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[bookmark: _Toc457295042][bookmark: _Toc457295376][bookmark: _Toc458499943][bookmark: _Toc480876890][bookmark: _Toc521402517]1	Introducing Unity
Unity Web Client is a web based application that enhances the Hosted PBX solution to provide call control, directory integration, instant messaging, and service configuration. Featuring an intuitive icon based interface, Unity provides point and click call control within Google Chrome, Safari for Mac, Microsoft Edge and Internet Explorer. Unity improves workgroup collaboration by bringing users closer to each other and simplifying internal and external communication. 
[bookmark: _Toc457295043][bookmark: _Toc457295377][bookmark: _Toc458499944][bookmark: _Toc480876891][bookmark: _Toc521402518]1.1	System Requirements
[bookmark: _Toc457295044][bookmark: _Toc457295378][bookmark: _Toc458499945][bookmark: _Toc480876892][bookmark: _Toc521402519]1.1.1	Web Browser Requirements
Unity will run on the following browsers:
a. Google Chrome
b. Microsoft Edge
c. Safari for Mac
d. Internet Explorer
[bookmark: _Toc457295045][bookmark: _Toc457295379][bookmark: _Toc458499946][bookmark: _Toc480876893][bookmark: _Toc521402520]1.1.2	Internet & Firewall
Unity requires high-speed internet connectivity [dial-up is not supported] and access to the below locations, which may require firewall rules to be added on the customer premises:
a. [bookmark: _Toc456625208][bookmark: _Toc456865585][bookmark: _Toc457296544][bookmark: _Toc459277162]TCP port 2208 to im.unityclient.com
b. TCP port 2208 to the BroadSoft OCI server
c. HTTP/HTTPS access to portal.unityclient.com
d. HTTP/HTTPS access to the BroadSoft XSI server [if call recording or visual voicemail are used]

[bookmark: _Toc480876894][bookmark: _Toc521402521]1.1.3 	BroadSoft Platform Requirements 
a. Unity Desktop is supported on BROADSOFT R21 SP1 and above
[bookmark: _Toc457295046][bookmark: _Toc457295380][bookmark: _Toc458499947][bookmark: _Toc480876895][bookmark: _Toc521402522]1.2 	Service Assignment Requirements

The Internal Calling Line Id Delivery and External Calling Line Id Delivery services should both be assigned as these services allow Unity to identify calls to/from other users in the business. If not assigned Unity will function, but the user will be prompted that this functionality will not be available.

[image: ] [image: ]

The Call Transfer service is required in order to blind or announce transfer calls to internal and external numbers. Unity will alert the user if this service is not assigned.

[image: ]

Either the Three-Way Calling or N-Way Calling service must be assigned to provide conferencing functionality, Unity will alert the user if neither service is assigned.

[image: ]
Either Basic Call Logs or Enhanced Call Logs must be assigned to the user in order to see dialled, received and missed calls. Unity will alert the user is neither service is assigned.

[image: ]
[bookmark: _Toc457295048][bookmark: _Toc457295382][bookmark: _Toc458499949][bookmark: _Toc480876897][bookmark: _Toc521402523]1.2.2	Optional Services
Unity allows many user services to be utilized and configured in Tools>Settings. However, these services are not mandatory, so Unity will remove visibility of them if not assigned to the user. The below services are supported:

	[bookmark: _Hlk521396917]Service
	Description

	Anonymous Call Rejection
	Prevent a caller from contacting you if they have explicitly hidden their phone number

	Call Forward Always
	Automatically forward all incoming calls to a number

	Call Forward Busy
	Automatically forward all incoming calls to a number when the user is on the phone

	Call Forward No Answer
	Automatically forward all incoming calls to a number when the call hasn’t been answered after a certain number of rings

	Call Recording
	Record incoming and outgoing calls, refer to section 5.8 for more information

	CommPilot Express
	Use pre-configured routing profiles to handle incoming calls based on the current state of the user

	Do Not Disturb
	Block all incoming calls and reroute to voicemail if available

	Simultaneous Ring
	Automatically ring another number when an incoming call is received, the call can then be answered through that number or the primary phone

	Calling Line ID Delivery Blocking
	Hide your phone number when making outgoing calls

	BroadSoft Anywhere
	Connect mobile or fixed-line devices to the VoIP account, and switch calls between them

	Call Waiting
	Answer an incoming call when already on a call

	Hoteling Guest
	Associate the VoIP account to another device so that it is treated as the primary device. Used in a hot-desking environment.

	Remote Office
	Associate a mobile device to the VoIP account to make or receive calls

	Flexible Seating Guest
	Users can associate with a Flexible Seating host in Settings or from the drop list in the main Unity UI

	Voice Messaging User
	Provide voicemail for unanswered incoming calls

	External and Internal Calling Line ID Delivery
	Provides Calling Line ID information of an incoming call from outside the group



[bookmark: _Toc457295049][bookmark: _Toc457295383][bookmark: _Toc458499950][bookmark: _Toc480876898][bookmark: _Toc521402524]2	Initial Setup

Unity requires an initial configuration in order to communicate with your service provider’s BroadSoft.
The first-time Unity is started you will be prompted to enter the configuration details, as shown below. Unity can then retain the connection and authentication details for later use.
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To do this follow the below steps:
Enter your Login ID and password as specified by your Service Provider. In some cases, the domain may not be required, your service provider will confirm if this is the case. You can also set Unity to use the same details each time Unity is started, which is the default behaviour and recommended in almost all scenarios. In some situations, [such as in a hot-desk environment where desks & phones are shared by mobile staff members] you may want all users to use the same authentication details, regardless of who is logged into Windows. The “Applies to all users” setting will provide this functionality.

Once you have entered your login details click save. Unity will then show the below alert.
[image: ]
Once you’ve clicked ok Unity will go to Connection > Network from the list on the left to confirm the connectivity details, as shown below.
[image: ]

Enter the BroadSoft Server Connection as specified by your Service Provider. In some cases, this will already be supplied in which case it does not need to be changed. The Unity Server address should always be pre-populated, please consult your service provider if this is not the case.
To complete and save your settings click “save” at bottom right. 
Unity will then alert the user that it needs to be restarted, click “Yes”.
[image: ]

Unity will now display a dialogue box “Logging into BroadSoft” as the application opens.
[image: ]
[bookmark: _Toc457295050][bookmark: _Toc457295384][bookmark: _Toc458499951][bookmark: _Toc480876901][bookmark: _Toc521402525]3	Unity Web Client Interface Overview

Unity is split into three functional areas; Call Control buttons, Active Call Window and Contacts [Busy Lamp Field and Instant Messages]. The contacts tab can be toggled to display Call Logs and the Voicemail tab.
The Active Call Window will display the status of all current calls for the logged in user, which are controlled using the Call Control buttons. These call control buttons will change based on the status of the call.
The Busy Lamp Field list will automatically populate with 8 or 30 random users in your group or enterprise when Unity first starts, depending on Unity license assignment.
[image: ]
[bookmark: _Toc457295051][bookmark: _Toc457295385][bookmark: _Toc458499952][bookmark: _Toc480876902][bookmark: _Toc521402526]3.1	Resizing Unity
Unity can be dragged from the bottom right corner to the required size. The Active Call Window resizes independently by dragging the border at the bottom of the list [where the lower red line is in the illustration above]. 
[bookmark: _Toc459126643][bookmark: _Toc459207714][bookmark: _Toc459295608][bookmark: _Toc480876905][bookmark: _Toc521402527]3.2	Show Remote Party Phone Number
This setting will configure to show the remote party number [if available], as shown below. This applies to both internal and external parties.
 [image: ]
[bookmark: _Toc459295609][bookmark: _Toc480876906][bookmark: _Toc521402528]3.3 	Override Contact Name Using Number
Unity can also perform a contact search based on the remote party number even if the name was provided by the BroadSoft platform, this is especially useful when the name delivered through the PSTN is incorrect, for example in some cases this may always be “WIRELESS CALLER”.

[bookmark: _Toc456625223][bookmark: _Toc456865596][bookmark: _Toc457296555][bookmark: _Toc459295610][bookmark: _Toc480876907][bookmark: _Toc521402529]3.4 	Summary Toast Notification
The summary notification is presented for hunt group and DID calls, click the notification to open Unity Desktop Webapp and answer the call.
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[bookmark: _Toc456625225][bookmark: _Toc456865598][bookmark: _Toc457296557][bookmark: _Toc459295612][bookmark: _Toc480876911][bookmark: _Toc521402530]3.5	Appearance
Show missed call count in the call log tab – When enabled Unity will provide a count of the number of missed calls as below
[image: ]

[bookmark: _Toc457295054][bookmark: _Toc457295388][bookmark: _Toc458499955][bookmark: _Toc480876913][bookmark: _Toc521402531]4	Main Interface Elements
[bookmark: _Toc456625229][bookmark: _Toc456865602][bookmark: _Toc457296561][bookmark: _Toc459295616][bookmark: _Toc480876914][bookmark: _Toc457295060][bookmark: _Toc457295394][bookmark: _Toc458499961][bookmark: _Toc521402532]4.1 	Call Control
Call Control buttons provide quick access to common telephone handling commands. Only services that are assigned to the user are displayed. For example, if Call Recording and Voicemail are not assigned then the buttons will not be displayed.
[bookmark: _Toc456625230][bookmark: _Toc456865603][bookmark: _Toc457296562][bookmark: _Toc459295617][bookmark: _Toc480876915][bookmark: _Toc521402533]4.2 	Active Call Window
This provides a list of all current calls and their state. For example, Ringing, Active or On Hold. The duration of the call is also displayed. This is from the moment the call was first placed and does not reset when a call is Held or Retrieved. Unity will mirror any call handling made on the user’s IP phone. For example, if the call is placed on Hold on the handset, the user will show as being on Hold in the Active Call Window.
[bookmark: _Toc456625231][bookmark: _Toc456865604][bookmark: _Toc457296563][bookmark: _Toc459295618][bookmark: _Toc480876916][bookmark: _Toc521402534]4.3 	Contacts [Busy Lamp Field]
This panel will display up to 30 monitored users, displaying their Do Not Disturb [grey], Available [green], Engaged [red] or Ringing [orange] state as icons.
[bookmark: _Toc456625232][bookmark: _Toc456865605][bookmark: _Toc457296564][bookmark: _Toc459295619][bookmark: _Toc480876917][bookmark: _Toc521402535]4.4 	Call Logs
Toggling the bottom Contacts panel to Call Logs will display Missed Calls, Received Calls and Dialled Calls. Missed Calls will include both direct inward DID calls and Hunt Group calls. 20 numbers can be stored unless the user has Enhanced Call Logs service assigned. Drag and drop capability means that you can drag the selected call log up to the Active Call Window to make a new call to the remote number.
Call Logs can also be cleared, reloaded or exported with the icons at top right of the panel.
[image: ]
[bookmark: _Toc456625234][bookmark: _Toc456865607][bookmark: _Toc457296566][bookmark: _Toc459295621][bookmark: _Toc480876918][bookmark: _Toc521402536]4.5 	Voicemail 
Clicking into the Voicemail tab will display a list of voice messages with the most recent at the top. Double click an entry to play. Right click to save locally or delete. Drag and drop capability means that you can drag the selected voicemail up to the Active Call Window to call the remote number.

[image: ]

In order for the Voicemail tab to appear, Desktop must be configured for “Use unified messaging” and “Show visual voicemail tab” in Voicemail settings as below.

[image: ]


[bookmark: _Toc456625259][bookmark: _Toc456865631][bookmark: _Toc457296590][bookmark: _Toc459295645][bookmark: _Toc480876919][bookmark: _Toc457295076][bookmark: _Toc457295410][bookmark: _Toc458499978][bookmark: _Toc521402537]5	Call Control

All calls are managed through the call control buttons at the top of the application. These buttons will change depending on the state of the selected call, or the only call if there is only one call in the Active Call Window. For example, the Answer/Release [image: ] [image: ] and Hold/Retrieve [image: ] [image: ] buttons toggle as only one of these options will be valid at any time. When an inbound call is ringing Answer becomes the valid option. Once the call is active the icon will toggle to Release as hanging up is the only valid option. 
[bookmark: _Toc456625260][bookmark: _Toc456865632][bookmark: _Toc457296591][bookmark: _Toc459295646][bookmark: _Toc480876920][bookmark: _Toc521402538]5.1 	Making a Call
[bookmark: _Toc456625261][bookmark: _Toc456865633][bookmark: _Toc457296592][bookmark: _Toc459295647][bookmark: _Toc480876921][bookmark: _Toc521402539]5.1.1 	Using the Dial Window 
Click the Dial button [image: ] to bring up the Dial dialogue box, as shown below. Using the computer keypad enter the desired number and press Enter or click OK to make the call. The desk telephone will default to using hands-free speakerphone. If the telephone does not support speakerphone, you will need to lift the handset when the call is answered.

[image: ]
[bookmark: _Toc456625262][bookmark: _Toc456865634][bookmark: _Toc457296593][bookmark: _Toc459295648][bookmark: _Toc480876922][bookmark: _Toc521402540]5.1.2 	Using the Contacts Panel
Double click a user icon or right click and select “Call extension”
[image: ]
[bookmark: _Toc456625263][bookmark: _Toc456865635][bookmark: _Toc457296594][bookmark: _Toc459295649][bookmark: _Toc480876923][bookmark: _Toc521402541]5.1.3 	Drag and Drop 
Right click a user icon on the Contacts panel and drag the icon up to the Active Call Window. This will open a call to that user. Calls dragged onto a monitored user will either be blind transferred or present options depending on the user preferences in Settings and whether the monitored user is engaged or not. For engaged contacts, park, camp-on and transfer to voicemail are available. For available contacts transfer to extension, transfer to mobile, transfer to voicemail or present call hold, camp on and transfer are available.

[image: ]
[bookmark: _Toc456625264][bookmark: _Toc456865636][bookmark: _Toc457296595][bookmark: _Toc459295650][bookmark: _Toc480876924][bookmark: _Toc521402542]5.1.4 	Using Directory Search 
Enter the search field in the Contacts panel to dynamically search all internal users and speed dials. Either right click and select “Call extension” or right-click and drag the icon into the Active Call Window to make the call. 
[bookmark: _Toc456625265][bookmark: _Toc456865638][bookmark: _Toc457296597][bookmark: _Toc459295652][bookmark: _Toc480876926][bookmark: _Toc521402543]5.2 	Answer a Call
When Unity displays an inbound call, click the Answer icon [image: ] or double click the call in the Active Call Window to answer the call. Your desk telephone will now be on hands-free speakerphone, if it supports this feature with Unity. If there is an active call in progress, you will need to click the new inbound call in the Active Call Window before clicking Answer, this will automatically place the first call on Hold. Please note that answering a call by lifting the handset on the desk phone will have the same effect as clicking Answer in Unity.
[bookmark: _Toc456625266][bookmark: _Toc456865639][bookmark: _Toc457296598][bookmark: _Toc459295653][bookmark: _Toc480876927][bookmark: _Toc521402544]5.3 	End a Call
Click the Release button [image: ] to end the currently selected call. If there are multiple calls in the Active Call Window, make sure you select the right call before clicking Release.

Note: Replacing the telephone handset will also end the call, which will then be removed from the Active Call Window.

[bookmark: _Toc456625267][bookmark: _Toc456865640][bookmark: _Toc457296599][bookmark: _Toc459295654][bookmark: _Toc480876928][bookmark: _Toc521402545]5.3.1 	Redial
You can also right-click the Dial button to see a list of the last 10 dialled numbers. Simply click on an entry to dial the party, as shown below.

[image: ]
[bookmark: _Toc456625268][bookmark: _Toc456865641][bookmark: _Toc457296600][bookmark: _Toc459295655][bookmark: _Toc480876929][bookmark: _Toc521402546]5.4	Send Call to Voicemail
To send an inbound caller directly to your voicemail click the Voicemail button [image: ]. 
Please note that if voicemail is not assigned or is disabled, the button will still be visible 
but inactive.
[bookmark: _Toc456625269][bookmark: _Toc456865642][bookmark: _Toc457296601][bookmark: _Toc459295656][bookmark: _Toc480876930][bookmark: _Toc521402547]5.4.1 	Retrieving Voicemail Messages via Voicemail Button 
When no calls are currently selected, clicking the Voicemail button will dial the user into their voicemail. The phone will default to hands-free speaker phone if it has this capability.
[bookmark: _Toc456625270][bookmark: _Toc456865643][bookmark: _Toc457296602][bookmark: _Toc459295657][bookmark: _Toc480876931][bookmark: _Toc521402548]5.4.2 	Retrieving Voicemail Messages via Voicemail tab 
Clicking into the Voicemail tab will display a list of voice messages with the most recent at the top. Double click an entry to play through the PC’s default media player. Right click to save locally or delete. In order for the Voicemail tab to appear, the user must be configured for “Use unified messaging” and “Show visual voicemail tab” in Voicemail settings as below.
[image: ]

[bookmark: _Toc456625271][bookmark: _Toc456865644][bookmark: _Toc457296603][bookmark: _Toc459295658][bookmark: _Toc480876932][bookmark: _Toc521402549]5.5 	Transferring a Call
There are two ways to transfer a call; Announced Transfer, where you introduce the call to the receiving party before putting the call through, and Blind Transfer, where you transfer the caller directly to a recipient without introducing the call. Please note that calls can be transferred both to internal users and external contacts.
[bookmark: _Toc456625272][bookmark: _Toc456865645][bookmark: _Toc457296604][bookmark: _Toc459295659][bookmark: _Toc480876933][bookmark: _Toc521402550]5.5.1 	Announced Transfer 
Receive and answer an inbound call. Make a new call to the desired destination extension or number as described Make a Call above. This will automatically place the first caller on Hold and will open a new call in the Active Call Window. Once the called party answers, click Transfer [image: ] and select the context menu option to transfer both calling parties together. Both calls will now disappear from the Active Call Window.

Note: The user is not limiting to transferring received calls. They can make two outbound calls and then use transfer to “bridge” them together.

Calls can also be transferred together by dragging one call on top of another within the Active Call List.


Example 1 – Transfer with two live calls
[image: ]

Example 2 – Transfer with four live calls 
[image: ]
[bookmark: _Toc456625273][bookmark: _Toc456865647][bookmark: _Toc457296606][bookmark: _Toc459295661][bookmark: _Toc480876935][bookmark: _Toc521402551]5.5.2 	Blind Transfer
[bookmark: _Toc521337893][bookmark: _Toc521338602][bookmark: _Toc521402552][image: ]
[bookmark: _Toc456625274][bookmark: _Toc456865648][bookmark: _Toc457296607][bookmark: _Toc459295662][bookmark: _Toc480876936][bookmark: _Toc521402553]5.5.2.1 	Using Contacts Panel Drag and Drop 
Unity Desktop can be configured to automatically blind transfer a call by dragging the call from the Active Call Window and dropping it on a user icon or number icon in the Contacts panel.
Note: Unity can be configured to display a menu when dropping a call onto a user icon. If no menu options are selected the blind transfer is performed. If menu options are selected, click “Transfer call to extension” to also perform blind transfer. For more information on Drag & drop refer to section 7.

[image: ]

[bookmark: _Toc456625275][bookmark: _Toc456865649][bookmark: _Toc457296608][bookmark: _Toc459295663][bookmark: _Toc480876937][bookmark: _Toc521402554]5.5.2.2 	Using Transfer Button 
Once on a call click the Transfer call control button [image: ]. In the Transfer window enter the destination and click OK.
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[bookmark: _Toc456625276][bookmark: _Toc456865650][bookmark: _Toc457296609][bookmark: _Toc459295664][bookmark: _Toc480876938][bookmark: _Toc521402555]5.5.2.3 	Using Right Click 
While on an active call right click the recipient icon or number in the Contacts panel or Search. Select “Transfer call to extension” to blind transfer the call. 
[image: ]
[bookmark: _Toc456625277][bookmark: _Toc456865651][bookmark: _Toc457296610][bookmark: _Toc459295665][bookmark: _Toc480876939][bookmark: _Toc521402556]5.5.3 	Transfer to Voicemail
The option to Transfer to voicemail is valid only for internal company users that have Voicemail assigned and activated.
[bookmark: _Toc456625278][bookmark: _Toc456865652][bookmark: _Toc457296611][bookmark: _Toc459295666][bookmark: _Toc480876940][bookmark: _Toc521402557]5.5.3.1 	Using Contacts Panel Right Click - Voicemail 
While on an active call, right click a user in the User Status list and select “Transfer to voicemail”. This will send the selected call directly to the destination extension voicemail without introducing ringing.

[image: ]
[bookmark: _Toc456625279][bookmark: _Toc456865653][bookmark: _Toc457296612][bookmark: _Toc459295667][bookmark: _Toc480876941][bookmark: _Toc521402558]5.5.3.2 	Using Drag and Drop 
If configured, Unity will display “Transfer to voicemail” in the list when an active call is dragged onto the destination user icon in the Contacts panel. For more information, refer to section 7.

[image: ]
[bookmark: _Toc456625280][bookmark: _Toc456865654][bookmark: _Toc457296613][bookmark: _Toc459295668][bookmark: _Toc480876942][bookmark: _Toc521402559]5.5.4 	Transfer to Mobile
If the destination user has a mobile number entered as part of their profile in BroadSoft, you have the option to right click and select either Dial Mobile [to perform an announced transfer] or Transfer Call to Mobile [to perform blind transfer]. 
[bookmark: _Toc456625281][bookmark: _Toc456865655][bookmark: _Toc457296614][bookmark: _Toc459295669][bookmark: _Toc480876943][bookmark: _Toc521402560]5.5.4.1 	Using Contacts Panel Right Click - Mobile 
Right click the desired user in the Contacts panel. To announce the call, click Dial Mobile. Once the recipient answers click Transfer [image: ] and select the context menu option to transfer the calls together.
To blind transfer the call without introduction click Transfer call to mobile.
[image: ]
[bookmark: _Toc456625282][bookmark: _Toc456865656][bookmark: _Toc457296615][bookmark: _Toc459295670][bookmark: _Toc480876944][bookmark: _Toc521402561]5.5.4.2 	Using Drag and Drop 
If configured, Unity will display “Transfer to mobile” in the list when an active call is dragged onto the destination user icon in the Contacts panel. For more information, refer to section 7.
[image: ]
[bookmark: _Toc456625283][bookmark: _Toc456865657][bookmark: _Toc457296616][bookmark: _Toc459295671][bookmark: _Toc480876945][bookmark: _Toc521402562]5.6 	Call Hold/Retrieve
The Hold/Retrieve [image: ] [image: ] function toggles depending on the status of the currently selected call. Hold is only available for an active call while Retrieve is only a valid option for a call currently on Hold. When a call is on Hold, the blue Hold icon is shown in miniature to the left of the call in the Active Call Window and the status is On Hold, as shown below.

[image: ]
[bookmark: _Toc456625284][bookmark: _Toc456865658][bookmark: _Toc457296617][bookmark: _Toc459295672][bookmark: _Toc480876946][bookmark: _Toc521402563]5.6.1 	Placing a Call on Hold 
To place a current active call on Hold, press the red Hold button [image: ] . The call status will now show as on hold in the Active Call Window and there will be an On Hold icon alongside the call. 

[bookmark: _Toc456625285][bookmark: _Toc456865659][bookmark: _Toc457296618][bookmark: _Toc459295673][bookmark: _Toc480876947][bookmark: _Toc521402564]5.6.2 	Retrieving a Held Call 
Click the held call in the Active Call Window to select it. Click the Retrieve button [image: ] to take the call off hold, you can also double click the call to retrieve it. Please note that any other active calls will be placed on hold before the selected call is retrieved, meaning you can toggle between call by double-clicking them in the Active Call Window.
[bookmark: _Toc456625286][bookmark: _Toc456865660][bookmark: _Toc457296619][bookmark: _Toc459295674][bookmark: _Toc480876948][bookmark: _Toc521402565]5.7 	Conference Calling
A conference call can be established with any combination of internal and external numbers. The total number of parties that can be supported is determined by service assignment. The Three-Way Calling user service supports conference calls with two other parties only while the N-Way Calling user service supports conference calls with more participants.

[bookmark: _Toc456625287][bookmark: _Toc456865661][bookmark: _Toc457296620][bookmark: _Toc459295675][bookmark: _Toc480876949][bookmark: _Toc521402566]5.7.1 	Starting a Conference Call
Once an active call is established [that you have either made or received] call a second person. You can do this by clicking the Dial button [image: ] or double clicking a user in the Contacts panel or Search, or Call Log lists. Making this call will automatically place the first caller on Hold. 
Once the second party has answered the call, click the Conference button [image: ] and a new conference will be created between you and the other two parties. This is represented in the Active Call Window as shown below:

[image: ]
Selecting either call and clicking Hold will place the conference call on hold, during which time the other callers can still talk to each other.
[image: ]

[bookmark: _Toc456625288][bookmark: _Toc456865662][bookmark: _Toc457296621][bookmark: _Toc459295676][bookmark: _Toc480876950][bookmark: _Toc521402567]5.7.1.1 	Adding Multiple Parties 
Once you have a conference established you can add additional parties by calling them. This will place the existing conference on hold. Now click the Conference button [image: ]. You will be prompted to add the new party to the existing conference as below.
 
[image: ]

Please note that conference calls can be started with any two remote calls, regardless of the direction of either call or if the number is internal or external [for example between two mobile calls].

[bookmark: _Toc456625289][bookmark: _Toc456865663][bookmark: _Toc457296622][bookmark: _Toc459295677][bookmark: _Toc480876951][bookmark: _Toc521402568]5.7.2 	Ending a Conference Call 
To remove a caller from the conference call but continue speaking to the other caller[s], simply select the call to release in the Active Call Window and click the Release button [image: ] as you would normally. This will release the selected party and will show only the remaining party[s] in the Active Call Window.

To end a conference call but leave the two remote parties in conversation with each other, click the Transfer button and select the “Transfer call together” menu option, as shown below.

[image: ]
[bookmark: _Toc480876952][bookmark: _Toc521402569]5.7.3 Conference Bridge Integration
Unity allows the user to right click the Conference button to view or copy details of their “reservation less” conference bridge(s), or to call a bridge as a moderator. If this has been configured in BroadWorks.

[bookmark: _Toc456625290][bookmark: _Toc456865664][bookmark: _Toc457296623][bookmark: _Toc459295678][bookmark: _Toc480876953][bookmark: _Toc521402570]5.8 	Call Recording
If the Call Recording User service is assigned then the user may be able to manage call recording, although this depends on the functionality offered by the BroadSoft and service configuration parameters. If this service isn’t assigned, then the Call Recording button is not displayed in the main window.
[bookmark: _Toc456625291][bookmark: _Toc456865665][bookmark: _Toc457296624][bookmark: _Toc459295679][bookmark: _Toc480876954][bookmark: _Toc521402571]5.8.1 	Changing the Call Recording Option
Right-click the Recording button to select the call recording option, as below. Please note that depending on permissions this may not be available.

[image: ]


Call Recording options are:
	
Option

	
Description

	Always
	Calls are automatically recorded from the beginning of the call. There is no option to pause or stop recording.

	On Demand
	Calls are not automatically recorded from the start, but recording can be started at any time during the call in which case the entire call will be recorded. Stop and pause are not available with this option.

	Never
	Calls are never recorded and recording cannot be started while a call is in progress.

	Always with Pause/Resume
	All calls are automatically recorded from the beginning of the call, but recording can be paused and resumed, which is especially important when taking credit card details over the phone [that need to be omitted]. This will still result in a single recording for the call, regardless of how many times it was paused and resumed.

	On Demand with User Initiated Start
	Calls are not automatically recorded from the start, but recording can be started at any time. However, any conversation before the recording was started will not be included in the recording. Recording can be paused and resumed, which will result in different recordings being created for a single call.


[bookmark: _Toc456625292][bookmark: _Toc456865666][bookmark: _Toc457296625][bookmark: _Toc459295680][bookmark: _Toc480876955][bookmark: _Toc521402572]5.8.2 	Controlling Call Recording
You can start, stop, pause and resume call recording depending on the Call Recording Option currently selected. Left-click the Recording button to manage recording for the selected call in the Active Call Window will toggle the option depending on the current recording state. The call recording button will change [image: ][image: ]to indicate this. When set as Always with Pause/Resume, the user can left click to Pause/Resume and the button will toggle as Resume [recording] [image: ]or Pause [image: ]. 
When set as “On Demand With User initiated Start” left clicking the call recording button presents the following menu to allow the user to control the call recording behaviour.
Click the Recording button again to continue/restart recording the call.

The Active Call List will also indicate the recording state of all calls, as shown below.

[image: ]
To configure the call recording settings, go to Settings>Services>Call Recording. When configured as “Always with Pause/Resume” or “On Demand with user initiated start”, an announcement can be set to inform both parties that recording has either started or stopped. When the recording is paused or resumed, a beep notification can be played, as shown below.

[image: ]

“Record voice messaging” will dictate whether calls are recorded when a caller leave a voicemail message.

“Repeat call recording tone” will repeat the tone throughout the call, you can configure how often the tone is played from 10 seconds to 30 minutes. 
[bookmark: _Toc480876956][bookmark: _Toc521402573]6	Active Call WIndow

The Active Call Window gives visual representation of the status of all calls for the logged in user. This includes the caller [From], number called [To], Duration and hold/active/ringing Status. Where the calling number [From] is matched to a contact within a directory [Group/Enterprise, Personal Directory, Outlook etc], the caller name rather than number will be displayed.
[image: ]

From – This field will display the incoming CallerID or the name if it is matched in the Group/Enterprise directory, Personal Contacts or Outlook Contacts. 
To – This field displays the name of the user or hunt group that has been called ensuring the call can be answered appropriately. 
Duration – This displays the total time elapsed since the call was first answered. The timer does not restart when the call is placed on hold. 
Status – This shows the Ringing/Active on On Hold status of each call.

[bookmark: _Toc457295077][bookmark: _Toc457295411][bookmark: _Toc458499979][bookmark: _Toc480876957][bookmark: _Toc521402574]6.1	Managing Multiple Calls
To manage a particular call, first select it by clicking it in the Active Call Window. If there is only one call in the list it will be selected automatically. You can then use the call control buttons to perform different actions on the call. There is no limit to the number of calls that can be displayed in the Active Call Window, this is limited by the number of simultaneous calls allowed and if the Call Waiting user service is assigned and active.

You can also double-click an incoming [unanswered] call to answer it, or to retrieve it if currently on hold.
[bookmark: _Toc457295078][bookmark: _Toc457295412][bookmark: _Toc458499980][bookmark: _Toc480876958][bookmark: _Toc521402575]6.2	Resizing the Active Call Window
The bottom border of the Active Call Window can be dragged down to display as many or as few calls as necessary. Unity will save these dimensions when closed. 

[bookmark: _Toc456625298][bookmark: _Toc456865672][bookmark: _Toc457296631][bookmark: _Toc459295686][bookmark: _Toc480876959][bookmark: _Toc521402576]7	 Drag and Drop

Many common call handling actions can be performed with drag and drop, as well as right click and call control buttons.
[bookmark: _Toc456625299][bookmark: _Toc456865673][bookmark: _Toc457296632][bookmark: _Toc459295687][bookmark: _Toc480876960][bookmark: _Toc521402577]7.1 	Make a Call to a User or Number
Drag a user’s name or number from the Contacts panel up into the Active Call Window to make a new call to the selected user or number. 
[bookmark: _Toc456625300][bookmark: _Toc456865674][bookmark: _Toc457296633][bookmark: _Toc459295688][bookmark: _Toc480876961][bookmark: _Toc521402578]7.2 	Transferring a Call to a User
Drag a live call onto a user to either perform blind transfer, or to populate a drop list with call handling options. 
[bookmark: _Toc456625303][bookmark: _Toc456865677][bookmark: _Toc457296636][bookmark: _Toc459295691][bookmark: _Toc480876962][bookmark: _Toc521402579]7.3 	Send to Voicemail
Dragging an unanswered call from the Active Call Window onto the Voicemail button [image: ] will blind transfer the incoming call to your voicemail.
[bookmark: _Toc456625304][bookmark: _Toc456865678][bookmark: _Toc457296637][bookmark: _Toc459295692][bookmark: _Toc480876963][bookmark: _Toc521402580]7.4 	Call Control
Dragging a call over the Hold/Retrieve, Answer/Release, Transfer or park buttons will perform that action on the selected call.
[bookmark: _Toc456625305][bookmark: _Toc456865679][bookmark: _Toc457296638][bookmark: _Toc459295693][bookmark: _Toc480876964][bookmark: _Toc521402581]7.5 	Send New Instant Message
Drag a user to the IM window to the right of the Contacts panel to send an IM to that user. Open and close the IM window by clicking the IM window icon [image: ] next to the call control buttons.
See also section 9 on Instant Messaging.
[bookmark: _Toc456625306][bookmark: _Toc456865680][bookmark: _Toc457296639][bookmark: _Toc459295694][bookmark: _Toc480876965][bookmark: _Toc521402582]7.5.1 	Add Participant to Existing IM Session
Drag a user icon onto an existing IM and choose “Add to the conversation”
[image: ]
[bookmark: _Toc456625307][bookmark: _Toc456865681][bookmark: _Toc457296640][bookmark: _Toc459295695][bookmark: _Toc480876966][bookmark: _Toc521402583]7.5.2 	Transfer Call to IM Participant
Drag a call from the Active Call Window onto an IM session in the Docked IM Window and you will see a prompt to transfer the call. This is particularly useful if you want to check the recipient’s availability before you transfer.
[image: ]
When dropping a call onto a multi-party IM session you will be prompted where to transfer the call.

[bookmark: _Toc459295696][bookmark: _Toc480876967][bookmark: _Toc457295098][bookmark: _Toc457295432][bookmark: _Toc458500001][bookmark: _Toc521402584]8	Contacts Panel [Busy Lamp Field]

The Contacts tab gives a visual indication of the status of users [within the group/enterprise] that are currently being monitoring. A maximum of 30 users can be displayed. Double clicking a monitored user will call them and right clicking will bring up a dynamic options menu. 

[bookmark: _Toc456625309][bookmark: _Toc456865683][bookmark: _Toc457296642][bookmark: _Toc459295697][bookmark: _Toc480876968][bookmark: _Toc521402585]8.1 	Contact Panel Display Options
There are three different views available, as outlined below. Right-click anywhere in the Contacts panel and select Appearance list to change the view.
[image: ]
[bookmark: _Toc456625310][bookmark: _Toc456865684][bookmark: _Toc457296643][bookmark: _Toc459295698][bookmark: _Toc480876969][bookmark: _Toc521402586]8.1.1 	Details View
This view provides by far the greatest amount of detail, but requires more space [although the list can be shortened in which case scrollbars will automatically appear].

[image: ]

With this view the sort order for each column can be set, which is saved when Unity is closed. You can also configure Unity to display or hide the extension, department and call duration columns.

[image: ]
[bookmark: _Toc456625311][bookmark: _Toc456865685][bookmark: _Toc457296644][bookmark: _Toc459295699][bookmark: _Toc480876970][bookmark: _Toc521402587]8.1.2 	2 Column View 
This option will display all users in two columns.
[bookmark: _Toc456625312][bookmark: _Toc456865686][bookmark: _Toc457296645][image: ]
[bookmark: _Toc459295700][bookmark: _Toc480876971][bookmark: _Toc521402588]8.1.3 	Small Icon View
This view combines a simplified look and space reduction.
[image: ]

[bookmark: _Toc456625314][bookmark: _Toc456865688][bookmark: _Toc457296647][bookmark: _Toc459295702][bookmark: _Toc480876973][bookmark: _Toc521402589]8.2 	User Icons
There are four main user icons states shown in the Contacts panel, regardless of the view chosen.

	

	Available
	The monitored user extension is on hook 

	

	Ringing
	The monitored user extension is ringing

	

	Engaged
	The user is on the phone

	

	Do Not Disturb
	The user has selected DND or Unavailable profile


[bookmark: _Toc456625316][bookmark: _Toc456865690][bookmark: _Toc457296649][bookmark: _Toc459295704][bookmark: _Toc480876975]
[bookmark: _Toc521402590]8.2.2	Instant Messaging Availability
Regardless of a user’s Available/Ringing/Engaged/DND state, if they currently have any version of Unity open they will be available for instant messaging. This is shown by the envelope at bottom right of the user icon, as per the following examples. 

	

	Ringing. Unity open and available for IM

	

	DND/Unavailable profile. Unity open and available for IM

	

	Engaged. Unity open and available for IM

	

	Available/on-hook. Unity open and available for IM


[bookmark: _Toc456625317][bookmark: _Toc456865691][bookmark: _Toc457296650][bookmark: _Toc459295705][bookmark: _Toc480876976][bookmark: _Toc521402591]8.3 	Managing Monitored Users in the Contacts Panel 
The Contacts panel will display 30 users. In the Contacts panel right click anywhere and click “Manage user list”. This will allow you to choose which users to display. 
[image: ]
You will then be able to move users or departments between the lists either by double-clicking them or using the arrow button. All users in the right-side list will be monitored in the Contacts panel. This list is saved when Unity is closed.

[image: ]

The box at top left will dynamically search the group directory. 

[image: ]
[bookmark: _Toc456625319][bookmark: _Toc456865693][bookmark: _Toc457296652][bookmark: _Toc459295706][bookmark: _Toc480876977][bookmark: _Toc521402592]8.4 	Performing Call Control Actions in the Contacts Panel
There are many call control functions that can be performed by right-clicking a monitored user in the main Contacts panel or Search. The menu options displayed will dynamically change to only show those available depending on the state of the monitored user and/or the state of the selected call in the Active Call Window [if there is one]. For example, “Transfer to voicemail” will not be available if the user does not have the voicemail service assigned.
[image: ]
[bookmark: _Toc456625320][bookmark: _Toc456865694][bookmark: _Toc457296653][bookmark: _Toc459295707][bookmark: _Toc480876978][bookmark: _Toc521402593]8.5 	Call Extension
Selecting “Call extension” will open a new call to that user in the same way that double clicking the user icon would. Any current call will automatically be placed on hold. This can be used to make an announced transfer as opposed to a blind transfer using the “Transfer call” commands further down the menu.
[bookmark: _Toc456625324][bookmark: _Toc456865699][bookmark: _Toc457296658][bookmark: _Toc459295712][bookmark: _Toc480876983][bookmark: _Toc521402594]8.5.1 	Call Mobile
Places call to mobile. Any live call placed on hold.
Feature Dependency:
The monitored user must have their mobile number entered in BROADSOFT

[bookmark: _Toc456625325][bookmark: _Toc456865700][bookmark: _Toc457296659][bookmark: _Toc459295713][bookmark: _Toc480876984][bookmark: _Toc521402595]8.5.2 	Transfer Call to Mobile
Performs blind transfer call to monitored users mobile.

Feature Dependency:
I. The destination user must have their mobile number entered in BROADSOFT
II. Must have a live call
[bookmark: _Toc456625326][bookmark: _Toc456865701][bookmark: _Toc457296660][bookmark: _Toc459295714][bookmark: _Toc480876985][bookmark: _Toc521402596]8.5.3 	Transfer Call to VoiceMail
Performs blind transfer to the destination user’s voicemail.

Feature Dependency:
I. The destination user must have voicemail service assigned
II. Must have a live call
[bookmark: _Toc456625329][bookmark: _Toc456865704][bookmark: _Toc457296663][bookmark: _Toc459295717][bookmark: _Toc480876988]
[bookmark: _Toc521402597]8.6 	View User Details
Performs a lookup on the user’s details as entered in BROADSOFT. This includes their phone number, mobile and email address. 

[image: ]
[bookmark: _Toc456625330][bookmark: _Toc456865705][bookmark: _Toc457296664][bookmark: _Toc459295718][bookmark: _Toc480876989][bookmark: _Toc521402598]8.6.1 	Adding Audio Alerts to Monitored Users
The “View user details” box also allows a wav file to be specified that will be played when the monitored user receives a call. Click the [image: ] icon to select the wav file then click OK. This feature is useful in Manager/Secretary scenarios where the Desktop user is screening calls. When the audio alert plays that is the reminder for the user to perform call pick-up.
[bookmark: _Toc456625331][bookmark: _Toc456865706][bookmark: _Toc457296665][bookmark: _Toc459295719][bookmark: _Toc480876990][bookmark: _Toc521402599]8.6.2 	Send Email
This will open a new email window in the default Email application. The user must have the email filed populated against their name in BROADSOFT.
Feature Dependency:
I. The recipient user must have their email address entered in the system
[bookmark: _Toc457295119][bookmark: _Toc457295453][bookmark: _Toc458500023][bookmark: _Toc480876992][bookmark: _Toc521402600]9	Instant Messaging

Instant messages can be sent and received between any Unity app [Reception, Desktop, Agent, or Supervisor]. Messages sent to offline user [those that do not have an instance of Unity open] can be stored and delivered when the recipient next opens Unity.
[bookmark: _Toc456625334][bookmark: _Toc456865709][bookmark: _Toc457296668][bookmark: _Toc459295722][bookmark: _Toc480876993][bookmark: _Toc521402601]9.1 	Online/Offline Indicator
A person that is running an instance of Unity, and therefore available to send an online IM to is indicated with a small envelope on their user icon. This applies across all the available, engaged, ringing and DND states as shown below. 

	
State

	
Online [Unity Open]
	
Offline [Unity Closed]

	Available
	

	


	Ringing
	

	


	Engaged
	

	


	DND/unavailable profile
	

	




[bookmark: _Toc456625335][bookmark: _Toc456865710][bookmark: _Toc457296669][bookmark: _Toc459295723][bookmark: _Toc480876994][bookmark: _Toc521402602]9.2 	Docking the IM Window
Instant Messages can be displayed in the Docked IM Window or as separate dialogue boxes for each individual IM thread. If the docked window is used IMs can be initiated via drag and drop and new IM windows will not pop over other applications. 

[image: ]

Easily toggle the IM window by clicking the IM icon next to the call control buttons:
[image: ] 
[bookmark: _Toc456625337][bookmark: _Toc456865712][bookmark: _Toc457296671][bookmark: _Toc459295725][bookmark: _Toc480876996][bookmark: _Toc521402603]9.3 	Sending an Instant Message
Send an instant message either by right clicking a user icon in Contacts panel or Search and selecting “Instant Message” from the drop list, or by dragging a user icon into the docked IM panel. Alternatively, you can select Messaging > Start Conversation from the top menu bar.

[image: ]

You can then select the users to include in the IM conversation. Please note that only online users will be displayed in the lists. The left list contains all online users, to include them in the IM conversation move them into the right list either by double-clicking the entry or using the arrow button.

[image: ]
[bookmark: _Toc456625339][bookmark: _Toc456865714][bookmark: _Toc457296673][bookmark: _Toc459295727][bookmark: _Toc480876998][bookmark: _Toc521402604]9.4 	Adding Participants to an Existing IM Session
When an IM conversation is in the Docked IM panel you can drag a user icon from the Contacts Panel to add them to the conversation. 
[image: ]

[bookmark: _Toc456625341][bookmark: _Toc456865719][bookmark: _Toc457296678][bookmark: _Toc459295737][bookmark: _Toc480877008][bookmark: _Toc456625349][bookmark: _Toc456865727][bookmark: _Toc457296686][bookmark: _Toc459295744][bookmark: _Toc521402605]10	Personal Directory

The Personal Directory is a repository on BroadSoft for each user to store personal speed dials. Using this feature in Unity will populate the directory on the host BroadSoft platform. Once numbers have been entered they are available in the Search panel or can be pinned to the main Contacts Panel. A Personal Directory entry is shown by a [image: ] icon. Double clicking the icon will make a call to the Directory number. The Personal Directory menu is available when right clicking a monitored user or in the Contacts panel.
[image: ]
[bookmark: _Toc456625342][bookmark: _Toc456865720][bookmark: _Toc457296679][bookmark: _Toc459295738][bookmark: _Toc480877009][bookmark: _Toc521402606]10.1 	Add New Entry 
Enter the Name and Number and click Ok
[image: ]

If the number specified is already in the Directory the user will be alerted as below.

[image: ]
[bookmark: _Toc456625343][bookmark: _Toc456865721][bookmark: _Toc457296680][bookmark: _Toc459295739][bookmark: _Toc480877010][bookmark: _Toc521402607]10.2 	Edit Entry
Use the Search field in Contacts to locate the entry. You can search by either Name or Number. Right click the Entry and select “Edit”. 
[image: ]
[bookmark: _Toc456625344][bookmark: _Toc456865722][bookmark: _Toc457296681][bookmark: _Toc459295740][bookmark: _Toc480877011][bookmark: _Toc521402608]10.3 	Remove Entry 
Use the Search field in Contacts to locate the entry. You can search by either Name or Number. Right click the Entry and select “Remove”. 
[image: ]
[bookmark: _Toc456625345][bookmark: _Toc456865723][bookmark: _Toc457296682][bookmark: _Toc459295741][bookmark: _Toc480877012][bookmark: _Toc521402609]10.4 	Dialling Directory Entry
Locate the entry either on the Contacts panel or Search. Drag the entry into the Active Call Window or double click to make a call, or right click the entry and click “Call number”. 
[image: ]

[bookmark: _Toc480877015][bookmark: _Toc521402610]11	Contact Search Directories

The Contact Search field combines all BroadSoft and Outlook Contacts directories to create a central search repository. The BroadSoft directories include the Common Phone List [system speed dials], the receptions user’s own Personal Directory entries, and the Group Directory which includes all the other users in the group as well as hunt groups and auto attendants. Unity can also integrate with third party LDAP [including Microsoft Active Directory] and SQL directories as well as integrating with CRM systems.
Please see your Administrator for a separate guide on using CRM integration.

	Directory Owner
	Directory Type
	Entry Type

	BroadSoft
	Group Directory
	All other users for BLF presence as well as hunt groups and auto attendants

	BroadSoft
	Common Phone List
	Speed dials entries at the Group level

	BroadSoft
	Personal Directory
	The user’s own personal speed dial entries

	Outlook
	Personal Contacts [private folder]
	The user’s own Outlook Contacts

	Outlook
	Group Contacts [public folder]
	The shared Outlook Contacts at the Outlook group level

	Third Party 
	SQL 
	External SQL Directory

	Third Party 
	LDAP
	External LDAP Directory 


[bookmark: _Toc456625350][bookmark: _Toc456865728][bookmark: _Toc457296687][bookmark: _Toc459295745][bookmark: _Toc480877016][bookmark: _Toc521402611]11.1 	Loading Directories 
Unity will load all directory entries into Contact Search on start. If users are added to the BroadSoft Group Directory while Unity is running, they will not be visible until Unity has restarted. Personal directory entries the user adds will be available to use immediately without restarting. 

[bookmark: _Toc456625351][bookmark: _Toc456865729][bookmark: _Toc457296688][bookmark: _Toc459295746][bookmark: _Toc480877017][bookmark: _Toc521402612]11.2 	Contact Search Results Layout
To perform a search type characters or numbers in the Search field and Desktop will start dynamically populating a list of matching entries across all directories. The list will narrow as more characters or numbers are entered. Clearing the Search box and returning to the main Contacts panel can be achieved by clicking again in the Search filed [provided “Clear the search box when activated” is enabled in Settings as outlined in the section below.
[image: ]

Search results will display each number for a contact as a separate line. Drag or double click the entry to make a call or right click to select a call action from the context menu.
[image: ] icons represent external numbers or system resources such as hunt groups for which presence information cannot be displayed.
[image: ] icons represent other users in the group with their presence status. Red is engaged, green is available, orange is ringing and grey is on do not disturb.
It is also possible to search on department name to list all users of matching departments.
[bookmark: _Toc459295748][bookmark: _Toc480877019][bookmark: _Toc521402613]11.3	 	Listing Directories
Right-click the search box in the Contact list to view all directories available in Unity, then select the directory to load those contacts in the list, as below.
[image: ]
[bookmark: _Toc457295113][bookmark: _Toc457295447][bookmark: _Toc458500017][bookmark: _Toc480877022][bookmark: _Toc521402614]12	Call Logs

The Call Logs tab displays Missed, Received and Dialled Calls in chronological order [although the sort order can be changed by clicking on the column header]. The Call logs tab will show the number of missed calls since Unity was last used, as well as any missed calls received while Unity is running, as shown below.

[image: ]

Drag or double click an entry to make a call to that number or right click to add the number to your personal directory. 
[image: ]
Call logs can be exported as a csv file, either individually or together, by clicking the [image: ] Export button. 

[bookmark: _Toc457295114][bookmark: _Toc457295448][bookmark: _Toc458500018][bookmark: _Toc480877023][bookmark: _Toc521402615]13	My Status

The “My Status” link provides an indication of the current status of the user as well as quick access to key services that are regularly modified. Unity will only display the options for the services that have been assigned to the user, available services are CommPilot Express (CPE), Do Not Disturb (DND), Call Forward Always (CFA), Remote Office and Hoteling Guest (for hot-desk environments).

[image: ]
[bookmark: _Toc457295115][bookmark: _Toc457295449][bookmark: _Toc458500019][bookmark: _Toc480877024][bookmark: _Toc521402616]13.1	CommPilot Express Profiles
CommPilot Express profiles are used to apply a pre-configured call routing policy based on your current state. CommPilot profiles are also used to convey presence information to other users within the group or enterprise. As users change their CommPilot Express state, any Unity client that is monitoring that user [through the User Status list] will see their image change, as outlined below.


	User State
	Description
	User Status Image

	Available: In Office
	I am in the office and available to receive calls.
	


	Available: Out Of Office
	I am not in the office but am available to take calls
	


	Busy
	I am currently busy (short term)
	


	Unavailable
	I am currently unavailable (longer term)
	


	None
	No call routing plan is in use
	




The My Status link will show the current CommPilot Express state, unless overridden by another service activation such as Do Not Disturb or Call Forward Always. To change the current status, click on the My Status link and select the state from the context menu, as shown below.

[image: ]
[bookmark: _Toc457295116][bookmark: _Toc457295450][bookmark: _Toc458500020][bookmark: _Toc480877025][bookmark: _Toc521402617]13.2	Do Not Disturb
To activate Do Not Disturb, click on the My Status link and click the menu option, as shown below.

[image: ]

Unity will show that the user currently has DND activated through the My Status link and the Unity title bar.

[image: ]
Anyone monitoring the user [in the User Status list] will also see that they currently have Do Not Disturb activated.

Click on the same menu option or a CommPilot Express status to deactivate Do Not Disturb.
[bookmark: _Toc457295117][bookmark: _Toc457295451][bookmark: _Toc458500021][bookmark: _Toc480877026][bookmark: _Toc521402618]13.3	Call Forward Always
All Forward Always will automatically route all incoming calls to the pre-defined phone number, meaning the user’s phone will not ring.

To activate this service, click on the My Status link and activate the service as shown below.

[image: ]

[image: ]

Unity will show that the user currently has Call Forward Always activated through the My Status link.
[image: ]
The Call Forward Always service can be deactivated through the My Status link.

[image: ]

[bookmark: _Toc457295118][bookmark: _Toc457295452][bookmark: _Toc458500022][bookmark: _Toc480877027][bookmark: _Toc521402619]13.4	Hot-Desk and Flexible seating
Hoteling Guest allows the user to connect to a device, typically in a hot-desk and flexible seating environment. To attach the user account to a device, select the device from the menu option below. Please note that only available devices [that aren’t already in use] will be displayed.

[image: ]

There is no visual notification that the user account is attached to a device, other than if the user clicks in the My Status link, in which case they will see the device is ticked.
When Unity is closing, it will prompt the user to remove the device attachment.

If the user clicks no they will continue to be attached to the device until the association is automatically ceased by the BroadSoft.
[bookmark: _Toc480877028][bookmark: _Toc521402620]13.5 Out of office assistant
The Out of office assistant is only available on Unity Desktop Enterprise. To configure the Out of office status, click on My Status and select from the options, as shown below.

[image: ]

Users can also schedule their Out of office assistant by clicking “Add scheduled status” and scheduling the time and reason. 
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