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How do I review  

my Directory?

1.	 Click the Directory Tab on Rogers Unison Soft Phone.
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2.	 (Optional) Sort the directory by first or last name.
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How do I make  

outgoing calls?

1.	 Click the Dialer Icon on the top left panel of Rogers Unison Soft Phone, 
enter the phone number to call and click the Green Phone Icon on the 
dialer to make an outgoing call.
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2.	 Below is how the outgoing call is displayed on the softphone. You can 
change the volume of the call, put it on hold or mute the call, transfer  
the call etc.
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How do I receive  

incoming calls?

1.	 Answer an incoming call by clicking the Green Phone Icon which appears 
on the soft phone when someone calls.
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- OR - Click Accept to receive incoming calls which show up on the bottom 
right side of your computer’s screen when someone calls.
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Which options are included 

in call settings?

1.	 Clicking the Settings Icon on the left corner panel opens a new window 
with options including Show my Caller ID, Ring My Numbers, Forward My 
Calls, Do Not Disturb, Call Waiting and 9-1-1 Address Management.
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How do I decide to show 

or hide my Caller ID while 

making an outbound call?

1.	 Click the Show My Caller ID tab under Call Settings and toggle  
Show My Caller ID to be ON or OFF.

05



8 Rogers Unison  |  Soft Phone  |  User Guide

How to change Ring My 

Numbers options

1.	 Click the Ring My Numbers tab highlighted in blue on the left panel of the 
softphone and then toggle the Ring My Numbers option to ON or OFF.  
You can create new Ring Settings or Edit an existing one.
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2.	 Select whether you want Simultaneous or Sequential ring settings, and 
add phone numbers as required. Once you add/remove phone numbers, 
please click the Save option in red.
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How to schedule  

Ring My Numbers

1.	 Click the Ring My Number tab under Call Settings and then click  
the Scheduling option on Rogers Unison Soft Phone.
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2.	 Toggle the Scheduling option to ON to setup a new schedule.  
You can also edit an existing schedule following the same procedure.
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3.	 Please select a name for the schedule, and select time zone as well as time 
of day and day of the week for the Ring My Numbers option.  
Once you have selected your options, please click Save.
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How can I forward my calls 

and schedule them?

1.	 Click the Forward My Calls tab under Call Settings and then toggle  
the Forwards My Calls setting to ON. You can also edit the existing 
settings. Also, you can toggle the Scheduling option to ON to  
setup a new schedule.
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2.	 You can edit an existing schedule or create a new one by clicking  
Add schedule.
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3.	 Please select a name for the schedule, and select time zone as well  
as time of day and day of the week for the Forward My Calls option.  
Once you have selected your options, please click Save.
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How to change  

Do Not Disturb settings

1.	 Click the Do Not Disturb tab under Call Settings and toggle  
Do Not Disturb to be ON or OFF. 
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1.	 Click the Call Waiting tab under Call Settings and toggle Call Waiting  
to be ON or OFF. 

10 How to set up Call Waiting
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How can I manage my 

emergency 9-1-1 Address 

Management settings?

1.	 Click the 9-1-1 Address Management Tab under Call Settings and  
click Edit to update your most likely physical emergency address.
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2.	 Update your most likely physical emergency address by entering the new 
address below including Street Number, Street Name, City, Province and 
Postal Code, and click Save.
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How do I use Pull Call?

1.	 While already on a call, you can move the call on the SoftPhone by clicking 
the Dialer Icon on the left panel of the SoftPhone, and then clicking the 
bottom right button on the dialer screen under the # sign and selecting  
the Pull Call option.
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- OR - While already on a call, you can move the call on the SoftPhone by 
clicking the Calls tab on the top panel of the SoftPhone and click Pull Call. 
You can also press Ctrl + P on your keyboard to move the call.


