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How to access the
Receptionist Console

1. Log onto Rogers Unison. Portal and click Launch Receptionist Client.
Please use Chrome as the Internet Brower to use the Receptionist Client.

[% Regers Self-Serve 3¢
- ' | @ https://unison.rogers.com :
=

0 ROGERS. 8 receptionistbnSBmailinater.com v | Frangais
Rogers Unison. My Call Settings Support 3 Live Chat

g
Welcome, ALEX COBBETT
You have just been added to your company's enterprise class phone service, giving you access to features that will

make staying connected to your customers and co-workers easie

Subscriber name : Phone : Dual persona : User Access 1D Extension:
ALEX COBBETT +1 (416) 500-5013 Not Available receptionistbrtS@mailinator.co 5765
m

‘‘‘‘‘‘‘ U

Receptionist Launch Receptionist Client
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Overview of the

eceptionist Console

1. Call Console for outgoing calls, placing calls on hold and transferring calls.

2. Conference Call panel.

3. Contacts. Search employees, add to favourites and display

all monitored employees.

N\
CALL CONSOLE 2 CONTACTS
(2 Enter Number o Q. SEARCH & Favouries  x g ENTERPRISE.. x|[ &g $ROUPCOM.. x |[ (& PERSONAL x (z QUEUES FTlT‘
. Beginswith | Al Mo Quick Search x@
No items to show
J Status Last Name * First Name & Number Extension  Mobile} Title Department * Notes.
|| O 111127127.69-00u Colaborate - audio ) Notes
) oS RREnIEne TIOSTOTO00T Notes
©  some3ns0HG Hunt Group +14033163150 Notes
(=] 6479650267HG Hunt Group +16479650267 Notes
@  7ossss1az3nG Hunt Group +17058881373 Notes
©  cosoressoian Auto Attendant +19059169501 Notes
Q@ e snL +15142453284 +12898305710 Notes
@  coseerr ALEX 5765 +14165005013 Notes
@ Haxs Tom +16046770541 9876 Notes
©  worreroEn seEROME +19057240821 3355 +14163055794 Notes
® INHOUSE - BUSINESS f _ +14169048415 Notes
©  meouse-susmEss f _ +16475026460 1234 +16474480696 Notes
N O wouse-eusiessi_ 16477489674 Notes
————— x ©  meouse-BusmEss f _ 8137 +16479838137 Notes
[~} JAMES. BLEDI +14389236076 3278 +16043609823 Notes
Notems to show Q@  noun KATIE +16134495302 Notes
@  Ruoe RICK +14169039913 4321 +14389236148 Notes
@  uccerteovi Hunt Group +19059040394 Notes
@  vokeportal Voice Messaging Group Notes
Q WILTON CAROLYN +12262206921 3456 +14389699345 Notes
J
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Check calling status of

monitored employees

1. Under the Contacts panel, check status of employees. Highlighted
examples shows red for the employee to be in a call and green for an
employee available.

CALL CONSOLE
Besnnm Q|

* 4165005013 (+14165005013)

~ CONFERENCE CALL

No items 10 show

=

Incoming Local 00:03

X

CONTACTS
Q. SEARCH 2+ Favouries x _ EUE T (G ENTERPRISE.. x |[ & GROUPCOM.. x || (& PERSONAL x| (z QUEUES 'ITiF
Beginswin (A1 Fla Quick searcn X0

status Last Name * First Name * Number Extension  Mobile Title Department * Notes
Q 1111127127_GP-Defau Collaborate - Audio Notes
(=] 306404000448 Auto Attendant +13064040004 Notes
Q@ 4033163150HG Hunt Group +14033163150 Notes
©  6479650267HG Hunt Group +16479650267 Notes
©  70s8881373HG Hunt Group +17058881373 Notes
©  sosorsosoraa Auto Attendant +19059169501 Notes

( @®  cosee ALEX 5765 +14165005013 Notes )
A d ore
©  HorrERDEN JEROME +19057240821 3355 +14163055794 Notes
@  mwHOUSE - BUSINESS F _ +14169048415 Notes
@  mwousE - BUSINESS +16475026460 1234 +16474480696 Notes
©  mwouse-BusmEss i _ 16477489674 Notes

( (-] JAMES BLEDT +14389236076 3278 +16043609823 Notes
@  ruoe RICK +14169039913 4321 +14389236148 Notes
©  uccerTGoVL Hunt Group +19059040394 Notes
@  Vokeroral Voice Messaging Group Notes
@  wuron caroLvn +12262206921 3s56 +14389699345 Notes
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How to place calls to

directory users

1. Click the employee under Contacts you want to call and place

a call by clicking the CALL icon.

CALL CONSOLE 1 CONTACTS
B O |9 seARCH 2 Favourtes x g ENTERPRISE. x |3 GROUPCOM. x | (& PERSONAL x| (3 QUEVES x[[s]<]
Begins with [All Fla Quick Search |x@
No items to show

Status Last Name * First Name Number Extension  Mobile Title. Department * Notes

@ 1111127127_6P-Defau Colaborate - Audio Notes

© 306404000488 Auto Attendant +13064040004 Notes

@  sommensonc Hunt Group +14033163150 Notes

Q@ sar96s0267HG Hunt Group +16479650267 Notes

@  7osses1373mG Hunt Group +17058881373 Notes

@  soser69501a8 Auto Attendant +19059169501 Notes

@  coseerr ALEX s7e8 +14165005013 Notes

s o TTe067 70501 576 Toies

@  HoFFERDEN JEROME +19057240821 355 +14162055794 Notes

 CONFERENCE CALL X @  mwouse- BusINESS  _ +14169048415 Motes

T ©  meiouse - susimess +16475026460 1234 +16474480696 Notes

©  mwouse - Business | _ +16477489674 Notes

©  mwouse - BusINESS | _ 8137 +16479838137 Notes

@  ames BLEDI +14389236076 3278 +16043600823 Notes

@  noun KATIE +16134495392 Notes

("] RUDE RICK +14169039913 4321 +14389236148 Notes

@  uccercovt Hunt Group +19059040394 Notes

@  vokeroral Voice Messaging Group Notes

@  wmron caroLvn +12262206921 3456 +14389699345 Notes
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How to place calls to
other numbers

1. Enter the phone number in the Call Console and dial.

Y
CALL CONSOLE 23 CONTACTS
o 10 |2 ) SEARCH & Favourtes x| (EENERCIITTRE] () ENTERPRISE  x |43 GROUPCOM. x || (4 PERSONAL x| (3 QUEUES x| [,[~]
Atezssn £ l Begnewn (A1 Fla Qi saaen x@
NG Tems 1o Show
satus  LastName * First Name * Number Extension  Mobile Tive Department Notes
@  1111127127_Gp-Defau Collaborate - Audio Notes
© 306404000424 Auto Attendant +13064040004 Notes
@  a0mmeansonc Hunt Group +14033163150 Notes
©  e479ss0267HG Hunt Group +16479650267 MNotes
@  7osess1373HG Hunt Group +17058881373 Notes
©  sosere9soraa Auto Attendant +19059169501 Notes
Q@ eu oL +15142453284 +12898305710 Notes
@  coseer ALEX 5768 414165005013 MNotes
N @ raws Tom +16046770541 9876 Notes
i ©  vorreroen JeROME +19057240821 3355 +14163055794 Notes
CONFERENCE CALL x [~} INHOUSE - BUSINESS F _ +14169048415 Notes
R @  INHOUSE - BUSINESS | _ +16475026460 1234 +16474480696 Notes
@  mHoUSE - BUSINESS F _ +16477489674 MNotes
©  mwouse - BusmESS | _ 8137 +16479838137 Notes
@ ames BLEDI +14389236076 3278 +16043609823 Notes.
Q@  nouw KATIE +16134495392 Notes
@  Ruoe RICK +14169039913 4321 +14389236148 Notes
@  uccerrcov1 Hunt Group +19059040394. Notes
@  vokeporal Voice Messaging Group MNotes
©  wuton CAROLYN +12262206921 3456 +14389699345 Notes
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How to transter calls
(Cold Transter)

1. When on a call, you can transfer them by either clicking the Transfer
option in Call Console, or click the employee in the Contacts pane you
want to transfer the call too and click “TXR”, or simply click the call in
call console and drag it to the employee in the contact list.

CALL CONSOLE 2 CONTACTS
Wacosest O | o o SeARCH & rovoutes x| IEREEE ) @ ENTERPRISE. x| &3 GROUPCOM. x || (4 PERSONAL x|| 3 QUEUES x[u[s [~
> Begiswith | Al ~la | Quick Search x2
2892443149 (+12892443149) Active 0119
Status Last Name * First Name ‘Number Extension  Mobile Title Department Notes
= © 1111127127 _ch-Defou Cotaborate - Audio Notes
© 305404000488 Auto Attendant +13064040004 Notes
Q@  soamsusmc Hunt Group +14033162150 Notes
Q©  6479650267HG Hunt Group +16479650267 Notes
@  70sess1373HG Hunt Group. +17058881373 Notes
©  sosersesoran Auto Attendant +19059169501 Motes
Q@ e L +15142453284 +12898305710 Notes
o COBBETT ALEX 5765 +14165005013 Notes
[~} HANKS Tom +16046770541 9876 MNotes
©  HorreRDEN JEROME +19057240821 a5 +14163055794
- n o) | @  INHOUSE - BUSINESS _ 414169048415 Notes
* CONFERENCE CALL x N
R ©  mousE - BUSINESS £ _ +16475026460 1234 +16474480696 Notes
PSS @  mwouse- BusINESS § _ +16477489674 Notes
©  mmouSE- BUSINESS £ _ 8137 +16479838137 Notes
@ ames e +14389236076 3278 +16043609823 Notes
@  wouw KaTIE +16134495392 Motes
@  ruoe RICK +14169029913 4 +14209236148 Notes
Q UCCBRTGOVL Hunt Group +19059040394 Notes
Q Voice Portal Voice Messaging Group Notes
Q@  wuron caroLYN +12262206921 3456 +14389699345 Notes
D
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How to transfer calls
Warm Transfer

1. You can place an existing call on hold for a warm transfer by calling
another number and then click the “TXR” Consultative Transfer option.

#  CONTACTS
Q SEARCH & ravourtes x| [EENCUETCEE] (] ENTERPRISE.. x || 4§ GROUPCOM.x || (4 PERSONAL x | (3 QUEUES x| .] »l=]
Begnwan [A1 Fla Quick searcn x@
Active 0119 =
status  LastName * First Name © Number Extension  Mobile Tve Department & Notes
@  1111127127_6P-Defau Colaborate - Audio Notes
© 308404000428 Auto Attendant +13064040004 Motes
Q@ 03635086 Hunt Group +14033163150 Notes
Q@  earsesozemic Rer +16479650267 Notes
@  70ssss13anG Hunt Group +17058881373 Motes
Q 905016050144 Auto Attendant +19059169501 Notes
Q e L +15142453284 +12898305710 MNotes
@  coesem ALEX 5765 +14165005013 Notes
@ s oM +16046770541 %876 Notes
— » 12 ©  rorrERDEN JEROME +19057240821 3355 +14163055794 MNotes
~ CONFERENCE CALL x [~} INHOUSE - BUSINESS | _ +14169048415 Notes
P ©  mewouse-BusIESS | _ +16475026460 1234 +16474480696 Motes
©  mwouse - BusINESS | _ +16477489674 Motes
@  mewouse-susiNEss i _ 8137 +16470838137 Notes
@  ames BLEDI +14389236076 3278 +16043609823 Notes
Q@ NOLAN KATIE +16134495392 Notes
@  Rruoe RICK +14169039913 4321 +14289236148 botes
©  uccerTGov1 Hunt Group 19059040394 Notes
©  vokeportal Volce Messaging Group Notes
Q WILTON CAROLYN +12262206921 3456 +14389699345 Notes
Unavailable
( Incoming all
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How to interupt calls

1. When a monitored employee is on a call, you can go under Contacts,
click the employee in an “on a call status”, and click BARGE.

CALL CONSOLE 73 CONTACTS
Waesow O |@ Q searcH & ravoures x| [EEEIETIEEE] (g ENTERPRISE . x &3 GROUPCOW. x | & PERSOVA x| 3 Queuss x[[n]+]
> Begmawin Al o Quik Sewen x@
2892443149 (+12892443149) Active 0055
‘ Status. Last Name * First Name * ‘Number Extension  Mobile Title. Department * Notes
@  1111127127_GP-Defau Colaborate - Audio Notes
Q 306404000448 Auto Attendant +13064040004 Notes
Q@  somesons Hunt Group 14023163150 Notes
Q 6479650267HG Hunt Group. +16479650267 Notes
@  7osessiamG Hunt Group 17058881373 Notes
Q Notes
- BUBS UL Mot
@  coseemr ALex 765 +14165008013 Notes
(o] Poreoe]
! WAlS Tom 16046770541 5876 Noles
2 n I+ i | ©  vorreroen JEROME +19057240821 3955 +14163055794 Notes
* CONFERENCE CALL x @  meiouse-susiness | _ +14169048415 Notes
R | O newouse-usmess _ clersodedso 12 siee7sssoese Noes
@  meioUsE - BUSINESS § _ +16477489674 Notes
| ©  mewouse-susmessi 137 +16479838137 Notes
@ s sLeor +14289236076 oo +16042609823 Motes
‘ @  noun KATIE +16134405392 Notes
@ ruoe RICK 414169029913 aaz +14289236148 Notes
\ ©  uccerteovi Hunt Group +19059040394 Notes
@  Vokeportal Voice Messaging Group Notes
| © waron caroLvn +12262208921 2456 +14289699345 Motes
| &1 " D
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How to place calls on hold

Click the Hold option on an active call in the Call Console.

CALL CONSOLE
[~ R PO

¥ 2892443149 (+12892443149)

-_—m
Active 00 55

* CONFERENCE CALL

No items to show

CONTACTS
& Favourtes x g ENTERPRISE. x || & GROUPCOM.. x || (& PERSONAL x|| (3 OUEUES
Begmawin [ Al 2L Quick Search

Status. Last Name * First Name = Number Extension  Mobile Title Department *
@  1111127127_GP-Defau Cotaborate - Audia
Q 306404000444 Auto Attendant +13064040004
©  so3eansons Hunt Group 14033163150
Q  eavssozsTic Hunt Group +16479650267
@  7ossss1373HG Hunt Group +17058881373
o
Q@ e enL 15142453284 +12898305710
@  cosee ALEX 5765 +14165005013
@ s ToM +16046770541 0876 Notes
@  HoFFERDEN JEROME +19057240821 3355 +14163055794 Notes
@  meouse-susmess s _ 414169048415 Notes
(=] INHOUSE - BUSINESS f _ +16475026460 1234 +16474480696 Notes
©  meiouse-susnEsS | _ 16477489674 Motes
©  meiouse - BusiNesS § _ 8137 +16479830137 Notes
(-] JaMES BLEDI +14389236076 n7s +16043609823 Notes
Q@  nouw KATIE +16134495392 Notes
@  muoe RICK 14169039913 4321 +14389236148 Motes
©  uccerteovi Hunt Group +19059040394 Notes
@  vokeoral Voice Messaging Group Motes
Q@  wwron caroLm +12262206921 3456 +14389699345 Notes
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How to retrieve held calls

1. Click the ANS option

CONTACTS
Q. SEARCH & Favourtes x| [IEANERIZTETERY (5] ENTERPRISE.. x || &3 GROUPCOM.. x || (& PERSONAL x|| (3 QUEUES «x |TFH?
W Beginswith | Al jo Quick Search x@
2892443149 (+12892443149) Held 02:39 (00:04]
statws  LastName * First Name * Extension  Mobile Ttie Department Notes
(Eno] @  1111127127_Go-Defau Colaborate - Audio MNotes
) [~) 306404000448 Auto Attendant +13064040004 Notes
@  s033163150HG Hunt Group. +14033163150 Notes
©  6479650267HG Hunt Group +16479650267 Notes
[~] 7058881373HG. Hunt Group +17058881373 Noles
Q@ 905916950144 Auto Attendant +19059169501 Notes
Q@  ewr BILL +15142453284 +12898305710 Notes
@  coseem ALEX 5765 +14165005013 Notes
o1

[~} HANKS ToM +16046770541 9876 Notes
= = ] ©  worreroEn seRome cis0s7200821 3355 +14163055794 Notes
~ CONFERENCE CALL x @  mwouse - susiness i _ +14169048415 Notes
G R 6 ©  meouse-susmess +16475026460 1234 +16474480696 Notes
©  mwouse - BusinESS £ _ +16477489674 Notes
@  mmouse-BuSINESS | _ 8137 +16479838137 Notes
@  ames BLEDI +14389236076 3278 +16043609823 Notes
NOLAN KATIE +16134495392 Notes
@  muoe RICK +14169039913 4321 +14389236148 Notes
©  uccertcovt Hunt Group +19059040394 Notes
@  Vokeportal Volce Messaging Group Notes
@  wuron CAROLYN +12262206921 3456 +14389699345 Notes

< " I
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How to Initiate a
Conference Call

1. When on a call and receiving an incoming call, you can click the
CONF option to initiate a conference call.

CALL CONSOLE 3 CONTACTS
[ 4160399441 o |2 & SEARCH & Favourtes x| [EENENETIEERR) () ENTERPRISE. x || {3 GROUPCOM..x || (g PERSONAL x || (3 QuEUES x| oo ,|
> Beginswitn | Al [l Quick Search x8
2892443149 (+12892443149) Active 0101
Statws  LastName * First Name & Number Extension  Mobile e Department = Notes
@  1111127127_GP-Defau Collaborate - Audio MNotes
Q 306404000448 Auto Attendant +13064040004 Notes
Q 4033163150HG Hunt Group +14033163150 Notes
1~ 6479650267HG. Hunt Group +16479650267 Notes
@  7ossss1373mG Hunt Group +17058881373 Notes
©  sossrees01a8 Auto Attendant +19059169501 Motes
Q@ s L +15142453204 +12898305710 Motes
@  cossemr ALEX 5765 +14165005013 Notes
@ aws ToM 16046770541 9876 Motes
©  worreroEN JEROME 19057240821 a3ss +14163055794 Motes
~ CONFERENCE CALL x @  rveouse-susmEss T _ +14169048415 Notes
—— u INHOUSE - BUSINESS | _ +16475026460 1234 +16474480696. Notes
©  meiouse- BusinesS F _ +16477489674 Notes
©  meiouse- susmEss f _ 8137 +16479838137 Notes
@ ames BLEDI +14389236076 3278 +16043609823 Notes
Q NOLAN KATIE +16134495392 Notes
Q RUDE RICK +14169039913 4321 +14389236148 Notes
@  uccertcov Hunt Group +19059040394 Motes
@  volceportal Voice Messaging Group Motes
Q wILTON CAROLYN +12262206921 3456 +14380699345 Noes
Unavailable a
Incoming Video call
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