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Ayt 1125
EX Contacts Displays a contact list of all the users on the everbilii platform.
'@ call History Displays inbound, outbound, and missed calls to your extension.
G voicemail Displays all voicemails on your extension.
M chat and sms Displays all new everblii chat or SMS messages.
(®) call Park Displays which calls have been placed on a system-wide hold.
¥ Answering Rules Determines how the devices tied to your extension act when receiving a call.
'L Greetings Allows you to view, add, and activate greetings to your extension.
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You will initially receive a welcome email inviting you to complete the setup of your Everblu account.
It should look similar to the image below.

After selecting “Complete Setup’, it will open a browser window and prompt you to create a password and voicemail pin.

FIRST_NAME, LAST_NAME

Here's your account information:
Login Name:

Extension: 1157

Phone Number: none
everbld User Information

Complete your account setup by creating your password and voicemail PIN with the button below! You have 72 hour(s) from the time this email was sent to

complete your account setup before the link expires.
Complete Setup

If that doesn't work, copy and paste the following link in your browser:




Webphone Login

There are 2 different ways to log into the Webphone.

» Thefirst optionis a link that allows you to access the Webphone directly. You can then bookmark
this link in your browser for quick access.

* Thesecond optionis a link that directs you to the Administrative portal where you can make

certain changes to your extension. From this portal, you can use a dropdown to select the
Webphone.

Both options will be explained on the following slides.




Webphone Login

Option1 everblu.

Once you have completed the steps on slide 3, you
can clickon the link below. Password *

https://portal.everblu.net/webphone/login _
LOG IN

Forgot login name | Forgot password

You should see a page that looks similar to the image on the right. oR
Here you will log in with the credentials that you created on slide 2.

-~
C) LOG IN WITH GOOGLE

If you forget your login name or password at any point, simply click N 06 IN WITH OFFICE 365



https://portal.everblu.net/webphone/login
https://portal.everblu.net/webphone/login

Webphone Login

Option? everblu.

Once you have completed the steps on slide 2, you
can click on the link below. SR

https://portal.everblu.net/

Forgot login name | Forgot password

You should see a page that looks similar to the image on the right. oR
Here you will log in with the credentials that you created on slide 2.

-~
C) LOG IN WITH GOOGLE

If you forget your login name or password at any point, simply click N 06 IN Wit OFFIGE 36



https://portal.everblu.net/
https://portal.everblu.net/

Webphone Login
Option 2

everblu.

powered by tcs

—

Home Messages Contacts Answering Time Phones Music on Call History
Rules Frames Hold

e
_

Upon initial log in you will see the everblii Portal. In the top right-hand corner of the

screen, you will see this icon: f Apps ~
5 Apps ~
everbli Portal
everbli VWeb

everbli Meet




The Webphone will pop out in a new window, like the image on the right.

If you wish to make it larger, simply maximize the window using the
maximize icon on your browser.

@ portal.everblu.net/webphon
Mowve
Size
Minimize
If you would like to view this as Maximize
d tab, 5|mp|y I’Ight _Cth on the Back Alt+Left Arrow
top of the window and select
«Show as tab» Reload Ctrl+R

Show as tab

@ portal.everblu.net/webphone/contact-list?user=1125

This is your main menu

You can make calls, chat, and see
your summary card.

NEXT




Webphone

eve rbl ﬁ ® English (United States) @ ~

powered by tcs

.lx, 1125 Contacts ~ Q F + =V - de\|W
On the initial everblii Web screen, | E5 contacts : ¥ -
. . . - |
you will see several basic options to R Q 1144
. istory : .
go through. These will be further o 0 New voicemails
discussedin later slides. 3 voicemil i o 0 Missed Calls
0 Unread Conversations
. . B chatand sSMs
Onthe rlght hand side of the @ - Active Answering Rule
screen, it will say “Hi Your Name” ® call Park ) o A
and will display how many New R T—
voicemails, missed calls, and e ..
unread conversations you have. = [ @
}' Settings
B Logout c"'
M
<




Webphone

Contacts -
eve rbl u ® English (United States) @ S T

powered by tcs

Q. Selecting thisicon will allow you to search

for a specific contact. ’. e s Contacts ~ Q = + everbla

Hi

— Selecting thisicon will allow you to sort the I BN Contacts

extensions by First/Last Name, the '@ Call History 1144 s
extension number, or by users that are 0 New voicemails
currently online. %) voicemail e 0 Missed Calls
0 Unread Conversations
: . . B chatand sMs

+ Selecting thisicon will allow you to add a , Active Answering Rule

custom contact. ® callPark 3996 Default ¢
Contacts - Selecting this icon will allow you to sort S Answering Rules

1136

your contacts by:

(

Greetings

Settings

Log Out

0999 "9 99
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Webphone
Call History

This icon indicates an outbound call.

This icon indicates an inbound call that was

answered.

» Missed calls will also display as this if the
caller hung up after the voicemail greeting
began playing.

This icon indicates a Missed Call where the

caller hung up before the before the voicemail
greeting.
» Willalso display if the caller left a voicemail.

Contacts

Call History

Voicemail

Chat and SMS

Call History ~

e s 1157 Work

e A Work

e v 1157 Work

Call History ~
All
Missed
Inbound

Qutbound




Webphone

Voicemail

Here you will be able to see how many voicemails
you have.

The total amount of New Voicemails are indicated
by the icon next to the voicemail section.

Next to each voicemail you will be able to see:
* How long ago the voicemail was left
* The duration of the voicemail

A transcription of the voicemail, if available

I o 1125

] cContacts
@ call History
Er) voicemail

M chatand sms

® Call Park

Voicemail -

a minute ago

Transcription not available 00:07

Transcription not available

>

-

00:00 O—

Voicemail -

Mew

Saved




Webphone
Chat and SMS

Chat and SMS

Here you will be able to see how many everblii chat (573) _
or SMS messages you have. EN Contacts . This is a new SMS example.

o The total amount of New Chat or SMS messages & callHistory 0 . This is an example of a nﬂ; .
are indicated by the icon next to the Chat and SMS

section Webphone. ES Voicemail ) minutes age

A This is a response to the message via...

M chatand sms (2 )




Webphone

Sending a Chat or SMS

o In the bottom right-hand corner of your
screen, you should see this icon.

Selecting this icon will bring up the menu
shown below.

,\-
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Webphone

Sending a Chat or SMS

Selecting a user to chat can be done in 2 different ways.

Type name to see matches

 Scroll through the list of names and select the user you
would like to chat with.
* Begintypingin the user’s name or extension number. 1120

To send an SMS message, type in the external number you
which to send a message. 121

* If you have multiple SMS numbers, use the drop-down at
the bottom of this window to choose which number to
send the message from.

1123

1124

Send SMSusing  (573)




Webphone
Responding to Chat and SMS

@ 9001

This is an example of a new chat.

34 minutes ago

Selecting an everblii chat or SMS message will
allow you to respond. 33 minunes ago
This is a response to the message via
Simply type in your response at the bottom of the the everbld Web.
window and press “enter” to send the message.

1 Usethisicon to attach documents and files to be
shared to other users using this icon.

| Type a chat message




Webphone

Responding to Chat and SMS

This is

By selecting the 3 dots at the top right-hand corner of Add Participants

the window, you also have additional options including: ey

Turn off notifications

Add Participants - adding other users to the chat call
Turning off notifications for this chat thread.
Calling the user you are chatting with.
Deleting the conversation

Creating a new contact from this user.
Adding this user to an existing contact. Add to existing Contact

Delete conversation

Create new contact




Webphone
Call Park

Here you can see information regarding calls
that have been Parked as well as pick up a
parked call.

The total amount of calls parked on the

system are indicated by thisicon.

This icon can be found in the bottom right-
hand corner of the window. If it is selected, it

I 1123

¢
oo
-
®

Contacts

Call History

Voicemail

Chat and SMS

Call Park

Call Park ~

Park 1(701)

Towner Comm

Parked by (1157)




Webphone

Answering Rules

, i Answering Rules
| 1125
2=

it Always

Here you can view, activate, and rearrange Call History

any Answering Rules that have been created Always DND ©

for your user. Voicemail

For more detailed information, please refer Chat and SMS

to the everblii Portal User Guide.
Call Park

Answering Rules




Webphone

Greetings

By default, you should have at least one greeting,
however if you have added more, they will populate here

as well. EX] contacts
+ Torecord a new greeting, select the plusicon. v© call History
v To view greeting options use the down arrow. T Voicemail
> To listen to your greeting, press the play button. B chatand sMs
+ To active the greeting, select the check mark icon. () call Park

(7

Answering Rules

i

Greetings

Greetings -

~  Hello, (First Name) (Last Name) is  +/
currently unavailable. Please leave a
message after the tone.

»  Example Greeting

[ 2 00:00 O 0012

v




Webphone

Settings

The “Call From” option allows you to choose which

%S deviceis used when making an outbound call. More o &

information on this can be found on slide 22. -
. The“Microphone” option allows you to choose which

v e ) ) o
input device is used when making or taking a call.

< The “Audio output” option allows you to choose which o
output device is used when making or taking a call. »

e The “Ringtone” option allows you to choose between ®

several ringtone options for your everblii Webphone.

<

Settings
1125
Contacts '\- Call from
1125wp
Call History & Microphone
Default - Microphone (Realtek(R) Audio)
Voicemail Audi
"B‘ udio output
Default - Speakers (Realtek(R) Audio)
Chat and SMS
+'.  Ringtone
o Default
call Park o
<1, Call Waiting Tone

Answering Rules

Greetings

Settings

Enabled

Version
4221



Webphone

Settings - Call From

“— Call from phone
Wh. 1125
] contacts © 1125w
. . . O 1125

Each option will be your extension number, followed by a '@ call History _
letter O nasi

= voicemail
* No letter = Physical desk phone

B chat and SMs
* wp = everblii Webphone @ call Park
 i=everblii softphone (mobile application) 'S Answering Rules

A

Greetings

Settings

Log Out

>
a
<

CANCEL




