health) | e | |
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Manual Dial

The full record will be displayed.

[ (9] i m ECO User
Quick Call
I Contacts
n +443333494398 o
%ﬂ . +443333404860 (ECO Healh) [}
ECO Health [%] & =
E 44335304069 4 5 6
aHI KL NG
° | clone as privae 715 ﬁ, 9,
*
%E Coflaty Masiing 0 #
& [N e 5 [ 4] ao
B { B help@ry-scohealth o uk & l? My Notices
‘} it e my-econesith oo uk 5 ”7|

To dial a number manually simple enter the digits and press the green
“Handset” key to start the call.

As you enter the digits the system will search and offer options from the
contact list.

Quick Call

2l 039 ‘ L5y
A, +443333494999 (ECO Health)

e
1 2 3

ABC DEF
4 5 6
GHI JKL MNO
7 8 9
PORS TUV WXYZ

* 0 #
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5.2. Incoming Call

Answering Call When an incoming call is presented the callers number will be displayed, if

there is a record matching the number it will alpha tag the call with the

name as well.

03333494999 ECO Health
Ringing

VoicePad #

Drop call

=== More

To answer the call simply click on the green “Answer” key.

If you select “More” you have the option to Redirect the calls to another
User/Group or send straight to Voicemail

03333494999 ECO Health
Ringing

VoicePad #

Drop call

=== More

=+ Redirect ‘

a0 Redirect to my voicemail ‘
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Redirect When using “Redirect” you will be presented back the Dial pad. You can
either enter the location and press the green “Redirect” Key or simply
select the Dial button of a User from the Phonebook.

Phonebook ‘ € Return to cal's list ‘

Quick Call

- or—

[O. ‘ 4321 [ [% I
Al Depantments Favontes VP  Personal drectory Shared contacts Employees Groups Personal Speed Dials  Speed dialt ABC
ECO Test [:= KL MNO
\\ Unavailable e ‘ 7 s 9
P UV WXYZ
*
0 #

P

-

To go back to the call, press the “Return to Call’s list” at the top of the Dial

pad.
l X Return to call's list l
‘ MName or number ‘ v ‘
1 2 S
ABC DEF
4 5 6
GHI JKL MNO
T 8 9
PORS TUV WXYZ
* 0 =
-
Redirect to my VM sends the call directly to your voicemail box.
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5.3. In Call Options

Whilst on an active call, you are given the option to place the call on Hold, open the dial paid for
auto attendant digit selection or leave the call.

03333494999 ECO Health
00:00:00

VoicePad W

[ #= Hold

Leave call

‘ === More ‘

By selecting “More” you are presented with four further options, Add Party, Start Recording,
Redirect Call, Redirect to your Voicemail or initiate a New Call.

Add Party

Start Record
Redirect
Redirect to my VM

New Call

-+ Add Party

® Start record

~ Redirect

ao Redirect to my voicemail

-+ New call

This allows you to directly add (or conference) another User into the call.
You will be returned to the Dial pad to allow you to enter or Select a User
and initiate the call by selecting the green “Add Party” key. When the other
party answers the call, they are immediately brought into the live call.

All calls are automatically recorded by default, this option is not applicable.
Calls will be transferred directly to the selected party.

sends the call directly to your voicemail box.

This option allows you to initiate a new call to another User/party and
placing the initial call on hold.

Page 25 of 34



5.4. Holding a Call

To placing a call on hold and to retrieve the call simply select the Hold & UnHold options.

Call Hold Select the Hold key

03333494999 ECO Health
00:00:00

VoicePad #

l “x Hold ]

Retrieve Held call Select the UnHold key

03333494999 ECO Health
Held

VoicePad #

l <) UnHold ‘

l =+ Redirect ‘

Leave call

l === More ‘
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5.5. Transferring a Call

Directory Transfer Simply find the contact you wish to transfer the call to from the Phonebook

.
and click on the icon for a Supervised transfer or the icon for

an Unsupervised transfer.

I & Phonebook
%@ 03333494999 ECO Health
00:00:00
- VoicePad #
fore) || searcn contacie
[ < Hold |
E Al Departments Favountes V1P  Personal dwectory  Shared contacts  Employees  Groups  Personal Speed Dials  Speed dials I — |
g ezco Tost ’T‘T‘T‘ ave o
= | —lore |
&
B2

Supervised Transfer (announce the caller)

Unsupervised Transfer (call is directly pass over)

4[]

With a Supervised transfer you see both the initial Held call and the new
active call.

03333494999 ECO Health
EH EEE

301 ECO Test
00:00:01

VoicePad #

l “x Hold ‘

l L1 Merge ‘

Leave call

| = More \
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To Transfer the call select “More” and select “Transfer”

Leave call

11 Transfer

—+ Add Party

® Start record

=+ Redirect

ao Redirect to my voicemail

—+ New call

The call will be released and transferred.

Non-Directory Transfer To initiate the call to someone outside of the system directory, click on
“More” and select “New call”

-+ Add Party

® Start record

= Redirect

ao Redirect to my voicemail

|+ New cal ||

New call - You will be presented back the Dial pad. Simply enter the phone
number and press the green Handset button.

i £ Return to call's list l
Quick Call
[Name or number L5
1 2
ABC DEF
4 5 6
GHI JKL NN
8 9
PQRS TUY WXYZ
* 0 #

Page 28 of 34



To see both active calls you must press the “Return to calls list” at the top
of the dial pad.

‘ < Return to call's list ‘

Quick Call

A
Name or number ‘ R

(1]
i
(]
m

il

You will now see both the initial Held call and the new active call

03333494999 ECO Health
Sl Heid

301 ECO Test
00:00:01

VoicePad #

l “x Hold

l L1 Merge

Leave call

=== More

To Transfer the call select “More” and select “Transfer”

Leave call

=== More

| 11 Transfer

+ Add Party

The call will be released and transferred.

Call Retrieval If the called party is not available or does not want to take the call you can
leave the active call. The original call will remain on hold so you can either
take off hold or try someone else.
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5.6. Merging a Call (3way Conference)

Follow the same process to as a Supervised Transfer, when the party you wish to join the call has
answered simply press the “Merge”

03333494999 ECO Health
EH EEE

301 ECO Test
00:00:01

VoicePad

l “x Hold l

l L1 Merge ‘

Leave call

| |

By selecting the “Show parties” you can see all callers.

| i |

e
amn

You can remover a caller by clicking on their respective bin icon

VoicePad #
 Hide parties

@ | 03333494999 (03333494999)
Established

EU 300 (ECO User)
Established

301 (ECO Test)
Established

Bk B Bp
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5.7. Enquiry & Call Switching

If you need to make an enquiry call or need to go back to the caller before transferring, you can.

Simple place the active call on Hold and select the original call.

03333494999 ECO Health
EH RE

301 ECO Test
Held

VoicePad #

‘ 1) UnHold ‘

‘ £l Merge ‘

Leave call

‘ === More ‘

Through this process you can flip between calls.

301 ECO Test

03333494999 ECO Health
00:01:55

VoicePad #

l “x Hold ]

l £l Merge ‘

Leave call

| - More |
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6. Device Settings

Device Settings

= Phone Manager | ECO User (4367)

Settings  View
Restart

Preferences

About PhoneManager
Cuit PhoneManager

Ale=R
Alt+P

Alt=]
Alt=0

\

—.onebook

1 PhoneManager - my-eco - 186 — X
Starts PhoneManager when session staris
ALt Starts minimized
Keep PhoneManager running after closing the application window.
Keyboard shortcuts [ sign out when | exit PhoneManager
- [0 Restore PhonelManager on incoming call
Natifications
Incoming call notifications must be on in PhoneManager
About [ Prevent sleep/hibernate mode
Troublesnoot Hide Splash Screen
[ Hide Vu Meter Screen (during call)
2 Import Cutlook's contacts
# PhaneManager - my-eco - 1.8.6 - X
LRI Audio input Micropheone (Realtek(R) Audio) v
Voklma g2 ) S * e
Keyboard shortcuts
Buttons @ No USB HID commands detected on device
Notifications
About ,
Audio output Speakers (Realtek(R) Audio) v
Troubleshoot Volume (79 %)  m——  — X O Mute
Ringtone Speakers (Realtek(R) Audio) v
Volume  —— — W 0 mute
Calls security

Current security g Sofiphone calls are NOT secured

The follow settings can be configured to ensure PhoneManager is working
as expected.

When the desired Audio Settings have been selected, by selecting the * it
will mark this option as your preferred setting.
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1= PheneManager - my-sco - 185

= X
General Q  Search contact [Clpisabled
Autio i~ F2+
Keyboard shoricuts 2 Place call with selected number [ Disabled
Natifications Ciil~ Fi~
About & Place the call directly ( not only fill the dialer with the selected number )
Trgideshoot & Answer current ringing call [l pisabled
Ctrl ~ F3~
m Hang-up current call [ Disabled
Ctrl ~ Fa4~
Display
Zoom in: Ctri -
Zoom out: Cirl +
# PhoneManager - my-eco - 1.8.6 - X
General
[ Use native desktop notifications if possible
Audio O Centered
Keyboard shortcuts © Rpleh
O Top right
O il et
@® Bottom right
About
O Test
Troubleshoot
11 PhoneManzger - my-eco - 186 - x

General

Audio

Keyboard sharicuts

Notifications

About

Troubleshoot

PhoneManager 156
You are up [o dale
All rights reserved

Some parts are provided under license by third parties, cf. below.

Electron @ Copyright (c) 2014-2021 GitHub Inc.
Code licensed under MIT License

AngularJs @ Copyright () 2010-2021 Google, Inc.
Code licensed under MIT License

Bootstrap ® Copyright (c) 2011-2021 Twitter, Inc.
Code licensed under Apache License v2.0

JQuery @ Copyright (c) 2006-2021 jQuery Foundation
Code licensed under MIT License
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#c PhoneManager - my-eco - 1.8.6
General
Audio
Keyboard shortcuts.
Notifications.

About

Troubleshoot

Reinitialize internal settings

This will disconnect you and clear some internal seitings (e.g.: font size, notifications types,
default terminal used. web content cache...), but not the General, Audio and Keyboard
shortcuts settings of the present window:

(; Reinitialize internal settings

Diagnostics

In case of technical issues, your technical support may ask you the application logs:

Q@ Show diagnostic file in Windows
Explorer

Sometimes, your support might ask only a few days of logs:

From day 2022-01-30 = To day (incl.) 2022-02-10 =]

@ Show pariial diagnostic file in Windows Explorer

Perspective

o B Managr |26 L (4557

etiozs ek

Et

Phonebook
S
P oy prwem—

o L wzw User

Quick Call

Favmiles V1P Pemsonal diveciory

To sk v s

8 9
i} 0 #
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