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Welcome

Thank you for choosing Universe from Firstcom Europe

This guide will provide you with a reference to the wide range of featuresavailable on our Unified
Communications platform to you so that your telecommunications experience is both more convenient and
productive.

Unified communications is developing rapidly and we are alwaysupgrading our product so there may be
some slight differencesbetweenthe detailshere and your user experience.

We would be delighted if you could give us feedback and make recommendations asto how we could work
better with you.

If you need any further help, please give us a call on the numbers below.

Kind Regards,
The Firstcom Team

Email: info@firstcom.co.uk

Phone: +44333023 7000

A

"
\
A
- A

-

Contact Details:

Phone: 03330237000
Email: info@firstcomeurope.co.uk
Website: www.firstcomeurope.co.uk
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2. Whatis Universe?

Universe is a cloud-based telecommunications system that can be used by a range of devices- mobile,
computer or desk phone. It provides accessto advanced voice calls, PBX functions such asqueuing and IVRs
and well as online chatting, video conferencing and content sharing

3. Quickstart Guide

i. Log into the self-service portal at“selfcare.voip.co.uk /login” (do not add www.)

ii. Enter the username (your email) and password providedinthe ‘Welcome to Universe’ email. When you
log in for the first time, you may see six main menu headings at the top of the portal.

Tony Robinson -

Events Tory Robinson .

UKU - Fixed Mobile Freephone

Outgoing call é More than 30 minutes ago

Julie C o
puraton 0hrs Ornin
00:02:46

Meetings this week

More than 30 minutes azo ° outgoing call

07734 280007 MName Starting Join

Duration 48 Product Dev Meeting Thu, Jul 23, 15:00

Not answered

IVR Flows
Outgoing call R  10:1023/07/2020
Flow name Port

JulieC
Duration % Callflowww | Freddy v

iii. Bookmarkthe selfcare portaladdressabovein your browser such as Google or Yahoo on your
Bookmarksor Favoritesbar.

iv. Y our Universe Number - Click on the “Me” icon and go to the bottom of the page to see your One
Number. Write this down to refer to until you have remembered it, because this is your new phone
number.You may have more than one telephone number. In this case you have to set one of them as
your One Number.

V. Y our Universe Computer Phone - Goto the “Software” icon and choose the latest download for your
computer (Windows or Mac). This will show it is downloaded in the bottom left part of the screen. Click
on this to run this or go to your downloadsfolder and double click on the Universe Setup file. Choose
the “Only for me” option (if using Windows) on the nextscreen and the service will beready to use.

Vi. Y our Universe Mobile Phone - Againin the Software page you can download Universe to your mobile
fromthe Google Play or App Stores. Remember, youmay need your Google and will need your Apple
sign-in credentialsto download the software

vii. Y our Universe Video service - “Meeting Space” could be your last icon, if it is included in your package.
If not, ask someone in your company to approve the use of this feature that allows you to see the people
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you aretalking to, send them messages, or share screens. No need to download anything.
Sometop tips
A couple of top tips beforeyou get started...
Check your profile

Onthe selfcare front screen, you will see your name in the top right-hand corner. Click on this and you will see
“My Profile”. Checkthat you have the correcttime zone in the appropriate field and that the other detailson
the page are correct. You canalso change the password you have been given, to something more memorable
and upload a photo of yourself.

Add to your Phone book

Under the Phone book icon, you can add extranamesto those that have already beenincluded with your
service, by your Universe administrator. Phone book is accessed by allyour devices, why not add a couple
more namesand then give each of your devicesatest. Remember to put the country code first +44 for UK.
For Example: +443330237000. Leave nospaces betweenthe digits.

Multiple Device Ringing

Note that for incoming calls, each of your devicescanbe madetoring simultaneously, however, the first one
to answer takes the call. The other devicesare not able to be on the call as well.

Now you are ready to go. The rest of this User Guide will provide you with more information as to how to
make the most of your telecommunications service. You cannow experience all the advanced and useful
featuresthat are possible with Universe from Firstcom Europe.

Selfcare Portal

Your selfcare portal is located at selfcare.voip.co.uk (donot use www.)

L & 8B & ¢«

<

Devices Phone book Software Meeting Space

Me Shows the calls that you have made and received, the package of calls and datayou are
using and the usage of these. It indicates the meetings you have this week, the Devices
connected to Universe and the Caller ID that will be displayed when you make outbound
calls and your One Number (your phone number for all devices)

Devices This shows the devicesthat are connected to Universe and allows choice of settings
Services This refersto the Service associated with Universe such as Voicemail, Fax and Recordings
Phone Book Hereis where your contacts are stored from the company, or ones that you add. These

contacts are used by your fixed phone, computer phone, mobile phone and video
conferencing service

Software Your softwareicon allows you to download the relevant software for your computer
phone for Windows and Macand also your IP based mobile phone service for Android and
Apple

Meeting Space Meeting space is your teleconferencing system. By clicking on this you can create
meetings immediately or schedule them for later. You can also view the meetings that you
have organized for the future.

April 2022 Version 1.5 5



firstcom e

Me

a. Events

Along the left-hand side of the ‘Me’ page youwill see the
Events timeline.

In the Timeline you are ableto see and view the last 25
events that have happened on your Universe account.

Whether that is inbound or outbound you can keeptrack of
it here.

Your company system administrator will not be ableto see
your events.

b. Usage

The right-hand side of the screenhas the Usage per
calendar month of minutes to Fixed, Mobile and Freephone
numbers. Your screen may look differentto the one
displayed depending on the package your purchased.

c. Meetings this Week

This is the list of meetings that either you haveinitiated to
or have beeninvited to for the rest of the week from
someone within the same Universe company subscription.
Meetingsfrom other platforms such as Teamsor Zoom, will

rope

Events

Outgoing call é 10:10 23/07/2020

JulieC

Duration
00:02:26

10:05 23/07/2020 Q Outgoing call

JulieC

Duration
00:00:25

Outgoing call 10:03 23/07/2020
JulieC

Tony Rabinson

UKU - Fixed Mobile Freephone

J

Ohrs Ornin

Meetings this week

Name Starting

‘9 Product Dev Meeting Thu, Jul 23, 15:00

Join

not appear here. Meetings fromother company Universe subscriptions will also not appear here. However,

all should appear In your Outlook, or similar, Calendar.

You canjoin meetings from here. If the user hasn’'t’ got any meetingsthe menu will not appear.
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d. Queue Membership

By beingincluded in a group auser becomespartof a
queue and answerscalls either in rotation or randomly. He
can also sign off from the group and exclude himself from
the queue. The Administrator cansee if you are no longer
part of a queue. Asa member of one or several queue, you
answer calls for different queues like Sales,

support, finance etc.

e. Devices

One number is the single number that can apply to all your
devices. Thelist of devicesconnected to Universe one

number is givenhere It canalso, to be seen under Services.

It shows that there are three devicesthat are not
connected to One Number and hence when the Universe
number is called, they will not ring. You can also set the
Caller ID of outgoing calls made from the device.

f. One Number

The Number listed is your One Number.i.e. The number
that applies to all your devices If you get an additional
telephone number, it will be added asa One Number by
default meaning that multiple deviceswill ring.

rope

Group membership

Group Name

Active

%'3_3 Sales ()
Devices
Device name Caller ID OneNumber
Device 1483 Work —
e or [osssozarose ~ | @D
Device 3048 T
0= i [osszozszose -]
Device 5179 —_—
CL‘T? te:\ucie [Anonymous . \ D
b, Device 5427 ———
| 03330237060  ~* |
ONLUINE e -
Tonys Android [o3zzozzzos0  +| (_
Tonys i0S [osssozzroee - | @D
Tonys WebRTC [osszozs70c0 - | @D
Numbers
Number Route to device
0333023 7060 | OneNumber %

If you allocate your second telephone number to a device, instead

of allocating it as aOne Number you canhave a private
number and a One Number atthe same time.

Devices D

Devices

The list of Devicesconnected to your Universe s displayed under the Devicesicon. It gives information about
the type of Device, its status, the name of the device and the Hardware Identification (MAC number).

Note that only hardware devicesprovided by Firstcom caninterface with Universe It is possible to add
genericSIP-devices. Note also that Microsoft Teamsintegrations appear as adevice as do Softphone

applications.
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Devices

m e@rope

Tony Robinson ¥

D Devices D Devices

MY DEVICES g —
‘ 10 v ‘devices per page Search Q

Type A Status Name Hardware identification

O T
T Cecoren N it e
0 —
i)  Cisco8851 ] Device 5179 00:76:86:CF:96:D2
|la IP Telephone ] Device 3048 SIP_WZKJIZPWQG
Microsoft Teams ® Device 5427 SIP_HWRRFUZXKF

The Call time field gives the time that will
elapse before anincoming call goes to
voicemail. Note that for longer Call time
settings (e.g. 120 secs) the dialer’s phone
may hang up before the call goes to
voicemail.

For the fixed phones there is a setting that
allows one button (speed) dialing to be set
for the phone. Selectthe button on the side
and input the number of the personto be
called and assign their name. It is possible to
join or leave a group with one button and to
pick up a callwith one button. On some
devicesyou can also set voice recording and

T} Device 5179

Device name Call time Hardware identification

Device 5179 15 00:76:86:CF:96:D2

Part of OneNumber

()On

alaln
cisco

28 e

(

[Car\os R

[

[ Mark J

[Suﬁan u

[

’ Jean Pierre

l
]
l
l

’Adam C

Call pickup groups.

The following formappearswhen the
button on the right is clicked. Complete the
fields and press save.

Don’t forgetto Save any changes (again).

Togobacktothe Devicespage, press the
Devicesicon at the top of the page.

Configure button

Type a number for this button

Enter number

or

Assign a colleague to this button

| Choose a user

or

Assign a contact from your phonebook to this button

| Choose a contact from phonebook

or

Enter or exit an agent group you are 8 member of
when pressing this button

Pickup calls for a group when pressing this button

v | \ Choose a group

| Choose a group
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iii. Services

Services providesaccess to Voicemail, One Number, Fax and Recording settings

Tony Robinson

& Scrvices ¢§ Voicemail settings
VOICEMAIL SETTINGS Use voicemail Send email Voice
° @ © (e 3
EAX Message waiting indication Send files as attachment Woicemail greeting
© © Fesmnesconpsny
3 Mailbox
VOICEMAIL [ Save voicemail greeting i@
FAX [
RECORDINGS &
a. Voicemail
By clicking on the Voicemail Settings button voicemail settings options appear. The four buttons do the
following:

Use Voicemail - Choose whether or not to use Voicemail

Send Email - Send a notification email to the User to confirm that a caller has left a voicemail
Message Waiting Indication - Ona fixed line phone, let the User know that a message has beenleft
Send files as attachment - Sendsthe .wav files of the message to the User in the notification email

Voice-Onthe right-hand side you have the ability to update your voicemail greeting settings. At the
top is Voice section. Here you can select froma variety of pre-recorded texttovoice recordingswith
different accentsto play your automated voicemail greeting. It offersa range of accents and

languages

Voicemail Greeting - Here you canchoose from a selection of greetings pre-recorded for the
automated voice toread out.

Both options allow you to play an example to understand how your voicemail greeting would sound.
Onceyou are happy with your selected greetings, press the ‘Save Voicemail Greeting’ button.

It is possible to record your own greeting. Select the Recorded Message option in the Voicemail Greeting drop
down list. Once selected, on your handset dial voicemail by pressing the voicemail button or by dialing 0333
0237999 and selecting Option 3. Then follow the menu prompts to record, review and save your own
message.

Top Tip

Note that if you have the Call Forwarding Always, or Call Forwarding on No Answer selected, this will
override Voicemail. Seethe One Number section below.

April 2022 Version 1.5 9



firstcom e@rope

b. One Number
Select ‘One Number’in the menu on the left-hand side. The graphic shows all the devices connected to the
One Number.
Onthe right-hand side you will be presented with two options. These fields allow you to divertyour calls to
different numbers.

CallForward Always-willdivert every calltoa One Number to a specified number, and

CallForward No Answer - willdivertcallsthat are not picked up by your devices set to One Number
to another number afterthe Call Time hasexpired. Thisis set in the Devicessection.

Q@ OneNumber

03330237060 Call forward always

Enter number

' Call forward no answer

c— G 07970099827

Device1483 Devica5179 1o0YsAndroid  JonysiOS

Tonys WebRTC

Top Tip

If you are concerned that your Universe mobile service may not always have sufficient broadband, why
not put your native mobile number in the Call Forward NoAnswer section and the call will be sent to you
GSM mobile if there is poor internet coverage.

April 2022 Version 1.5 10
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c. Fax

To send faxessimply select the fax button on the left-hand side.

Onceselected, upload or dragadocument in PDF formatinto the web browser and then add in arecipient
targetnumber. Press send and your fax will be sent.

Underneaththe send section a record of all of the sent faxeson Universe will be logged.

When you upload a PDF, new fields will appear so that you canfill in recipients (with memory), Number to
send fromand a send button.

Send fax

Upload PDF

-ordrop it here -

Outgoing faxes

Search Q

From Recipient Sent w Status  Filename

03330237019 01613307326 14:35 21/05/2020 Sent Test Fax from Telesis.pdf

Send fax

Filename: CounterPath.pdf R,

Y Filesize: 5.46 MB Recipient

L-Ei [ "]

Outgoing faxes

Search Q
From Recipient Sent » Status Filename
38422101 70106601 13:4513/05/2019  Sent  Testaf fax.pdf
38422101 8741119 13:3513/05/2019  Error  Test af fax.pdf
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d. Mailbox

Onthe left-hand side of the services page, you will see a mini menu called Mailbox. In the headings beneath
here you will be able to accessthe voicemails, faxes and recordings that you have received and made.

For example, to accessand view the list of received faxes, simply click the Fax button.

0 & &

Devices Services Phone book

& Services &= Faxes
VOICEMAIL SETTINGS [ (
| 10 v | faxes per page Search
ONENUMBER Q9 . . .
From Received v Speed Remotestation Functions
FAX
a8 Hidden number  10:42 13/02/2018 14400 B Open & Download = [@ Delete
& Mailbox '
Hidden number  16:37 12/02/2018 14400 B Open & Download = (il Delete
VOICEMAIL (=]

« « 1 » »

£
©

RECORDINGS

@

Onceclicked you will be presented with alist of all of the faxesthat have beenreceived on Universe.Onthe
left you will have all of the details about that Fax and on the right, you will have some function buttons. To
open, download or delete afaxclick on the appropriate button. Voicemails workin a similar way. Note that on
the applications and on fixed handsets, voicemails can be retrieved aswell.

Toaccess and view a list of recordings you have made using the ‘call record’ option on your Firstcom provided
device, click Recordings. All personal voicemails, fax’sand recordings are not visible to your system
administrator

e. CallRecording (On Demand)

Firstcom’s Cisco and Yealink devices support on demand callrecording.

On the Cisco phones, to use this feature, whilst on acall, press the button below the three dots on the bottom
right-hand side of the Cisco screen. Then press the Record button. Once pressed a notification will pop up
saying: “Recording has started”. This call is now being recorded.

To stop recording, simply hit the same three dots, followed by the same Record button or hangup the call.
To access these recordings, login to your Universe account via: www.selfcare.voip.co.uk

Oncelogged in click ‘Services’ in the top menu, followed by recordingson the bottom left-hand side. You will
then be presented with the following screen:
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& Services @g Recordings
VOICEMAIL SETTINGS 2 .
10 v | recordings per page Search
ONENUMBER
¢ From To Name Recorded v Length Functions
FAX e
Me 07435445470 16:4330/04/2018 00:00:09 > Pay & Download i Delete
3 N
= Mailbox Me 03330237027 14:2227/04/2018 00:00:24 > Play & Download @ Delete
NCICEMAT a Me 07513875710 14:2127/04/2018 00:00:21 > Pay & Download @ Delete
FAX -
«lela]s]m
RECORDINGS ¢

You will now see your saved on demand callrecordings. Onthe right you will see a series of function buttons.
To listen to a recording press play, to download a recording press download and to delete a recording, press
delete.

f. Call Recording (IVR).

IVR call recording needs to be set up by your Adminusing the Firstcom dragand drop VR system. Tolearn
how toset up IVR call recording, pleaserefer to the Administrationguide. Firstcomalso has Call Recording
Pro which canbebought as an add-onand recordseachcall.

iv. Phonebook.

To get into Phonebook select the Phonebook option in the top menu of the Selfcare page.

Tony Robinson ¥

E Phone book B Contacts

Create contact 4 Upload contacts & Deleteall W

‘ 10 v icontacts per page Search Q
First ~ Company
name Lastname Number E-mail Company contact

Ray  Abrahams +441779690334 DLITSolutions H
Ben  Alt +4917644447777 Teleforte
Alex Andrascu  +447541777753 Intellix [::]
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There are three types of entry in the Universe phonebook;
a. theend User entries
b. subscriber (usersin the system) entries automatically added for each subscribing company

c. Administrator added Universe and non-Universe entries.

First name * Middle name

Last name ™ E-mail
Company name

Phone number * Number type

| Work number v | -
Addanumber <

= This User Guideis for End Users. Inthe Administrators User guide are the details for how
Administrator entries are added.

= Toaddanew Contact, press the Create contact button. Once clicked this will pop up with some
fieldsto be completed and then press “Create contact”. This will add the contact to the user's
view of the phonebook only. Note that you must add the country code for eachentry. Inthe UK
this is +44 before each phone number. Do not put spacesbetweendigits.

= Todelete aContact, press the red delete contact button on the right-hand side. To edit a
contact, click the name of the contact.

Top Tip

You must add the emailaddress of a contact if you wish to contact them with the video conference
service “Meeting Space”
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You can also upload an Excel spreadsheetto your personal contacts. You can do this by clicking
“Upload Contacts” in the top line. You candownload a sample spreadsheetto complete. Once
completed you canupload the spreadsheetin Excel formatto the system. This will import all of
the contacts on the sheet. In this function, the Excelsheet will help/guide the user getting the
right information into the right columns by validating the input. Do not forgetto add +44 and
make sure there are not spaces betweendigits in the phone numbers.

* File formats supported: xlsx, xIs (Excel)

* First row is always ignored (your header row)

* First name, last name, and a minimum of 1 phonenumber is required
* Columns must be in the order as shown below

Choose file (Excel) B

Download sample file

A B c b E F G H
1 |First name * Middie name Last name * C Email Ph * Ph Phonem
2 |Rosy Hagan Signet Inc rosy.hagan@signet.co.uk | 016329600807 498214609330

3 |Kenneth  |T. Huber Steelwaorks Mix " 01632960082" 01632960083 01632¢
4 | Madalene Roland mr@mail.co.uk " +4570204059

5 |Stuart Hutchens | Tidal Wave Systems " 01632960085 01632960085

3

€ Previous Next >

Version 1.5
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6. Universe for Windows and Mac

i. Beforeyougetstarted
Make sure you have a Universe account and that you know your Firstcom Universe Email and Password

b. Makesure you are connected to Wi-Fi

c. You will need to make sure your computer has a microphone that is active and has speakers, or you are
using a headset

d. Deleteany old versions of the Universe for Windows and Mac App

e. Makesure inyour Selfcare Portal => Devices, you do not have more than 3 Softphone connections
(including mobiles). Do not count fixed Business Phones.

f. Loginto your Universe Self Care portal (https://selfcare.thisisuniverse.io/) and go to the Softwareicon.

g. Select Universe Softphone for Apple or Universe for Windows

Phane book: Software IMeeting

[ Y - .
= Software & Universe for Apple

UNIVERSE FOR APPLE

UNIVERSE FOR ANDROID -

UNIVERS PHONE [J OFTPHONE 3

Universe Softphone for Mac &J

Click here to dovnload

Universe Softphone for iOS 1

Click here to downlosd - or use your mobile

UNIVERSE FOR WINDQOWS =
snd hesd over to the App Store Released: 24/04/2021

Version: 1.0.8

UNIMWERSE LEGAC FTPHONE &3

Universe Legacy Softphone for Mac TJ

Click here to dovnload

Released: C4,/02/2020

wour mobile

Release notes: Fix for ringtons

Meeting app fori0s
Click here to downlosd - or use your mobile

&nd hesd over to the App Store
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Starting the Download

a. Select either Download for Windows or Download for macOS (Apple) depending on your computer

T @ oo

April 2022

With a Windows device the downloaded file will appear in the bottom left-hand side of your screen.
Double click on the file once it has downloaded

If the file does not beginto install in Windows, go to your Download folder in Windows Explorer and
doubleclick on the downloaded file.

. Oncethe download has started, you may notice a new icon looking like a shield in your taskbar atthe

bottom of your screen. Click on this and you will see the question “Do you want to allow the programto
make changesto your computer”. Select“Yes”

Select the two check boxesthat appear: (i) Run Softphone and if you wish (ii) Select Desktop shortcut
You will notice an Orange Iconat the bottom of your screenwitha “U” init.
Click onthe U and enter your Universe email addressand password.

With an Apple device, youwill get a bouncing Universe icon on your task bar. Whenthis has downloaded a
pop up will appear. Double click the softphone icon and the installation will begin. Acceptthat you wish to
open the App when asked and sign-in. The Dial Pad should then appear.

Softphone Applications

The Dialpad below should automatically appear on your screen.

@ Softphone — O *

O @ Start chat

Phone number

Dialpad
-
ABC DEF
; 5 5 _
Contacts ‘ 4 H 5 H 6 ‘
GHI JKL MNO
SRR
| PQRS | Tuv | WXYZ
*

<

104

@

Universe

QUICK DIAL
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j. Toseeallthe full menu, select the three vertical dots and you will see Recents and Selfcare. (Alternatively
click on the full screenicon at the top right-hand side of your screenat the top).

k. Itisagoodideato gointo the “Settings Icon” (i.e.the Cog) and select Sound and then scroll to the bottom
of the menu and activate Echo Cancellation

l. If youwould like your Universe Softphone to start automatically when you start your computer, goto
Settings (Cog) => Controls => Launch atLogin

Creating a Quick Dial list
a. The ability to see if a colleague is busy on their Universe phone (i.e. their “Presence”) is only possible if
they arein the Quick Dial list. You cannot see the Presence of non-colleagues

b. Tocreatea QuickDial list of numbers you call the most frequently, goto the Universe list and selectthe
person you wish to put on Quick Dial, by typing in their name in the top searchfiled.

c. Selectthe o icon in the top right-hand corner.

d. The following pop up will appear.Slide the “Enable BLF” (Busy LampField) to the right and “Save”

e. The namenow appearsin the Quick Dial list

f. Todelete aname,goto Quick Dial and right click the name => Delete

Making Calls

There are three ways you can make a call. Keypad Dialing, Click to Dial, Internet Number Copying, Contacts
Dialing or Recents

a. Keypad Dialing

= Select the greenDialpad button on the screen and select numberseither by using your mouse or your
computer’s keypad. Tokey in the numbers using your computer, first click on the blank area above the
numberson the screenkeypad whereit says “Phone Number” and then commence typing the numbers.
(There must be no one listed in the searchbar). Once the numbers have beencompleted press the green
phone button to place the call.

b. Clickto Dial

= Todialanumber you see on the internet, click on it and then select Softphone in the index of choices.
This will become your standard click to dial number on the softphone from now on. The number clicked

will then be called. (Note that the number in the internet has to enable click to dialfor this function to
work)

c. Internet Number copying

= Ifyousee a phone number online and wish to dialit, highlight the number on the internet, copy and paste
it into the area above the Dialpad numberson the screen. Then select the greenphone button.
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d. Contacts Dialing

= Toselect a numberfrom Contacts you will note that upon pressing this key, two headingsappear below
the Dial Pad. These are Quick Dial and Universe, both are addressbooks.

= |fyouselect Contactsfrom the Universe option, you will see contact details stored in your Phone Book
in the Selfcare Portal, including the ones that you have added here yourself, and display these in
alphabeticalorder. Note, you cannot add extra Contactsin the Softphone, they must be added inthe
Selfcare portal (https://selfcare.thisisuniverse.io/)

=  Next,select the relevant person and their detailswill appear on the right-hand side of the keypad. From
here just click on the little greenphone on the right-hand side of the softphone and the call will be made

e. Recents Dialing

= By selecting “Recents”, and choosing a Contact, alist of numbersthat you have called, or that
have called you, is displayed and the time of the call. The orderis from oldest to most recentas
you move down the page.

= By selecting the black phone at the top of the screenalongside the person’s name, a call is
originated

Top Tip regarding previous calls

For more information go to your Self Care Portal and select the “Me”icon. This will also include calls
from your other devices, whereas this Universe for Softphone App only includes calls from this device.
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v. Whenyouareonacall

Universe enablesyou to accessa range of features whilst ona call.

Personbeingcalled ———» TR -_rony. ' () @ e O« Mue
B Party ® O 025 T
DonotDisturb —» @

Lal

o DTMF
Dialpad .

1 ‘ ‘ ABC ‘ ‘ DgEF ‘
contacts G4HI ‘ ‘ JEL ‘ ‘ Mﬁ(}

< Called Person'siconor

‘ 7 H 8 H 9 ‘ Photo“B Party”
Recents | PQRS | Tuv | WXYZ

©

@

Selfcare

Tony <« B Party

OTMF Mode m 07970099 <« BParty’s phone number
. Ofﬁ* Put B Party On Hold
A — EndCall

QUICK DIAL Speaker Choice

JC  Julie ¢
Settingg —— > {é}
ot &
[ [
Quick Dial List ConfCall Transfer call options

a. BPartyisthe person beingcalled and their phone number

b. Put onHoldiswhen a calleris provided with music instead of being able to talk with the other party

c. End Callisto stop the call once you have finished

d. Muteistosilence your microphone

e. App Size Min /Max - adjuststhe size of the app and detailson the screen

f. Attend (transfer)iswhen you pass anincoming call to another person or group, and announce the call to

the person receiving the call. The incoming caller will hear music on hold

. Blind (transfer) iswhere you transfer a call without notifying the receiving party of the transfer

Add Call allow callersto be added once on the call to create a conference. Youwill need to add the
additional phone number in the keypad or searchfor their name in the filed alongside the Do Not Disturb
icon

Do Not Disturbmeans that your phone will not ring, though it does not appearin Presence
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vi. Presence
=  “Presence” allows you to see which colleagues are busy or not on their Universe phones

= Youwill know if they are busy because you will notice that there is a greenbanner above their
name with “On Call” written on it. In this case they are using their Universe service already. In
the diagrambelow, Julieis on a call. To see this, the person must be in your Quick Dial list.

0 @ Start chat

Phone number

(2]
= [allz &)

|

- |
S

=

|

PQRS TV
Recents
e L2 *]
= [ = .
QUICK DIAL
* Julie

April 2022 Version 1.5
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Call PickUp

= Youcan pick up calls that areringing on the phones of your colleagues with Call Pick Up.
= Touse this feature, make sureyour colleagues are on your Quick Dial list as described above.

= Nextgoto Administrator view (or have your Administrator do this) and select: My Company =>
Call Pick Up Group => Name (select a name for your group) => Add Members=> Save

=  Whenyour colleagues phone rings it will say “Ringing” as shown in the diagram below.

= Selectthe [/':'?:..\] greenicon alongside their name or number and you will have Picked Up
their call. g

0 @ Start chat

Phone number

1 2 3

_ _ ABC _ DEF

Contacts J 4 | [ 5 | 6
GHI _ JKL _ MNO

7 8 9
Recents | PQRS _ TUV . WXYZ
5 ) ¢ i

o | ‘ -

QUICK DIAL

IR RINGING . .:-5?:;.

Tony -

Selfcare in the Softphone App

@)
o
@)

By clicking onto the Selfcare icon you are takento range on choices and information categorized into
MyGroups, OneNumber, MyDevices, Voicemail. Itis in the same formatas the Universe for Mobile
Selfcare. Any changesyou make fromone devicein the Selfcare pagesof the Softphone App will be
reflected in the Universe Softphone for Windows and Mac, and the Self Care Portal. You must SAVE each
change

“My Groups” whichallows you to;
Sign Out or Sign-In to groups that your administrator has allowed you to join
Changethe IVR flows if you are an Administrator

“One Number” (the number shared for eachdevice), allows you to;

Choose which phone number Call Forward Always for your One Number should be directed toward
Choose which phone number Call Forward No Answer for your One Number should be directed toward
If you leave this blank, calls will ring and will then route to your Universe Voicemail if enabled
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Do not forgetto select “Save”

O
=  “My Devices” which allows you for each device to;
Choose how long before a called number goes to voicemail for eachdevice
Select which Caller ID is to be displayed (if available) for outbound calls or One Number is used for each
device
o  Choose which phone number Call Forward No Answer for your One Number should be directed toward
by device
= “Voicemail”allowsyou to listen to and delete Voicemails and switch the Voicemail service off
o  Voicemailis either on for all devicesor off for all
® Softphone - m]
© < o
& o ao
1 2 3 My Groups ‘OneNumber My Devices Voicemail
° ABC DEF
Ditpa 4 3 6 My Voicemails
8 9 Use voicemail
Contacts PQRS UV WXYZ
. ) On
* 0 #
Recents 22/02/2021 17:37 | Message from Chris Walters .7 | Delete
N
P . )
Selfcare -
Q search 22/02/2021 13:16 | Message from 0333 023 22565 J| Delete
e 00:00 @ 00:07 °
QUICK DIAL UNIVERSE
S 2
15/02/2021 12:49 | Message from 07766081822 J| Delete
A1 Acrobits 1
. (2 o
00:00 @ 00:47
Q A2 Acrobits 2
12/02/2021 14-A7 | M from 023302207245 I Daleta
iX. To Exit Universe Softphone for Windows and Mac
=  Gotothe bottom of your screen to see the taskbar
= Rightclick on the smaller “U” symbol.
= Select Quit
Show Softphone W
>
Sl 12:51
D EH O

a. To Restart
= |fyouwantto restartthe softphone immediately, goto the Microsoft Start Menu on the bottom left

corner of your screen and select the application

April 2022 Version 1.5
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7. Universefor Mobile - Android and Apple iOS

i. Beforeyou getstarted with Android

rope

a. Makesure you have a Universe account and that you know your Firstcom Universe Email and Password

b. Follow these steps if you have an Android mobile phone. (Instructions for Apple phones are below this)

c. Loginto your Universe Self Care portal (selfcare.thisisuniverse.io) => Deviceswith your computer. Delete
the Universe Softphone devicesthat you donot need (see below), until you have two (or less). The

downloaded Appfor your Android device will bring this up to three which is the maximum.

d. Youmay need to know your Play Store Username and Password to download the application

e. Makesure you are connected to Wi-Fior 4Gor 5G

CHCHCRES e e

v  devicesper page

Type

Cisco7861

Cisco8841

IP Telephone

Microsoft Teams

Universe Softphone

Universe Softphone

Universe Softphone

Name

Device 1483 Work

Device 3468 Home

Device 3048

Device 5427

Tonys Android

Tonys WebRTC

Tony's Windows 8.1

Hardware identification

00:AF:1F:C1:71:F7

2C:31:24:6A:C9:31

SIP_WZKJIZPWQG

SIP_HWRRFUZXKF

April 2022
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ii. Downloadingthe Universe Softphone for Android

a. Gotothe Play Store on your Android b. Download the softphone by selecting Install
mobile phone. Type in “Universe

. When complete select Open, add your Firstcom
Softphone” in the searchbar and select.

Universe emailaddress and Password in the boxes

provided.
P FC T 447581601
& Q ¢
Q Universe  CXIED| Qniverse Softphone

Softphone
ThislsUniverse ApS
In-app purchases E-Mail ‘

3] Password ‘

PEGI3 O

Install _

: °— =~ -
[ =

s o- O | (=
.. o= <« — 27
“ v v lle— |le=—
(-] 3 0 o

About this app >

d. AnswerAllow, OKor Nextto aseries of
questions that arise on the screen
about; using your microphone, record
audio, telephony features, manage
phone calls, read contacts

“Softphone” Would Like to
Access Your Contacts

It will let you make calls to people in
your address book and in case you use

WebRTC or desktop app, you will be
able to see your mobile contacts there

as well. The address book will be
uploaded to our server, over an
encrypted connection.

Don’t Allow OK

April 2022 Version 1.5
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iii. Beginningto Call with Android

a. A Dialpad will appear when you open the application, and you will be
ableto start makingcalls if the word “Universe” is in the top left-hand
corner ingreen letters

b. Thereare two sets of Contacts, “Universe” - for company contacts and

c. “AddressBook” - for the contacts on your phone.

d. Theicon with the square orange box with the “U” and Softphone 4 5 é
beneathit is your Universe for Android application.

/ 38 9
* 0 #
Ul (@) <
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iv. Downloading Universe Softphone for Apple

rope

Make sure you have a Universe account and that you know your Firstcom Universe Email and Password

b. Youwill also need an Apple phone and know your Apple ID Username and Password to download the app

fromthe app store

c. Loginto your Universe Self Care portal (selfcare.thisisuniverse.io) => Deviceswith your computer. Delete
the Universe Softphone devicesthat you donot need until you have two (or less). The new download on
your phone will bring this up to a maximum of three.

d. You must have a dataconnection, either Wi-Fior 4Gor 5G

10

€)

el T &

v |devices per page

Type

Cisco7861

Cisco8841

IP Telephone

Microsoft Teams

Universe Softphone

Universe Softphone

Universe Softphone

Name

Device 1483 Work

Device 3468 Home

Device 3048

Device 5427

Tonys Android

Tonys WebRTC

Tony's Windows 8.1

Hardware identification

00:AF:1F:C1:71:F7

2C:31:24:6A:C9:31

SIP_WZKJIZPWQG

SIP_HWRRFUZXKF

Settings O
Settings

Settings -

Settings 0f

T
X
X

|| || e}

April 2022
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Starting the Apple Download

Gotothe App Store on your Apple
mobile phone. Type in “Universe
Softphone” and select.

scoco 02-UK F 12:17 @ 4 3§ 80% M

Universe
Softphone
ThislsUniver...

—

1 2 3‘
5 . !

4 5 A = T L |
3 ol -
=4 & -1
A 00 =
: b 1

° e-c_ L ]
'T1T FPrFIETT TR

Answer Allow or OK to a series of
guestions that arise on the asking you
for accessto your Notifications and
Contacts.

“Softphone” Would Like to
Access Your Contacts

It will let you make calls to people in
your address book and in case you use

WebRTC or desktop app, you will be
able to see your mobile contacts there

as well. The address book will be
uploaded to our server, over an
encrypted connection.

Don't Allow OK

April 2022 Version 1.5

Download the product by pressing the
down arrow (pressing GET), and wait for
the perimeter of the circle to complete.

Click onthe app and type in your
Firstcom emailaddressand Password to
signin. Wait for the app to download

Qniverse Softphone

E-Mail ‘

Password ‘

28
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vi. Beginningto Call with Apple

a. A Dialpadwill appear and you will be
able to start makingcalls. It will ask to
accessyour microphone.

b. If the word “Universe” in the top left of 1 2 3
the screen has green letters, you can = =5
start makingcalls

& . 4 5 6

c. Thereare two Contact lists, E gl A
“Universe” - for company
contacts “Address Book” - for the ,7 .8 9 ”
contacts on your phone

* 0 #

The icon with the square orange box with
the “U” and Softphone beneathit is your
new Universe Softphone app on one of
your mobile phone’s home screens.
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vii. Home Screen Icons

The function of the icons presented on the screen are indicated in the diagram below. Inmost casesthe Apple
and Android softphones work similarly, but on occasions there are differences, as specified below.

1013MEE .

Quickdial E
2 )

4 5 4 5 6
Contacts E

I‘Q7li5 1[,8\.- W?Z ‘7‘ 8 9
Selfcare

% 0 # * 0 #
- ol e o

i 0 < w O # & @
Status Quickdial  History  Keypsd  Contacts:  Selfeare

Android (icons above) Apple (icons below)

a. The Keypad E

Calls are made fromthis screen by selecting digits from the dial pad and then by pressing the greencircle at
the bottom. If you are calling a phone number that already existsin either your native phone contacts or your
Universe contacts, the name of the person will be displayed aswell as the number you havedialed.

b.
c. Contacts

Select the Contacts icon and you will notice the words “Universe” or “Address Book” at the top of the screen.
Depending on which you click, you are able to choose betweenthese two contact lists, both of which are
availablefrom your mobile phone.

e ToSearchfor a person, choose whether they are a Universe Contact or a contact fromyour
Addressbookin your phone, select the (Magnifying Glass) searchsymbol, enter their name.

e Select the person’s name and then you will have a choice of their numbers. Select the phone
symbol beside them to make a call. If the person has more than one telephone number noicon
will be shown instead you have to click the contact and select what number you want to dial.
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= Toenter a new contact on your Universe contacts list, go to selfcare.voip.co.uk => Phonebook
=>“Createcontact+".

= AddressBook Contactsin the App, sync with your phone’s personal (original) contact list.
However, they will only be used on the device you update, not the other devices connected with
your service, e.g. Universe for Windows or the selfcare portal.

= |fyouuse Google Contacts, it will sync with your personal list which in turn will sync with your
Universe applications Address Book (not the Universe Contacts) both for uploading and
downloading. To upload a new address - go to the Contacts icon => press the Add button and
enter the name and contact details of the new contact. It may take a couple of minutes to
synchronize with your other devices that are using Google Contacts

d. Quickdial - Android

This allows you to store your frequently called numbersin one place. (See screenshot below)

o Toadd ONE contact fromone of your lists, first choose the correctlist.

Select the Quickdial Button
o Selectthe Add button

30 o Select the Add Person button
-

o Choose a person fromthe Contact list

Orfor your colleagues, The Busy LampField allows you to see when other Universe colleagues are on the
phone.

o Pressthe tick. This is now completed

Follow the instructions above. Before selecting the tick, slide the Busy Lampslider to the right. Then, select
the tick

Turning on the Busy Lamp Field allows you to see when other Universe customers are on the phone. (See
screen shot)

=  ToaddALLyour personal list favorites;

H Select the Quickdial Button => Select the three dots at the top of the screen=> Select “Import

n favorites”=> OK
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e. Quickdial - Apple ﬂ

This function allows you to store your frequently called numbersin one place.

To add ONE contact fromone of your lists select the Quickdial Button =>
Select EDIT at the top of the screen

° = Selectthe Addbutton

n = Select the Add Person button. Select the correctlist. Searchthe

contact to you wish to add and selectthem. Press Save.
Title

ORfor your colleagues Phone Number

= Select the person fromthe Universe contact list

Busy Lamp Field

=  PressSave

The Busy LampField allows you to see when other Universe
colleagues are on the phone.

Follow the instructions above. Before selecting the tick, slide the Busy
Lampslider to the right. Then select the tick Cancel

Turning on the Busy Lamp Field (See screen shot) allows you to see
when other Universe customers are on the phone.

f

g.. History n

= Select the History Button and you will see all the numbers that you have called, the numbers that have
called you and the time of call. (See screen shot below)

= Qutgoing calls arerepresented by an arrow going up and right. Incoming calls are represented by arrows

going down and left
= Youcancall the people on the list simply by selecting their name

= Toobtaininformation aboutthe caller, such ashis phone number, press the Information button on the
right-hand side of the screen. (OnApple phones this may be blank space). The duration of the call is also
presented

= By holding your finger on the name, three options are presented: Call, Callvia GSM, Copy Number

h. Status -

= |fthereis agreendot at the top of the screen and Universe is in greenwriting, you are able to makea call

using the Universe platform. If the color is not greenyou can make a call using GSM.

April 2022 Version 1.5
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Quickdial History |ESvpspe:

* * O
» Craig
i % [WORK |
Q Andreas *’dc‘;m: (oR
ey ¥  +467398648
o Julie [ Craig
Outgoing 7  Lwoxd
or Qg Craig
e Christian incoming (WoR
e G Sharer
Anthony Type of 2 ¢ ‘JUIIe‘ -
phone .
e Per called Q@ ("“"e
@ ¥ +461077700
6 Tom OFF CALL Add —
Button € Ll
x/
‘ < +4478637640
«» Marko
I 0 < I

@]

2GS
Allcalls Q
& © o
CANCELED
09:36 @
2 Calls 2
Yesterday @41— Information
Button
ANSWERED
Yesterday @
MISSED @ — Call not
Yesterday
answered
ANSWERED
Yesterday @
ACCEPTED
Yesterday @
ANSWERED
Yesterday ®
ACCEPTED
Yesterday @
2 Calls
Yesterday @
ACCEPTED
Tuesday @
ANSWERED ~
<

2>
i. Selfcare .

Within this Adminscreenis the ability to change the following functions: My Groups, OneNumber, My
Devices, Voicemail. Any changes you make fromone deviceinthe Adminpages of the mobile App will be

reflected in the computer Appand the Self Care Portal. You must SAVE each
changeasyoudoalong

= “MyGroups” which allows you to;
o SignOutor Sign Into groups that your administrator has allowed
you to join

= “One Number” (the number shared for each device), allowsyou to;
o Choose which phone number your phone will bedirected to for
“Call Forward Always” for your One Number

o Choose which phone number your phone will bedirected to for
“Call Forward No Answer” for your One Number

o Ifyouleavethis blank, calls can go to your Universe Voicemail

»  “MyDevices”which allows you for each device to;
o Choose the number of seconds before a called number goesto
voicemail for each device

o Selectwhich Caller ID is to bedisplayed (if available) or One
Number for each device.

o Choose which phone number Call Forward No Answer for your
One Number should be directed toward by device

0945 B ® «

My OneNumber My Voicemail
Groups Devices

OneNumber (0333
023 7060)

Call forward always

: Number

All calls will be forwarded to this number.
Call forward no answer

) Number

Unanswered calls will be forwarded to this
number,

1] @] <

= “Voicemail” allows you to listen to and delete Voicemails and switch the Voicemail service off
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o Voicemailis either on for all devices, or off for all

For Android - For

By selecting the Settings icon you will be presented the choice of Refreshing your screen or alternatively
selecting Settings where you will be taken to the Settings screen(See below - Android is features, but Apple

j. Settings

has similar functionality).

m Apple

= Accountsetup-allows you to Edit your SIP account

= Preferences - givesyoua range of choices for setting up your service

Settings

ao LS

€ Settings

Account settings
6B  Account setup

Program settings

& Preferences

Information
® About
9  Usage

Share with friends

T A T7%m09:05

Provisioning

Reset Application

Preferences 1
o BN T

€ Preferences

Preferences 2

- BRI F A 71%E 0930

& Preferences

Preferences 3

& Preferences

Sound preferences

Ringtone
Use global setting

Sound
Number rewriting
Number rewriting

Incoming call processing

Network

QOther

Call forwarding

Contact sort order

Contact sort order
First name, last name

Other
Controls
Do not disturb

Troubleshooting log »

Writes log of network traffic and other
information useful for troubleshooting

Language
Auto (English)

Start video automatically »

DNS lockup

Usage

Talk times

This month 1 hr 52 min
Previous month 42 min 37 sec
Total 2hr35min
Call counts

This month 60
Previous menth 9
Total 69

April 2022

DNS lookup

Don't cache »

This will force a new DNS resclution of
the account every time the network
changes between Wi-Fi and mobile data
and also before every reconnect.

About - shows you the download version on your phone

Usage - Givestalk times and call counts for the month sofar

Share - withfriendstakesyou to existing media platforms such as Email and
WhatsApp etc. in your phone

Reset Application - clearsalldata, provisioning, themes and history

Version 1.5
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k. Chat 9

| Messages

m. Chat one-to-one with you colleagues within the app. Find the contact you wish to message and
press the chat bubble to start to type. You can also select the chaticon to see your messages and
reply from here."

< ; Done

today

It's coming along well, it should be with
you at the end of the day! 11:28AM

afwle]r]T]v]u] i ]ofr

AIS[DIFIGIHIJ KL

280800000
Y

space
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viii. Types of Calls
a. Making a Call

Gothe Dial Pad or Contacts => Dial the number or select the person or organization => Press the phone
symbol=> your call will beginto ring. (You will note that there is one ring tone that is followed by another
differentring tone) => the call is then connected => you can beginto speak

b.
c. CallTransfer

Oncea call has beenconnected you will see the Call Accepted screenbelow. There are two types of call
Transfer,“Transfer” and “Att. Transfer”

= Transfer allowsyou to send the call to another phone number, but does not allow you to givean
introduction to the new called “B” party

Transfer

Callreceived => Answer Call=> Select Att. Transfer (First caller “A” hears music on hold) => Dial Pad appears
=> Keyin the number to which the call will betransferred “B”, or use Contacts => Press phone icon => A& B
will be automatically connected, and you will drop off the call

= Att. Transfer (Attended Transfer) allowsyouto send the call to another phone number but DOES allow
you to give anintroduction to the new B party.

Attended Transfer

Callreceived => Answer Call=> Select Att. Transfer (First caller “A” hearsmusic on hold) => Keyinthe
number to which the call will be transferred => Press phone icon => Speak to the new “B” caller => Press the
GreenTransfer button and A & B will be connected, and you will drop off the call

Call Answered Att. Transfer has been selected

A QBN T .448%0G18:09 Lo BN{C T 4 56% @ 10:36

Keypad Hold Keypad Hold

v + X v L X

Transfer Addcall  Att. transfer Transfer Join Att. transfer

> End call - X Cancel
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Call Conference (Join)

April 2022

Dial anumber fromthe Dial Pad or Contacts (you are party A) =>
the callis answered (B Party) => press the Add Callicon =>The B
Partyis put on hold => dial the second number (C Party) => Press
the GreenPhone button => call is answered => press the Join
button and all three (A, B and C) are connected.

If you select the “Split” function, then caller B will be put on hold
and you canconverse privately with caller C

It is possible to repeatthe above process and add more telephone
numbersto the call.

Version 1.5

BRIC T 4 56%E10:36

Keypad Hold

+ 5 X

Add call Split Att. transfer

<> End call
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8. MeetingSpace

i. Beforeyoubegin

. Makesure you have a Universe account and that you know your Firstcom Universe Email and Password

a

b. Makesure you are connected to Wi-Fi.

c. Onyour computer, log into your Universe Self Care portal (Selfcare.voip.co.uk inthe UK).

d. Checkthatyou havethe “Meeting Space”icon (see below on the right-hand side). If you do not, contact
your administrator. If youdo, you arereadytogo.

e. Ifyouarethe organiser of a meetingyou arethe “Host”, otherwise you are a “Guest”. Guests donot need

to be Universe customers, but Hosts do.

L & 8 & ¢«

Devices Services Phone book Software Meeting Space
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ii. QOrganizingan Instant Meeting

For organizing meetings on the spot

& Meeting Space

MY MEETINGS

ﬁ Create Meeting

CREATE MEETING
_ Name Pty Mee.tingt

il
[+ ]
E [ Name
Agenda
&
Add members ™

[ Select contacts or enter email ]

Auto-fill participants from template

[ Templates hd ]

Create and edit templates [#

a. Select Create Meeting from the left side of your screen

b. Name your meeting

Freetext field. Let Guests know to what this meeting is about. This field is shown on the mail invitation

c. Agenda (optional)

Createanagenda, this also will appear on the invitation

d. Add members

Guests will be available for selection once you start typing only if they have an email addressincluded in their
details in your Phonebook. For guests not in your Phonebook, type out their email addresses. Pressenter

after eachnew address

e. Auto-fill participants from template (optional)

If you have meetings with the same people severaltimes, then create atemplate. With a template you add
users and write emailaddresses only once and then select the template each time you need to meet with

them. These templates are editable

f. Select Create Meeting from the right side of your screen this Create Meeting B time

This will send out aninvitation to your Guests via email and upon clicking the link, see the screenbelow.
However, Hosts will go directly to the same screen, without the email.

April 2022
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g. To enter the meeting

Click on your name. If you are the guest, you will have to @ U N ive I'Se Space

wait for the host to open the meeting.

Continueas Your name or Logout

h. Your meeting will begin

iii. Control Icons

Move your mouse to the bottom of the screen and the maincontrol icons will appear. If you hover over the
icons the name of the icon will appear

Share Chat Leave Meeting Share Link for meeting

i o } !
m Q- Q 2 e
t 1 t t t

Raise / Lower Hand Mute / Unmute  Start / Stop Camera Toggle tile view More Actions
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iv. Organizinga Scheduled Meeting

If you wish to organize a meeting at some point in the future (Scheduled Meeting), follow instructions (i) to (v)
above.
a. movethe slider for “Schedule Meeting” to the right

b. Enter the date, time and duration and select “Create Meeting” and follow steps (vii) to (ix) above. Note that
with Scheduled Meetingsyou can make regular recurring meetings by moving the slider

In the example above, there will be aregular recurring meeting eachMonday at 10:00am for one hour

d. Whenyou createarecurring meeting, it will run forever. If you at some point need to stop the series of
meetings you can cancelthe recurrence

e. For Weekly meetings you can have as many recurrencesas you want to. There can be one for eachdayin
the week

f. If youarerunning a status meeting twice a day, youmust create two separate recurring meeting events.
One for the morning meetings and one for the afternoon meetings

ke .
B3 Create Meeting
Name your Meeting™* Schedule meeting
| ©
Agenda Starting date ™
lzozo-oma ‘ & l
Start tirme *
y [10:00 ‘ (L l
Add members ® Expected duration™
l [ = Tony Home ( tony.robinson8@totalise.co.uk) ] l [ 1 hour hd ]
Auto-fill participants from template Recurring meeting
I Templates b l ()
Weeldy Maonthly
Create and edittemplates [# o
Man Tue Wed Thu Fri Sat Sun
Create Meeting @
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g. Tryingto keep Monthly recurring meetings as simple as possible, monthly meetings arelimited to a day of
the week in the first and last week of the month

h. Both Guests and Hosts must accept their invitations for the invitation to appearin their Calendars.
Universe supports Google, Outlook and Apple mail calendars. Notifications in the email includes; Name of
Meeting, Agenda, Time and Host. The host will be automatically notified.

i. If youuse Outlook, youwill haveto select the icon on the left side of the email and select;
Arrowdown =>Open=>Yes=> Accept.

Creating a template

a. Select the “Creating and editing Templates” button (see diagramin section 4in red)
b. Ifitisanew template give the template a name

c. Addtemplate membersby either the drop-downlist by typing part of their name and selecting.
Alternatively type in their emailaddressbut donot forget to press enter after each typed email address

d. Select“Saveasnew template”
e. If atemplate needs tobe modified, selectit fromthe drop-downboxin the “Templates” field

Add template membersby either the drop-downlist by typing part of their name and selecting.
Alternatively type in their emailaddressbut donot forget to press enter after each typed email address

g. Save“Updateselected template”

April 2022 Version 1.5 42
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My Meetings
By selecting the My Meetings

b. the upcoming meetings you host

e@rope

GS i i
MY MEETINC ] icon, you are ableto view

c. By selecting “Starting”, the order of the meetings changesfrom latest to earliest and vice versa by
selecting again. Note that filters canbe applied to searching for the This Week or for meetingsin either the
next or past 30 or 90 days. Youcan also search for the name of a meeting

d. Onthis pageyou cansee who will attend and when. You can start your meetingsfrom here

e. Ifyouaddor subtractmembers,only they will be notified. On the contrary, if you change a schedule, or

cancela meeting, all Guests will be notified

f. Acceptancesor rejections by Guests are not recorded here. This appearsin email responses.

g. Toseeif you are connected, toggle between My Meetings and Create Meetings. The platform will log you

off after a period of inactivity

ﬁ My Meetings

Julie Cax (juliecox@vaip.co.uk} {Guest}

sami@samisaacscreative-co.uk (Guest)

Editmembers &+
Edit scheduling

Cancelmeeting W

10 » |items per page This week {entire week) L4 ] [ Search ‘ Q ]
Starting + Name % Recurringy Members — =
Fri, Jul 3, Test @ Tomy Rohinson (bony robinson@firsboomeurcpe.com)
17:20 {Creatar)

Tory Home [tarnyrobinson3@totalise.co.ukd) (Guest) Editmembers &*
Fri, Jul 3, Mail Cut Tomy Rohinson (tore rohinsonv@firsbecomeurcpe.com)
13:18 {Creator) _
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vii. Moderator’s Controls

a. The speed of connection and other information about their connection can be shown for each person on
the call by going into the left-hand corner of their screen and selecting the greenicon

Connection: Good

Bitrate: | 2582 Kbpst 3014 Kbps
Packetloss: | 0%10%

E2E RTT: 57ms

Connected to: uks
Resolution: 960x540

Frame rate: 27

b. By showing Gallery View and selecting the three verticaldots in a Guest’s picture, the following controls
areavailableto the Moderator

= the Moderator canMute the Guest selected or
=  Mute everyone exceptthis Guest

2. = Kickthe Guest out of the call
&k Mute everyone else
= Sendthem a private message

é Kick out = |ncreasethe volume of the Guest’s voice

E Send private message

0 .

April 2022 Version 1.5
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viii. Features of Meeting Space

Oncea videocall has started there are many things that you can do to enhance your call.

a. Togglethe View

oo . . . .

oo There are two options available; Follow Me whichshows on the screen, in large format, the person
who is speaking. The second option is Gallery view which shows all participants on equal sized
screens

b. Sharealink

Click on the button and select Copy. Then go to your email client and in the body select Ctrl C.
Address the email and the Guest will be able to join your call

Selecting the Share button creates three options;
= Your Entire Screen - meansthat whatever documentyou are looking at, will
appear on the shared screen
=  Application Window - Meansthat you select the document you wish to share
=  Chrome Tab-allows you to share websiteson the video including audio
= Tostop sharing, click on the Sharing button again

E c. Shareyour screen

=  Some browsers, like Safari,donot support all of these.

tells the Host that you wish to speak

d. Raiseor Loweryour Hand
If you click on this button a little hand appearson the videoscreen with your face. It
e. Chat
By clicking on this button, you cantype a messagefor everyone on the calltoread and
respond to.
If youwish to send a private message. Goto Gallery View and click on the three dots on

the right-hand top corner of the person’s videoscreen you wish to speakto. Click on
“send private view”

f.  Mute/Unmute
Apartfrom muting or unmuting your microphone, you canclick on the down arrowand

select your devices. It allows you to check that both your microphone and speakers are
working

g. LeaveMeeting
Click onthe red button to leave the meeting. Note that even if you are the host, you will
not be able to close the meeting when you leave

h. Start/Stop Camera

Allows you to listen to a call without being seen, or alternatively to join as a video
participant.

oN
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i. MoreActions
Asyou select this icon, the following pop ups will appear

Choose a bandwidthsetting to suit your current
download speed availability

T vView full screen Show video and screen sharesin full screenmode
Find the addressof a view tube videoand pasteitin
the field provided. Sound is also heard by the Guest

The background behind the membersonthe call is
blurred

$X Settings Devices: Selection of camera, microphone and

speakers.

:23: Blur my background

More:Select whether callers enter the call with the
following settings: muted, hiddenand on follow
me

Language: Selectlanguage

All those on the call are muted by the moderator. Note,

they have to unmute themselves
This totals the amount of time that eachspeaker has
spoken for during the call

/1 View shortcuts . N .
4 The “View shortcuts” feature allows on letter selections

to performthe actions on lists on the Shortcuts menu

Mobile Access for Meeting Space

You canbea Guest on a Meeting Space call on your mobile phone, but you cannot be a Host.
Your invitations to meetings will be sent to your email addresson your mobile phone.

To download the Meeting Space App, on your mobile phone;

a. For Android Phones:

Select Playstore => Searchfor Universe Meeting Space => Install =>Open

b. For Apple Phones
Select App Store => Apps => Searchlcon =>“Universe Meeting Space” => Get > Install => Open

April 2022 Version 1.5
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Screen Popper

ScreenPopper finds customer recordsin CRMs automatically when they callin. It is an add-onfor the
Universe unified communications product.

Before you begin
You will need the following;
e AUniversesubscription
e ScreenPopper licence
e A Windows computer (Windows 8.0 and above)

e Asuitable CRMdatabase of customer information. These include; Salesforce, Zoho, Zendesk,
HubSpot, SuiteCRM, SugarCRM, Bitrix24

Downloading the Software
On the main menu go to the Softwareicon and select Universe for Windows

e Select ScreenPopper and download the software.

e Follow the downloadinginstructions and then Finish

Software

= Software R Universe for Windows

UNINVERSE FOR APPLE *
OFTPHONE &2
UNIVERSE FOR ANDRQID P

Universe Softphone for Windows &J

UNIVERSE FOR WINDOWS

Click here to dovwnload

Released: 24/04/2021

Version: 1.0.8

SCREEN POPPER &

Screen Popper for Windows &2

I Click here to dovwnload
a Released: 18/10/2021

Version: 1.0.37

April 2022 Version 1.5
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Settings
At the taskbar atthe bottom of your screen you should see two icons
Screen Popper Screen Popper
l L} Focusl B - i T 120%
16:33
® wWE 0 z ;
. W W ‘J D 7 ) ENG 01/12/2021 % )

If youright click on the right-hand side icon and select Popper Options, the following menu will appear.

O Small Popper Window |@ Pepper Cpticns ]
@ Medium Popper Window o Screen Popper Active
Large Popper Window
Q | Large Popp «] SignOut
O Automatic - No Popup i
0, Settings

@ Exit Application
Here you can choose the size of the Popper Card that will appear on your screen. Once the Popper Card
appearsyou can either click on it or use your keyboard by “Ctrl-Enter” to beginthe search.

Thereis anoption to have the ScreenPopper automatically search for customer records as soon as a call
arrives,evenbeforeyou have answered it “Automatic- No Popup” .

t, Incoming Call x
Dispayed is a medium sized “Popper Card” that will
Incoming call from appear on the bottom right hand side of your computer
Brian Jones screen
Firstoom Europe
+44 7970 099827
Settings
Account
Tony Robinsan

Popper

(O Small Popper Window

@ Medium Popper Window By selecting “Settings” you have the ability to choose to “Launch
) Large Popper Window the Application when Windows Boots”

() Automatic - No Popup
Startup

[] Launch Application when Windows Boots /

That'sit, you areready to go. Remember to log into your CRM to all the system to work
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