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Requesting Mitel Clearspan Communicator
Access

This article covers how campus faculty and staff can request access to the Mitel
Clearspan Communicator softphone app which allows users to make/receive
calls using their campus extension.

¢ You are able to submit this request for yourself or on behalf of another user.

1. Open your web browser to the Mitel Clearspan
Communicator (Softphone) Request Form.

Go to the Mitel Clearspan Communicator (Softphone) Request Form.
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2. If prompted, log in with your campus username and
password. Then click Login.

Login to ServiceMow
Username

Password

[ Login |

MNeed help logging in?

First time students and applicants

Create my campus account

Alumni Portal
Alumni click here

3. First, choose which device(s) you want to use with
Communicator.

Mitel Clearspan Communicator (Softphone)

Mitel Clearspan Communicater (softphone) provides similar features set in office Aastra desk phone.
Please add the following items to your cart then proceed to checkout for softphone. Click hers for
instructions on how to fill out the request form.

Type of softphona:
+ | PCIMAC Mitel Clearspan Desktop Communicater
|j| 105 Device Clearspan Mobile

4. Place a checkmark to indicate you understand not to use
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your softphone to call emergency services such as 911. Then
click Submit.

WARNING: Do NOT use your softphone to dial emergency services such as 911 calls. Emergency calls from your
softphones may be routed to an incorrect dispatch center, potentially delaying or preventing emergency services. It
is recommeanded that you maintain alternative access for emergency dialing.

|7| Check here to indicate you have read the above statement

5. If this request is for another person, enter their name in
the Requested For field. Then click Checkout.

Do NOT put the other person's name in the Special instructions field as the
request will not process properly. If you are having difficulties entering
another person's name in the Requested for field, please contact the IT Help
Desk at helpdesk@fullerton.edu or 657-278-7777.
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(Softphone)

< Shopping Cart & Continue Shopping

Are the contents of your cart correct? Please double check the items and remove and edit where appropriate

If this request is for someone other than yourself please provide detailed information in thero'ds provided below

instructions

Continue Shopping

N
Requested for Arthur-Carmichael, Lori Q@
Shipping NUL
address
Special

)

Item Delivery Time Price (ea.) Quantity Total

Edit p Mitel Clearspan Softphone - Mitel Clearspan Communicator 1 Day

Total

Checkout

1. If you are submitting this request on behalf of another person, enter their name

in the Requested for field.
2. Then click either Checkout button.
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6. Your request has been submitted and you will receive an
email confirmation of your submission. The request will be
processed within one business day and you will receive an
email with further instructions once the request is complete.

¢ | Order Status Home
Thank you, your request has been submitted
Order Placed: 05-14-2020 05:42 PM

Request Number: REQ109420 +%

Estimated Delivery Date  05-15-2020
of Complete Order:
Number Description Delivery Date Stage Total
RITM114496 Mitel Clearspan Communicator (Softphone) 05-15-2020 o~~~
’ /AL,

Need More Help?

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional
assistance.
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Setting Up Your Mitel Clearspan
Communicator on PC or Mac

This article covers how to set up your Mitel Clearspan Communicator softphone
in order to make/receive phone calls for your campus extension on a PC or Mac
computer.

Before You Get Started

@ Before you can use Mitel Communicator, you will need to do the following:

« Submit a Mitel Clearspan Communicator Softphone Request

Downloading and Installing the Mitel Clearspan
Communicator

Choose the type of computer you are using.

| am using a Windows PC

1. Click on the Mitel Clearspan Communicator download link below.

Download Mitel Clearspan Communicator for PC/Windows.
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https://fullerton-it-network-public.s3-us-west-2.amazonaws.com/communicator.win.exe

2. Go to your downloads folder and double click on the installer file to

start the installation.

]

This PC » Downloads »

Mame

Welcome to the Communicator
Setup

Setup will quide you thraugh the installation of
Communicator.

It is recommended that you dose all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboat your
computer,

Click Mext to continue,
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4. Scroll down to read the license agreement. Then click | Agree.

“ Communicator Setup —

License Agreement

Press Page Down to see the rest of the agreement.

Please review the license terms before installing Communicator,

CLEARSPAME COMMUNICATOR ™ END USER LICENSE AGREEMENT A
IMPORTANT - READ CAREFULLY

THIS IS A LEGAL AGREEMENT BETWEEN YOU (THE INDIVIDIUAL OR THE ENTITY) USING
THE CLEARSPAMNE COMMUNICATOR ™ SOFTWARE AND MITEL METWORES, INC.
("LICENSOR"). PLEASE READ THE FOLLOWING TERMS CAREFUILLY.

IIse of the Clearspan® Communicator ™ software and documentation (the "Product™) is
contingent on acceptance and agreement by You to the terms and conditions set out
I:uEIu;uw. 'fou may not use the Product in any way unless you have accepted these terms w

If you accept the terms of the agreement, dick I Agree to continue. You must accept the

agreement to install Communicator,
< Back Cancel
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5. Choose your install options and then click Next.

“ Communicator Setup — *
Install Options
Choose options for installing Communicator

Always run Communicator when the system starts
Create Communicator Desktop Icon
[ 1install for all users

[ install Communicator's Qutlook plugin

6. Click Next to install in the default location.

¢ Itis recommended that you do not change the installation location.
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Choose Install Location
Choose the folder in which to install Communicator,

Setup will install Communicator in the following folder. To install in a different folder, dick
Browse and select another folder. Clidk Mext to continue,

Destination Folder

C:\Program Files (x86)\Mitel\Communicator Browse...

Space required: 456.3MB
Space available: 59, 3GE

T

7. It may take a few minutes for the installation to finish. Once it is
complete, click Next.

“ Communicator Setup —

Installation Complete
Setup was completed successfully.

Completed

Set install registry entry: ‘RunOnStartup’ to '1' A
Create shortcut: C:\Program Files (x86) WMitel\Communicator \Communicator. Ink

Create folder: C:\WUsersothl\AppData\Foaming\Microsoftiwindows\start Menu'Prog...
Create shortcut: C:'\Program Files (x38)WMitel\Communicator \Communicataor. Ink

Create shortcut: C:'\Program Files (x8a)WMitel\Communicator\Uininstall. Ink

Set install registry entry: 'StartMenu’ to ‘Mitel\Communicator'

Execute: "C:WsersYothl\AppDataLocal \Temp\BTBC _copy_connectors, bat™

Delete file: C:\UsersYothl\AppData'Local \Temp\BTEC _copy_connectors.bat

Execute: "C:windows\explorer.exe™ "C:\Program Files (x&a)\Mitel\CommunicatoriHE. ..
Completed o

<Back Ml MNext> ] Cancel
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8. Click Finish.

ﬂ Communicator Setup —

Completing the Communicator
Setup

Communicator has been installed on your computer,

Click Finish to dose Setup,

|:| Start Communicator now

| am using a Mac

1. Click on the Mitel Clearspan Communicator download link below.

Download Mitel Clearspan Communicator for Mac.
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2. Go to your downloads folder and double click on the installer file to
start the installation.

@ @
<
Favorites

@ AirDrop
@ Recents
:f}"{ Applications
[ Desktop
@ Documents

22 Dropbox (C..

© Downloads

g8
oo
i
g
oloi
£

Lropboxinstaller.dmg
& googlechrome.dmg

& Downloads

H v

3 v Q

Size Kind
115.1 MB Disk Image
596 KB Disk Image

88.1 MB Disk Image

Date Added
Today at /:32 AM
Yesterday at 5:01 P

E

Yesterday at 4:47 P

3. Drag the Communicator icon to the Applications folder shortcut.

@

n

Applications

Communicator-22.7.1.150-Darwin.dmg

Communicator
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Logging In to the Mitel Clearspan Communicator

1. Open the Communicator app on your computer.

Microsoft To Do

-
=1 Communicator
Mew

=

Mixed Reality Portal

Maobile Flans

12 R T
am | O [Type here to search

2. Did you get an error indicating Communicator cannot be opened?

me o P

=

“Communicator” can’t be opened because

; . Apple cannot check it for malicious
p ' software.

This software needs to be updated. Contact the
developer for more information.

? Show in Finder “
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View solution

2.1. Click Show in Finder.

“Communicator” can’t be opened because

< . Apple cannot check it for malicious
p ' software.

This software needs to be updated. Contact the
developer for more information.

? ok |

2.2. Command + Click on Communicator and choose Open.

[ BN [# Applications
:

Favorites

I
B
0
e

B - Q

@ AirDrop U

£ Recents -

A Applications OW Package Contents itnn

] Desktop Move to Trash

[3 Documents Get Info

© Downloads @  Rename *f
Compress "Communicator” L

Tags Duplicate R
® Red Google Chre Make Alias iMovie
* Orange Quick Look "Communicator”

i

Share > —
Yellow “ Quick Actions >
© Green o~ . it

Copy "Communicator”

@ Biue Mail Import from iPhone or iPad »  Mission Control
i Use Groups
@ Gray Sort By >
) All Tags... Show View Options
— o0 o000
Notes Podcasts
Tags...

New Terminal at Folder

s A< 1\ 4 ET)

\ New Terminal Tab at Folder
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2.3. Click Open.

“"Communicator” can't be opened because Apple
. g . cannot check it for malicious software.

This software needs to be updated. Contact the developer for
more information.

? Show in Finder Cancel

3. On a Mac computer, you will see the End User License Agreement.
Scroll down to read it and then click | Agree.

| NON | End User License Agreement

CLEARSPAN® COMMUNICATOR™; END USER LICENSE AGREEMENT
IMPORTANT - READ CAREFULLY

THIS IS A LEGAL AGREEMENT BETWEEN YOU (THE INDIVIDUAL OR THE ENTITY) USING THE CLEARSPANE
COMMUNICATOR™ AND MITEL NETWORKS, INC. ("LICENSOR"). PLEASE READ THE FOLLOWING TERMS
CAREFULLY.

Use of the Clearspan® Communicator™ software and documentation (the *Product”) is contingent on
acceptance and agreement by You to the terms and conditions set out below. You may not use the Product in
any way unless you have accepted these terms and conditions.

BY CLICKING ON THE "ACCEPT" BUTTON, YOU ARE CONSENTING TO BE BOUND BY THIS AGREEMENT. IF
¥YOU DO NOT AGREE TO ALL OF THE TERMS OF THIS END-USER LICENSE AGREEMENT ("EULA”), CLICK THE
"DECLINE" BUTTOMN.

The Product is not a replacement for Your mobile or fixed line telephone. In particular, the Product does not

allow you to make emergency calls to emergency services. You must make alternative communications
arrangements to ensure that You can make emergency calls if needed.

m
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4. Enter the Server Address below and your email address. Then
click Continue.

Bl communicator - d

File Edit Help

>0 Mitel

Clearspan® Communicator™

Server Address

o https://myphone.fullerton.edu
; Enterprise Email
N’

L@fullerton.edu

1. Server Address: https://myphone.fullerton.edu
2. Enterprise Email: your campus email address

5. Enter your myphone.fullerton.edu username and password. Then
click Sign In.

This username and password is different from the username and password

you use to log in to the campus portal!
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Bl communicator — >
File Edit Help

> Mitel

Clearspan® Communicator™

o Username

o/ 6572782011 @fullerton.edu v
o Password

S

Remember password

v

Sign in automatically

¢ Don't remember your username or password? Contact the IT Help Desk at
helpdesk@fullerton.edu or 657-278-7777.

1. Username: [your 10 digit campus phone number]@fullerton.edu (e.g.,
6572782011 @fullerton.edu)

2. Password: your myphone.fullerton.edu password provided by Telecom when
you requested access to Communicator.

3. Be sure to check Remember password to sign in more easily.
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6. For PC, choose if you want to make Communicator the default
calling application on your computer.

B Default Calling Application >

Do you want Communicator to be the default calling application?
You can change these settings later through the Qutgoing Calls
section in Options.

Allow?

7. For PC, choose if you want to connect Communicator to the
Outlook desktop application.

¢ You must have the Outlook desktop application installed on your computer
for this option to work.

B outlock integration *

If you have Outlook installed on your computer, you can allow the dient to
search your Outlook contacts and observe calendar events. To do this you need
to allow Communicator to access the information in Outlook.

‘fou can change these settings later through the Extensions section in Options.
Allow?
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8. For Mac, click OK to allow Communicator to access your
microphone and webcam.

“Communicator” would like to access the

; microphone.
Y

9. You're done! You can now make and receive phone calls using
Mitel Clearspan Communicator.

B communicator - [m| X
File Edit Contacts Calls Conversations

Need More Help?

View the Troubleshooting & Resources guide.
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Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional
assistance.
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Setting Up Your Mitel Clearspan
Communicator on Apple iPhone

This article covers how to set up your Mitel Clearspan Communicator softphone
in order to make/receive phone calls for your campus extension on an Apple
iPhone.

Before You Get Started

@ Before you can use Mitel Communicator, you will need to do the following:

« Submit a Mitel Clearspan Communicator Softphone Request

Your device must have cell phone service with an active cell phone number
in order to use Clearspan Mobile.
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1. Go to the Apple App store and download the Clearspan

Mobile app.

BIFGLLERTON

....... (ATION TECHNOLOGY.

8:22 wl - .

( Search

3

Clearspan Mobile
o

0

2.7 %% Wiy 4+

S Martim Audi
Planc, T¥ G:dd A
Fiana Geely i Leo Bugat
Plaang K DAl A0E
Mokile
q Amanda Chery

Joseph Dodge
Plang, TX 9:44 AM

(=) Lindsay Elva
.

2. Open the Clearspan Mobile app.

3. Scroll down to read the license agreement and then tap
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Accept.

CJ Mitel

END USER LICENSE AGREEMENT

IMPORTANT - READ CAREFULLY

THIS IS A LEGAL AGREEMENT BETWEEN YOU
(THE INDIVIDUAL OR THE ENTITY) AND THE
PR JER OF THE SOFTWARE, Mitel

Commi ations Inc. (“LICENSOR"),
REGARDING YOUR USE OF THE SOFTWARE
PLEAS! AD THE FOLLOWING TERMS
CAREFULLY,

Use of the software and documentation (the
“Product”) is contingent on acceptance and
it by You

agreerr terms and conditions

set out below. You may not use the Product i

any way unless you have accepted these terms

and conditions,

BY CLICKING ON THE “ACGEPT" BUTTON,
YOU ARE CONSENTING TO BE BOUND BY
THIS AGREEMENT. IF YOU DO NOT AGREE TO
ALL OF THE TERMS OF THIS END-USER
LICENSE AGREEMENT (*EULA"), CLICK THE

Decline
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4. Tap Accept to accept the terms and conditions.

0J Mitel

R VRIS WU LIGET UL UL gl
remedies. Upon termination of this EULA, the
license granted herein will terminate and you
must immediately destroy the Product and
accompanying documentation, and all back-up
copies thereof.

12.¢ Accept the terms &
conditions.
This tive
laws
Cancel
rega

hereby submit to the exclusive jurisdiction of the
federal and state courts in the State of Maryland
in connection with any dispute arising out of this
EULA. The United Nations Convention on
Contracts for the International Sale of Goods
shall not apply to this EULA and is hereby
expressly excluded. The failure of Licensor to
exercise or enforce any right or provision of this
EULA shall not constitute a waiver of such right
or provision. Sections 2, 3, 4, 6,7, 8, 9,10, 11
and 12 shall survive the termination of this EULA

Decline Accept
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5. Tap Skip if you want to skip the quick overview.

8:23 ol F .

« App Stare

Simple Calling

Make quick and convenient calls.

w41 AM

1 2 3
4 5 6
i 9
(:_ Skip _:)
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6. Enter the Server Address and tap Continue.

00 Mitel

https://myphone fullerton.edu

com. broadsoft. xsi-actions

(~ (-

Continue

1. Server Address: https://myphone.fullerton.edu
2. Do NOT change this field.

7. Enter your myphone.fullerton.edu username and
password. Then tap Sign In.

This username and password is different from the username and password

you use to log in to the campus portal!
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8:24

- &pp Store

00 Mitel

Q gs72ra20n@fullerton.edu

o
o —
Sign In

¢ Don't remember your username or password? Contact the IT Help Desk at
helpdesk@fullerton.edu or 657-278-7777.

1. Username: [your 10 digit campus phone number]@fullerton.edu (e.g.,

657278201 1@fullerton.edu)
2. Password: your myphone.fullerton.edu password provided by Telecom when

you requested access to Communicator.
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8. Enter your iPhone phone number and tap Continue.

8:25

4 App Store

00 Mitel

Your iPhone number is required, and allow us to
provide full support of calling capabilites

Continue

9. Tap Not Now for Clearspan Anywhere Calling.

Clearspan Anywhere Calling

Would you like to configure Clearspan Anywhere to
wceive business calls while | efs d out?

Confirm your mobile number.

Mot Now Yes
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Clearspan Anywhere is a feature that must be enabled by Telecom.
10. A series of pop-ups will appear asking to allow Clearspan

to access various features such as the microphone,
notifications, and your contacts. Tap OK to allow them.

Call History

“Clearspan” Would Like to

Access the Microphone

We would like to use the microphone
for audio and video calls and message
attachments.

Don't Allow OK
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11. Tap the menu icon to view options and features.

Call History

12. To make a call, tap Dialpad.

TS
Tony Stark

Q  Directory
% Pull Call
=  Voicemail
& Settings
& Use VoIP
@ Help

© About

S  Sign Out

13. You can now make a call. You will see a pop-up

Telecom // Downloaded: 12-14-2020 // Disclaimer: This document is only valid as of the day/time when it
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Dialpad

4 5 6
7 _8 9
* O #

Need More Help?

View the Troubleshooting & Resources guide.

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional
assistance.
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Video: Mitel Clearspan Communicator Setup
(PC, Mac, and Apple iPhone)

This article contains a link to the Mitel Clearspan Communicator Setup video
tutorial.

View the Mitel Clearspan Communicator Setup video tutorial.

Need More Help?

View the Setting Up Your Mitel Clearspan Communicator on PC or Mac user guide.

View the Setting Up Your Mitel Clearspan Communicator on Apple iPhone user
guide.

View the Troubleshooting & Resources guide.

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional
assistance.
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Changing Your Mitel Clearspan Password

This article covers how to change your Mitel Clearspan password which is used to
sign in to the Clearspan Communicator and Clearspan Mobile softphone apps.

¢ You are required to change your Mitel Clearspan password once a year.
Consider changing your Clearspan password in October when you update
your campus password for convenience! For more about changing your
campus password, visit the Password Policy website.
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Choose how you want to change your password

| want to change my password on the desktop PC/Mac
Communicator App

1. Click on the Options gear icon.

Bl communica tor - [m| X

File Edit Contacts Calls Conversations

Your contacts list is empty. To add contacts,
search or add from the menu.

/ ~

My Contacts (0)

2. Click on the options drop-down menu and select General.

¢ Typically the Options screen defaults to the last menu you used.
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Arthur-Carmichael, Lori

] Audio/Video
[»] Audio/Video
{:" Incoming Calls
{-': Outgoing Calls
Voicemail

ﬁf Extensions

L%, Advanced

A. Click on the options drop-down menu.
B. Select General.
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3. First, ensure that Remember password is turned off. Then click
Update password.

B communicator — O >
File

@ Arthur-Carmichael, Lori

@ General

Language

Edit Contacts Calls Conwversations

English w

Login

Remember password o

Run this program when the system
starts

Update passward

A. Turn off Remember password by clicking on the slider.
B. Click Update password.
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4. Enter your current password in the first field. Next, enter your
new password in the two boxes below.

Login

Rernember password

Run this program when the system
starts

Update password ®

burrenlpasswurd

A. Enter your current Clearspan password.
B. Enter your new Clearspan password in both boxes to confirm it.
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5. Click File and select Sign Out.

[El communicater — O *

A File Edit Contacts Calls Conversations bl

About Communicator

Options...
B Sign Out Ctrl+Shift+0
Exit Communicator Ctrl+Shift+Q
Language
English v
Login

Remember password

Run this program when the system
starts

Update password [ ]

6. Enter your new password and click Sign In.

¢ You can now check the options to Remember password and Sign in
automatically if you wish.
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File Edit Help

> Mitel

Clearspan® Communicator™

Username
6572785792 @fullerton.edu v

Password

Remember password

Sign in automatically

22.7.1.205 O3

| want to change my password on the Apple iPhone Clearspan
Mobile App

1. Tap on the menu icon.

Call History
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2. Tap Settings.

LA

Lori Arthur-Carmichael

Q. Directory
% Pull Call
= Voicemail

Dialpad

YT '@

@ Help
@  About

S Sign Out
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3. Tap Update Password.

Settings

Call Settings
Do Mot Disturb
Call Forwarding

Calling VoIP

Send Analytics

Allow 3rd party Keyboard

Update Password

TROUBLESHOOTING
Detailed Logging

Email Logs to Support

4. Enter your current password in the first field. Next, enter your
new password in the two boxes below. Then click Update Password.

¢ Remember to use your new password when you next access Clearspan
Mobile.
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Update Password

Current Password

MNew Password
o... 9000000
|

o000 000OGOS

o Update Password

Show passwords

A. Enter your current Clearspan password.

B. Enter your new Clearspan password in both boxes to confirm it.

C. Click Update Password.

Need More Help?

View the Troubleshooting & Resources guide.

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional

assistance.
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Desktop PC/Mac: Using Mitel Clearspan
Communicator Features

This article contains information on how to use various features of the desktop
Mitel Clearspan Communicator softphone for PC and Mac, including making/
answering a call, hold, transfer, mute, conference call, call history, and call
forward.

What do you want to do?

Change or Fix My Audio Options (Headset/Speaker Mode,
Devices)

There are two modes for audio in Communicator: Headset and Speakers.

If you have a headset plugged in to your computer, it's recommended that
you use Headset. Otherwise, use Speakers.

1. To switch between Headset and Speakers mode, click the Calls
menu, select Audio Device, and then choose the option you want to
use.

¢ Often if you are having audio issues, it is because this setting is incorrect
(e.g., you do not have a headset plugged in, but you are set on Headset
mode).
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ﬂ Communicator

Calls  Conversations
Mute
Volume Up

Volume Down
Audio Device

Do Mot Disturb

Call Forwarding
Remote Office
Clearspan Anywhere

Incoming Calls

Outgoing Calls
Dialing Service

Pull Call
Retrieve Parked Call

Voicemail

px

Ctrl+Space
Ctrl+>
Ctrl+<

3

Ctrl+P

A. Click Calls.
B. Select Audio Device.

C. Choose the mode you want to use: Headset or Speakers.
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2. To change which device(s) Communicator uses as a microphone
or speaker, click the settings gear icon.

File Edit Contacts Calls Conversations
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3. Click the drop-down arrow and select Audio/Video.

Bl communicator — O x
File

Conversations

Contacts  Calls

Edit

Arthur-Carmichael, Lori

$‘ General

[* ] Audio/Video
{:" Incoming Calls
{;‘ Outgoing Calls
(52) Voicemail

¥ Services

;Ef Extensions

&3, Advanced
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4. If you are using a headset, choose the Output and Input devices
in the Headset section. If you are using speakers/built-in audio
options, choose the Output and Input devices in the Speakers
section. Your changes are automatically saved.

ﬂ Communicator

File Edit Contacts Calls

e Arthur-Carmichael, Lori

] Audio/Video

Conversations

(s

Output device

Headphones [My Audio Pet

(Steren)) M

Input device

Desktop Microphone (4- Microsoft® LifeCam... +

Speakers:

Output device

Headphones [My Audio Pet

(Steren)) M

Input device

Desktop Microphone (4- Microsoft® LifeCam... +

Level
Ring device (alert signal)

Use Output Device w

Ring signal

A. If you are using a headset, choose your device in the Headset section.
B. If you are using speakers/built-in audio, choose your device (or devices) in the
Speakers section.
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Make a Call

1. Click on the Dialpad, enter the phone number you want to call,
and then click the Call button.

Don't click on the Call from Phone button as that will start the phone call on
your campus desk phone.

B communicator - [m] X

File Edit Contacts Calls Conversations

A. Click on the Dialpad icon.

B. Enter the phone number you want to call. For campus extensions, enter just the
four digit extension (e.g., 2011). For off-campus phone numbers, dial 9+10 digit
number (e.g., 9-1-714-555-1212).

C. Click the Call button.
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Answer a Call

1. When you receive an incoming call, you can answer/decline by
clicking on the relevant buttons on the pop-up message or within
Communicator. Click the Audio button or the green phone receiver
icon to answer the call.

¢ Campus extensions that call you will show the display name associated with
the extension. If you connected Communicator to your Outlook contacts, the
name associated with the caller (on-campus or off-campus) will show the
name from your Contacts.

Lorien Arthur |
7145551212 - Incoming call
C omire ]

A. A pop-up window will appear when you have an incoming call. Click Audio to
answer it.

B. You can also click the green phone receiver icon in the Communicator app to
answer the call.
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2. You're now in the call.

Bl communicator — O X
File Edit Contacts Calls Conversations Window Help
. Lorien Arthur ®
Arthur-Carmichael, Lori
ocos e ] @ v @
Active (1)
Lorien Arthur
wos e | @ XA
Qo ABC DEF
GHI JKL MMNO
PAQRS TUV WXYZ
* 0 #
+
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Put a Call on Hold

1. Click the pause button to place a call on hold.

n Communicator

File Edit Contacts Calls Conversations Window Help

. Lorien Arthur X
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Lorien Arthur
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2. Click the pause button again to take the caller off hold.

File Edit Contacts Calls Conversations Window Help
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Active (1)
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Transfer a Call

1. While on a call, click the More icon and select Transfer.

Bl communicator — O

File Edit Contacts Calls Conversations Window Help

. 917145551212 X

WL T | _vo

£

«# Conference

917145551212

e e |l @ FRXE

& Park Call
iif Dialpad
2 3 <4 Audio Device m
@ ABC DEF o E——
4 5 6
GHI JKL MMNO
7 8 9
PQR3 TUV WKYZ
* 0 #

A. Click the More drop-down menu icon.
B. Select Transfer.

2. Enter the extension that you want to transfer the call to. Then

choose either Transfer Now or Attended Audio.

¢ Transfer Now = transfers the call and you are done

Attended Audio = you can speak to the person you are transferring to first

(announce the call) and then either transfer the call to them or not.

Telecom // Downloaded: 12-14-2020 // Disclaimer: This document is only valid as of the day/time when it
is downloaded. Please view the original web document for the current version.



BIFGLLERTON

uuuuuu (ATION TECHNOLOGY.

n Communicator

@ Arthur-Carmichael, Lori

Active (1)

File Edit Contacts Calls Conversations Window Help

®

917145551212

(LTI S | -1 \;’al@ E

2
Qo ABC
4 5
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7 8
PQRS TV
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+

3

DEF

MMNO

WixYZ

. 917145551212 ®

o0 e ] & i

o 2300
My Contacts (0) ~
Directory (26) w
Outlook (0) ~

Transfer Now

N w >
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3. If you choose Attended Audio, you will have two options. Click
Complete Transfer to transfer the caller. Or click the red hangup
icon to stop the transfer.
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%, Transfer Call: Auto Attendant - Standard =~ x . 917145551212
0011 wm e @

o Complete Transfer
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If the user answers and agrees to take the call, click Complete Transfer.

If the user does not answer or does not agree to take the call, click the hangup
icon.

C. Notice the original caller is on hold and is not privy to your conversation.

@ >
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4. If you do not complete the transfer, click on the pause button to
return to the caller. Or you can try transferring the caller to a
different extension.

Bl Communicator — O X

. 917145551212 x
OnHold wm I I A @
Transfer x
917145551212

wsz e~ | Q :‘_1 ® E o 230

My Contacts (0)

File Edit Contacts Calls Conversations Window Help

Directory (26) v
Outlook (0) ~
2 3
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7 8 9
PQRS TUV WXYZ
so0
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A. Click the pause button to take the caller off hold.

B. Oryou can enter a new extension to transfer the caller to and choose Transfer
Now or Attended Audio.

Mute Myself During a Call

1. Click the microphone icon to mute yourself.

¢ If your microphone has a mute feature, you can also use that to mute
yourself during a call.
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Make a Conference Call

1. While on a call, click the More button and choose Conference.

n Communicator
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. 917145551212 ®
wio e || § _o ©)
917145551212 %, Transfer
e e |l @ FRXE
&S Park Call
iif Dialpad
2 3 < Audio Device m
Qo ABC DEF . .
GHI JKL MMNO
PAQRS TUV WXYZ
* 0 #
+

A. Click the More drop-down menu icon.
B. Select Conference.
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2. Enter the campus extension or phone number of the person you

want to add to the conference call. Then click Call.

File Edit Contacts Calls Conversations Window Help

n Communicator —

Y 917145551212 x
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|
917145551212 Callthe persan you wantto add. Once connected, click the
0045 o " @ ‘;) :11 ® E Marge icon to finish adding them to the existing call.
2300|
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2 3 Outlook (0) ~
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+

A. Enter the campus extension or phone number of the person you want to add to

the conference call.
B. Click Call.
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3. When the person you are adding answers, click the Merge Call
button to create the conference call. To cancel the conference call,
click the hangup icon and you can click on the original call to return
toit.
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A. Click the Merge Call button to create the conference call.
B. Click the hangup button to cancel the conference call. You can then click on the
original call to return to it.

4. Your conference call is now active. Click the hangup button when
you are ready to end the conference call.

Note that when you hang up, the conference call will be ended for all callers.
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Turn Call Forward On/Off

¢ Call Forward should be used to forward phone calls to another campus
extension or directly to your voicemail (2525). If you want to forward your
calls to an off-campus number, view the Clearspan Anywhere instructions.
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1. Click on the Settings icon.
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3. Click Call Forwarding.
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¥ Incoming Calls

Do Mot Disturb

Call Forwarding W

OFF - Call options not configured

Simultaneous Ring W
OFF - Ring number not selected

Remote Office
Call Waiting ®
Clearspan Anywhere W

OFF - Location notenabled

4. Review/enter the extension listed in the call forward option you
want to enable/modify. Place a checkmark next to the call forward
option to enable it.

€ Always = all of your calls will be forwarded to this extension

When Busy = when you are on a call, all incoming calls will be forwarded to
this extension

When No Answer = when you do not answer an incoming call, the call will
be forwarded to this extension
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Bl communicator — O x
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¥ Incoming Calls

Do Mot Disturb

Call Forwarding T

OFF - Call apfions not configured

Always 2525 0

When Busy Set number
When Mo Answer Set number
Mumber of rings before 2 y
forwarding

Simultaneous Ring W

OFF - Ring number not selectad

A. Review the extension listed and modify if necessary. Entering 2525 will forward to
your campus voicemail.

B. Place a checkmark next to the call forwarding option you want to enable.

5. While Call Forwarding Always is enabled, you will see a triangle
icon on the Settings icon. To disable Call Forwarding Always, return
to this screen and uncheck Always.

¢ If you enable Call Forward When Busy or When No Answer, you can also
return to this screen to modify or disable them, but disabling is often not
necessary, especially when forwarding to voicemail.
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B communicator - [m] X
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Q ¥ Incoming Calls

Do Mot Disturh
Call Forwarding N
ON
Always 2525

When Busy Set number

When No Answer Set number

Number of rings before
forwarding

Simultaneous Ring v
OFF - Ring number not selected

Remote Office
Call Waiting L ]

Clearspan Anywhere v
OFF - Location not enabled

A. Atriangle icon will appear on the Settings icon to remind you when Call Forward
Always is enabled.
B. Uncheck Always to turn off Call Forward Always.

Turn Clearspan Anywhere On/Off (Forwarding Calls Off-Campus)

¢ Clearspan Anywhere should be used to forward phone calls to an off-campus
extension (such as your cell phone or home phone number). If you want to
forward your calls to a campus extension or to your campus voicemail, view
the Call Forward instructions.

Please note that the Clearspan Anywhere feature must be enabled by
Telecom before you can use it. Please email telecom@fullerton.edu to
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request Clearspan Anywhere. As a limited number of licenses are available,
only users who meet the eligibility criteria are granted access.

1. Click on the Settings icon.
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3. Click Clearspan Anywhere.
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4. Review/modify the phone number(s) listed. To add an additional
phone number, enter it in the Add Number field. To enable
Clearspan Anywhere for a phone number, place a checkmark next
to the phone number.
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Do Not Disturb

Call Forwarding L3
OFF - Call options not configured

Simultaneous Ring v
OFF - Ring number not selected

Remote Office
Call Waiting L ]
Clearspan Anywhere ~

OFF - Location not enabled

Use your selected phones (“Locations”) as an
extensicn of your business phone number and
dial plan.

Alert all enabled locations for Click-to-Dial

7145551212 o
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5. Clearspan Anywhere is now on. To turn it off, return to this
screen and uncheck the box next to the phone number you want to
disable.

¢ If you have multiple phone numbers in your list, you will need to uncheck
each number to enable or disable it.
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Call Forwarding v
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OFF - Ring number not selected

Remote Office
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Use your selected phones (“Lecations”) as an
extensicn of your business phone number and
dial plan.

Alert all enabled locations for Click-to-Dial
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Add number

A. Clearspan Anywhere shows that it is enabled/on.
B. Uncheck the box next to a phone number to disable Clearspan Anywhere for that
phone number.
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View Call History

1. Click on the Call History icon.
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2. A list of your recent calls will appear. Double click on an entry to

call the person. Or right-click (Ctrl + Click on Mac) on an entry to
view more options.

Bl communicator — O =

File Edit Contacts Calls Conversations

Christina Yanez
+ 4488

Today, 3:54 PM

Christina Yanez
- 4488

Today, 3:45 PM

Kay Arthur
+ 714

3. Make a selection to make a call, copy the phone number, view the
profile, or add to contacts.

¢ Call from Phone will start the call on your campus desk phone. Don't choose
this option unless you are at your desk!

Telecom // Downloaded: 12-14-2020 // Disclaimer: This document is only valid as of the day/time when it Page 76
is downloaded. Please view the original web document for the current version.



EIFGLLERTON

uuuuuu ATION.

TECHNOLOGY.

ﬂ Communicator

File Edit Contacts

— a X

Conwversations

Christina Yanez
+ 4488

Today, 3:54 PM

Christina Yanez
- 4488

Today, 3:45 PM

Kay Arthur
+ 714

30 P53

Call

Call from Phone

Copy Phone Mumber

View Profile

Add to Contacts

Need More Help?

View the Troubleshooting & Resources guide.
Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional

assistance.
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Apple iPhone: Using Mitel Clearspan
Communicator Features

This article contains information on how to use various features of the Clearspan
Mobile app for Apple iPhone, including making/answering a call, hold, transfer,
mute, and call forward.

What do you want to do?

Make a Call

1. Tap on the Menu icon.

Call History
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2. Tap Dialpad.

LA

Lori Arthur-Carmichael

Q_ Directory
% Pull Call
= Voicemail

#  Dialpad

& Settings

& Use VolP ()

@ Help

@ About

o

Sign Out
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3. Enter the phone number you want to call and then press the call
button.

Dialpad

1 2 3
4 5 6
7 8 9

0 #

A. Enter the phone number you want to call. For campus extensions, enter just the
four digit extension (e.g., 2011). For off-campus phone numbers, dial 9+10 digit
number (e.g., 9-1-714-555-1212).

B. Tap the Call button.
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Answer a Call

1. When you receive an incoming call for your campus extension, it
will be marked as Clearspan Audio to differentiate it from your
regular incoming calls. Tap Accept to answer the call.

¢ Campus extensions that call you will show the display name associated with
the extension. If the caller is in your iPhone Contacts, the name (and photo)
associated with the caller (on-campus or off-campus) will show the name/
photo from your Contacts.

Leia Organa

[ Clearspan Audio...
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2. You're now in the call.

Note that you now see the phone number of the caller instead of their
name.

917145551212
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Put a Call on Hold

1. Tap the Hold button to place a call on hold.

917145551212
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2. Next to the caller's phone number, you'll see that they are on
hold. Tap the Hold button again to take the caller off hold.

917145551212

A. Next to the caller's phone number, you'll see ON HOLD.
B. Tap Hold again to take the caller off hold.
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Transfer a Call

1. While on a call, tap Transfer.

917145551212

2. Enter the extension number or name of the person/department
that you want to transfer the call to. Then choose the appropriate
listing from the search results.

¢ If you know the extension number, it's recommended you enter the number.
This directory is searching the telephone database, not the Outlook Address
Book, so searching by name, especially for a department, may result in a lot
of extraneous results such as alarms, conference rooms, and other
department-owned extensions.
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Transfer

No matches found

o President’s Office

1T 2 3 4 5 6 7 8 9 0

fos o ) 8 & @
o= ? 1 ' &)
9

Note that Quick Results will search your iPhone Contacts for matches.
Although it will appear that you can transfer a call to an off-campus phone
number, that feature is not available.

A. Enter the campus extension number or name of the person/department you
want to transfer the call to.
B. Tap on the appropriate listing for the extension/name.
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3. Choose Extension when prompted to choose which phone
number to transfer to.

No matches found.

PO President's Office

Work Phone (+16572783456)

Extension (3456)

Cancel

4. Choose either Call First or Transfer to [Name of Extension].

¢ Call First = you can speak to the person you are transferring to first
(announce the call) and then either transfer the call to them or not.

Transfer to [Name/Department] = transfers the call and you are done
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Quick Results

No matches found.

Directory

PO President's Office

0 Call First
e Transfer to President's Office

Cancel
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5. If you choose Call First, you will have two options. Tap Complete
to transfer the caller. Or tap the red hangup icon to stop the
transfer and go back to the first call.

917145551212

President's Office

3456

Speaker

A

Complete

If the user answers and agrees to take the call, tap Complete.

If the user does not answer or does not agree to take the call, click the hangup
icon and you will be taken back to the first call.

C. Notice the original caller is on hold and is not privy to your conversation.

@ >

Telecom // Downloaded: 12-14-2020 // Disclaimer: This document is only valid as of the day/time when it Page 89
is downloaded. Please view the original web document for the current version.



Mute Myself During a Call

1. Tap the Mute button to mute yourself.

917145551212

Telecom // Downloaded: 12-14-2020 // Disclaimer: This document is only valid as of the day/time when it Page 90
is downloaded. Please view the original web document for the current version.



EIFUTLERTON

2. A blue line appears under the Mute button to let you know you
are muted. Tap Mute again to unmute yourself.

917145551212

Turn Call Forward On/Off

¢ Call Forward should be used to forward phone calls to another campus
extension or directly to your voicemail (2525). If you want to forward your
calls to an off-campus number, view the Clearspan Anywhere instructions.
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1. Tap on the Menu icon.

Call History

2. Tap Settings.

LA

Lori Arthur-Carmichael

Q  Directory

% Pull Call

B Voicemail
: Dialpad

< Use VolP O

@ Help
© About

S Sign Out
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3. Tap Call Settings.

Settings

[ Call Settings

Do Not Disturb
Call Forwarding

Calling VolP

Send Analytics

Allow 3rd party Keyboard

Update Password
TROUBLESHOOTING

Detailed Logging

Email Logs to Support
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4. Tap Incoming Calls and then tap Call Forwarding.

\ Call Settings

¥ Incoming Calls A

Do Naot Disturb

Call Forwarding
QOFF - Call eptions not configured

Simultaneous Ring
OFF - Ring number not configured

Sequential Ring

OFF - When to Ring option not selected
Remote Office

Call Waiting -

a0 Voicemail

t2 Call Control

5. Tap the slider next to the call forward option you want to enable/
modify. Then review the extension listed and modify if necessary.

Always = all of your calls will be forwarded to this extension

When No Answer = when you do not answer an incoming call, the call will
be forwarded to this extension

When Busy = when you are on a call, all incoming calls will be forwarded to
this extension
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< Call Settings

t¥ Incoming Calls
Do Not Disturb
Call Forwarding

Always : 0 -l

2525
[ Ring Splash

When No Answer
When Busy

Simultaneous Ring
QOFF - Ring number not configured

Sequential Ring

OFF - When to Ring option not selected

Remote Office

Call Waiting -

ao Voicemail

%2 call Control

A. Tap the slider next to the call forwarding option you want to enable/modify.
B. Review the extension listed and modify if necessary. Entering 2525 will forward to
your campus voicemail.
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6. When you want to disable the call forwarding, return to this
screen and tap the slider to turn it off.

< Call Settings

t¥ Incoming Calls

Do Not Disturb

Call Forwarding

Always -
2525

[ Ring Splash

When No Answer
When Busy

Simultaneous Ring
not co

OFF - Ring number r

Sequential Ring
s ting of

JFF - When to Ring option not selected

Remote Office

Call Waiting -
ao Voicemail v
%2 call Control ~

Turn Clearspan Anywhere On/Off (Forwarding Calls Off-Campus)

¢ Clearspan Anywhere should be used to forward phone calls to an off-campus
extension (such as your cell phone or home phone number). If you want to
forward your calls to a campus extension or to your campus voicemail, view
the Call Forward instructions.

Please note that the Clearspan Anywhere feature must be enabled by
Telecom before you can use it. Please email telecom@fullerton.edu to
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request Clearspan Anywhere. As a limited number of licenses are available,
only users who meet the eligibility criteria are granted access.

1. Tap on the Menu icon.

Call History
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2. Tap Settings.

LA

Lori Arthur-Carmichael

Q_ Directory
% Pull Call
= Voicemail

Dialpad

& Use VolP

@ Help
@ About

© Sign Qut
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3. Tap Call Settings.

Settings

[ Call Settings

Do Not Disturb
Call Forwarding

Calling VolP

Send Analytics

Allow 3rd party Keyboard

Update Password
TROUBLESHOOTING
Detailed Logging

Email Logs to Support

31l Logs to Su

Call Settings
t¥ Incoming Calls

ao Voicemail

2 Call Control A

Clearspan Anywhere
QFF - Location not enabled
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5. Tap Ring Numbers to review the phone number(s) associated with
your account.

Call Settings
t¥ Incoming Calls

ao Voicemail

L2 Call Control

Clearspan Anywhere
OFF - Location not enabled

Use your selected phones as an extension of your business
phone number and dial plan.

Alert All Locations

Ring Mumbers o
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6. Review/modify the phone number(s) listed. To add an additional
phone number, enter it in the Set Number field. To enable
Clearspan Anywhere for a phone number, tap the slider next to the
phone number.

< Call Settings
¥ Incoming Calls

ao Voicemail

2 Call Control

Clearspan Anywhere
OFF - Location not enabled

Use your selected phones as an extension of your business

phone number and dial plan.

Alert All Locations

Ring Mumbers
7145551212 e
Set number 9

Review the phone number(s) listed and modify if needed.

To add an additional phone number, type the phone number in the Set number
field.

C. To forward your calls to a phone number, tap the slider next to the phone
number to enable it.

@ >

7. If you don't want unanswered calls to go to your phone number's
voicemail, tap Answer confirmation.

¢ If you are forwarding your calls to a mobile phone, Answer confirmation
prevents unanswered calls from going to your mobile device's voicemail.
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4 Call Settings
t¥ Incoming Calls

ao Voicemail

t2 Call Control

Clearspan Anywhere

Use your selected phones as an extension of your business
phone number and dial plan.

Alert All Locations

Ring Mumbers

7145551212 -

i0s

O Do not forward

[ [J Answer confirmation ]

O call contral

Set number

When Answer confirmation is enabled, you will hear a voice prompt when you
answer the call. Simply confirm and then the call will continue.

8. When you want to turn off Clearspan Anywhere, return to this
screen and tap the slider next to the phone number.

¢ If you have multiple phone numbers in your list, you will need to tap the
slider next to each number to enable or disable it.
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4:59
4 Call Settings
t¥ Incoming Calls

ao Voicemail

t2 Call Control

Clearspan Anywhere

Use your selected phones as an extension of your business
phone number and dial plan.

Alert All Locations

Ring Mumbers

—
7145551212 -l
Ne—

i0s
O Do not forward
[ Answer confirmation

[ Call contral

Set number

View Call History

1. Call History is the default screen on Clearspan Mobile. Tap an
entry to view the profile for the person, department, or phone
number that called you.

. Armatullah Arthur 723420
714 2:53 PM
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2. Tap Call to call the phone number that called you. If there are
multiple phone numbers for the person/department, you can tap
the phone icon next to the specific phone number you want to call.
Tap the left arrow to return to the Call History screen.

¢ Most often you will see multiple phone numbers for people/departments
that are in your iPhone contacts.

C

Christina Yanez

O e

Display Mame
Christina Yanez

Work Phone
O -

Need More Help?

View the Troubleshooting & Resources guide.

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional
assistance.
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Troubleshooting & Resources for Clearspan
Softphone

This article contains troubleshooting information and resources for the
Clearspan Communicator and Clearspan Mobile soft phones.

Having trouble connecting? Try VPN!

With some internet and cellular providers, it is necessary for you to be connected to
the CSUF VPN, Global Protect, in order to use Clearspan Communicator or Clearspan
Mobile.

¢ You will need to connect to the full tunnel VPN (gpft.fullerton.edu).

View detailed instructions on connecting to Global Protect VPN.

Getting a connection error?

If you get an error indicating the connection to the server failed, follow these steps
to resolve the issue.
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1. Click OK and then click on the settings gear icon in the
Communicator app.

File Edit Help

Clearspan® Communicator™

ﬂ Connection Errar x

Connection to server failed. Try again later. If the problem persists
please contact your service provider.
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2. Select Edit Login Info.

Bl communicator — *
File Edit Help

> Mitel

Clearspan® Communicator™

Username
6572785792 @fullerton.edu v

Password

Options

Help
—

5

i
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3. Double check the Server Address and your Enterprise Email
settings; make corrections if necessary. Then click Save.

Bl communicator - d

File Edit Help

>0 Mitel

Clearspan® Communicator™

Server Address

https://myphone.fullerton.edu

Enterprise Email
@fullerten.edu

| Cancel

e

A. Server Address should be https://myphone.fullerton.edu
B. Enterprise Email should be YOUR campus email address.
C. Click Save when you are done.

4. Try logging in again.

Need More Help?

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional
assistance.
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ACD Call Agents
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Logging In/Out as an ACD Agent

This article covers how users who are ACD agents log in to the ACD system to
receive calls and log out from the system.

ACD (Automatic Call Distribution) is a system that allows multiple calls to be put
on hold until there is an available person (ACD agent) to answer the call. Calls are

put on hold in a queue and directed to an available ACD agent usually in the
order the calls were received.

¢ Prefer to have a printable one-sheet with these instructions? Download the
ACD Agent: Log In/Out of ACD Job Aid PDF.
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Choose the device you are using.

Desk Phone

Do you want to log in or log out?

| want to log in

1. Press the ACD soft key.
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2. Press the Log In soft key.

3. Press the ACD soft key again.

¢ Ared light will flash and a check mark will appear next to the ACD soft key.
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4. Press the Avail soft key.

5. A solid red light and a check mark appear next to the ACD soft key.
You are now logged on to the ACD and will begin receiving calls.
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| want to log out

1. Press the ACD soft key.

2. Press the Log Off soft key.

Telecom // Downloaded: 12-14-2020 // Disclaimer: This document is only valid as of the day/time when it Page 114
is downloaded. Please view the original web document for the current version.



EIFGLLERTON

uuuuuu (ATION TECHNOLOGY.

3. The ACD light is off and there is a “0” next to the ACD soft key.You are
now logged off the ACD.

How do | check if I'm logged in?

Logged In

You know you are logged in if there is a checkmark next to the ACD softkey AND a
solid red light next to it.

If the ACD softkey has a 0 next to it and there is no solid red light next to it, you are

NOT logged in.

Not Logged In
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What if the red light is flashing?

If the red light next to the ACD softkey is flashing, you are NOT logged in. Press the
ACD soft key and then press Avail soft key to complete the login process.

Clearspan Communicator Softphone

Method 1: Call Center Feature

1. Click on the double right arrow button, select Window, and then
select Call Center.

B T PSTrRn

' | Bl communicator -

File Edit Contacts Calls Conversa

My Profile
Contacts CtriShift=C L |

Calls »
Voicemails
Mark All as Viewed & Read

Dialpad Ctri+Shift+D

Call Center

A. Click on the double right arrow icon.
B. Select Window.
C. Select Call Center.
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2. To sign in, select Available in the Queues drop-down menu. You are
now available to answer ACD calls.

Please note that you should only use Available to log on to the ACD system.
Using Sign-In, Unavailable, or Wrap-Up will result in ACD calls not being sent to
you.

3. To sign out, select Sign-Out. No ACD calls will be sent to you.

Please note you should use Sign-Out even when you go on break. Using
Unavailable (or Wrap-Up) will result in a delay in a caller being transferred to
an available agent as the ACD system will make an attempt to send the call to
you, find you are unavailable, and then move on to the next agent.
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¥ Services

Queues

Sign-Out L
Sign-in
Unavalable

Method 2: Options Menu

1. Click on the Options gear icon.

B Communicator — [m] X

File Edit Contacts Calls Conversations

@ Mistry, Rakhee
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2. Click on the options drop-down menu and select Services.

@ General

1 General

] Audio/Video
¥ Incoming Calls
L Outgoing Calls
(2] Voicemail

¥ Services

;Ef Extensions

L2, Advanced

3. To sign in, select Available in the Queues drop-down menu. You are
now available to answer ACD calls.

Please note that you should only use Available to log on to the ACD system.
Using Sign-In, Unavailable, or Wrap-Up will result in ACD calls not being sent to

you.
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4. To sign out, select Sign-Out. No ACD calls will be sent to you.

Please note you should use Sign-Out even when you go on break. Using
Unavailable (or Wrap-Up) will result in a delay in a caller being transferred to
an available agent as the ACD system will make an attempt to send the call to
you, find you are unavailable, and then move on to the next agent.

Need More Help?

View the Troubleshooting & Resources guide.

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional
assistance.
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	3. Drag the Communicator icon to the Applications folder shortcut.


	Logging In to the Mitel Clearspan Communicator
	1. Open the Communicator app on your computer.
	2. Did you get an error indicating Communicator cannot be opened?
	2.1. Click Show in Finder.
	2.2. Command + Click on Communicator and choose Open.
	2.3. Click Open.

	3. On a Mac computer, you will see the End User License Agreement. Scroll down to read it and then click I Agree.
	4. Enter the Server Address below and your email address. Then click Continue.
	5. Enter your myphone.fullerton.edu username and password. Then click Sign In.
	6. For PC, choose if you want to make Communicator the default calling application on your computer.
	7. For PC, choose if you want to connect Communicator to the Outlook desktop application.
	8. For Mac, click OK to allow Communicator to access your microphone and webcam.
	9. You're done! You can now make and receive phone calls using Mitel Clearspan Communicator.

	Need More Help?

	Setting Up Your Mitel Clearspan Communicator on Apple iPhone
	Before You Get Started
	1. Go to the Apple App store and download the Clearspan Mobile app.
	2. Open the Clearspan Mobile app.
	3. Scroll down to read the license agreement and then tap Accept.
	4. Tap Accept to accept the terms and conditions.
	5. Tap Skip if you want to skip the quick overview.
	6. Enter the Server Address and tap Continue.
	7. Enter your myphone.fullerton.edu username and password. Then tap Sign In.
	8. Enter your iPhone phone number and tap Continue.
	9. Tap Not Now for Clearspan Anywhere Calling.
	10. A series of pop-ups will appear asking to allow Clearspan to access various features such as the microphone, notifications, and your contacts. Tap OK to allow them.
	11. Tap the menu icon to view options and features.
	12. To make a call, tap Dialpad.
	13. You can now make a call. You will see a pop-up notification when you receive calls.
	Need More Help?

	Video: Mitel Clearspan Communicator Setup (PC, Mac, and Apple iPhone)
	Need More Help?

	Changing Your Mitel Clearspan Password
	Choose how you want to change your password
	1. Click on the Options gear icon.
	2. Click on the options drop-down menu and select General.
	3. First, ensure that Remember password is turned off. Then click Update password.
	4. Enter your current password in the first field. Next, enter your new password in the two boxes below.
	5. Click File and select Sign Out.
	6. Enter your new password and click Sign In.
	1. Tap on the menu icon.
	2. Tap Settings.
	3. Tap Update Password.
	4. Enter your current password in the first field. Next, enter your new password in the two boxes below. Then click Update Password.
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	Desktop PC/Mac: Using Mitel Clearspan Communicator Features
	What do you want to do?
	1. To switch between Headset and Speakers mode, click the Calls menu, select Audio Device, and then choose the option you want to use.
	2. To change which device(s) Communicator uses as a microphone or speaker, click the settings gear icon.
	3. Click the drop-down arrow and select Audio/Video.
	4. If you are using a headset, choose the Output and Input devices in the Headset section. If you are using speakers/built-in audio options, choose the Output and Input devices in the Speakers section. Your changes are automatically saved.
	1. Click on the Dialpad, enter the phone number you want to call, and then click the Call button.
	1. When you receive an incoming call, you can answer/decline by clicking on the relevant buttons on the pop-up message or within Communicator. Click the Audio button or the green phone receiver icon to answer the call.
	2. You're now in the call.
	1. Click the pause button to place a call on hold.
	2. Click the pause button again to take the caller off hold.
	1. While on a call, click the More icon and select Transfer.
	2. Enter the extension that you want to transfer the call to. Then choose either Transfer Now or Attended Audio.
	3. If you choose Attended Audio, you will have two options. Click Complete Transfer to transfer the caller. Or click the red hangup icon to stop the transfer.
	4. If you do not complete the transfer, click on the pause button to return to the caller. Or you can try transferring the caller to a different extension.
	1. Click the microphone icon to mute yourself.
	2. Click the microphone icon again to unmute yourself.
	1. While on a call, click the More button and choose Conference.
	2. Enter the campus extension or phone number of the person you want to add to the conference call. Then click Call.
	3. When the person you are adding answers, click the Merge Call button to create the conference call. To cancel the conference call, click the hangup icon and you can click on the original call to return to it.
	4. Your conference call is now active. Click the hangup button when you are ready to end the conference call.
	1. Click on the Settings icon.
	2. Click the drop-down menu and select Incoming Calls.
	3. Click Call Forwarding.
	4. Review/enter the extension listed in the call forward option you want to enable/modify. Place a checkmark next to the call forward option to enable it.
	5. While Call Forwarding Always is enabled, you will see a triangle icon on the Settings icon. To disable Call Forwarding Always, return to this screen and uncheck Always.
	1. Click on the Settings icon.
	2. Click the drop-down menu and select Incoming Calls.
	3. Click Clearspan Anywhere.
	4. Review/modify the phone number(s) listed. To add an additional phone number, enter it in the Add Number field. To enable Clearspan Anywhere for a phone number, place a checkmark next to the phone number.
	5. Clearspan Anywhere is now on. To turn it off, return to this screen and uncheck the box next to the phone number you want to disable.
	1. Click on the Call History icon.
	2. A list of your recent calls will appear. Double click on an entry to call the person. Or right-click (Ctrl + Click on Mac) on an entry to view more options.
	3. Make a selection to make a call, copy the phone number, view the profile, or add to contacts.
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	Apple iPhone: Using Mitel Clearspan Communicator Features
	What do you want to do?
	1. Tap on the Menu icon.
	2. Tap Dialpad.
	3. Enter the phone number you want to call and then press the call button.
	1. When you receive an incoming call for your campus extension, it will be marked as Clearspan Audio to differentiate it from your regular incoming calls. Tap Accept to answer the call.
	2. You're now in the call.
	1. Tap the Hold button to place a call on hold.
	2. Next to the caller's phone number, you'll see that they are on hold. Tap the Hold button again to take the caller off hold.
	1. While on a call, tap Transfer.
	2. Enter the extension number or name of the person/department that you want to transfer the call to. Then choose the appropriate listing from the search results.
	3. Choose Extension when prompted to choose which phone number to transfer to.
	4. Choose either Call First or Transfer to [Name of Extension].
	5. If you choose Call First, you will have two options. Tap Complete to transfer the caller. Or tap the red hangup icon to stop the transfer and go back to the first call.
	1. Tap the Mute button to mute yourself.
	2. A blue line appears under the Mute button to let you know you are muted. Tap Mute again to unmute yourself.
	1. Tap on the Menu icon.
	2. Tap Settings.
	3. Tap Call Settings.
	4. Tap Incoming Calls and then tap Call Forwarding.
	5. Tap the slider next to the call forward option you want to enable/modify. Then review the extension listed and modify if necessary.
	6. When you want to disable the call forwarding, return to this screen and tap the slider to turn it off.
	1. Tap on the Menu icon.
	2. Tap Settings.
	3. Tap Call Settings.
	4. Tap Call Control and then tap Clearspan Anywhere.
	5. Tap Ring Numbers to review the phone number(s) associated with your account.
	6. Review/modify the phone number(s) listed. To add an additional phone number, enter it in the Set Number field. To enable Clearspan Anywhere for a phone number, tap the slider next to the phone number.
	7. If you don't want unanswered calls to go to your phone number's voicemail, tap Answer confirmation.
	8. When you want to turn off Clearspan Anywhere, return to this screen and tap the slider next to the phone number.
	1. Call History is the default screen on Clearspan Mobile. Tap an entry to view the profile for the person, department, or phone number that called you.
	2. Tap Call to call the phone number that called you. If there are multiple phone numbers for the person/department, you can tap the phone icon next to the specific phone number you want to call. Tap the left arrow to return to the Call History screen.
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	Troubleshooting & Resources for Clearspan Softphone
	Having trouble connecting? Try VPN!
	Getting a connection error?
	1. Click OK and then click on the settings gear icon in the Communicator app.
	2. Select Edit Login Info.
	3. Double check the Server Address and your Enterprise Email settings; make corrections if necessary. Then click Save.
	4. Try logging in again.
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	ACD Call Agents
	Logging In/Out as an ACD Agent
	Choose the device you are using.
	Do you want to log in or log out?
	1. Press the ACD soft key.
	2. Press the Log In soft key.
	3. Press the ACD soft key again.
	4. Press the Avail soft key.
	5. A solid red light and a check mark appear next to the ACD soft key. You are now logged on to the ACD and will begin receiving calls.
	1. Press the ACD soft key.
	2. Press the Log Off soft key.
	3. The ACD light is off and there is a “0” next to the ACD soft key.You are now logged off the ACD.
	Logged In
	Not Logged In
	What if the red light is flashing?


	Method 1: Call Center Feature
	1. Click on the double right arrow button, select Window, and then select Call Center.
	2. To sign in, select Available in the Queues drop-down menu. You are now available to answer ACD calls.
	3. To sign out, select Sign-Out. No ACD calls will be sent to you.

	Method 2: Options Menu
	1. Click on the Options gear icon.
	2. Click on the options drop-down menu and select Services.
	3. To sign in, select Available in the Queues drop-down menu. You are now available to answer ACD calls.
	4. To sign out, select Sign-Out. No ACD calls will be sent to you.
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