INterra Virtual Assistant

telephone from their desktop computer. The personal computer (PC) is more

sophisticated and powerful than a telephone, and can deliver a higher level of

functionality. By combining telephone, database and LAN based messaging
access through an intuitive, interactive, and friendly front end, INterra Virtual Assistant
permits increased end user productivity, adds features not available from the telephone
system itself, and promotes a more efficient workplace.

l Nterra Virtual Assistant is a software application that gives users control of their

Customer Support

Customer Support is available through a channel of trained computer telephony
experts. For more information, contact INterra Software in Houston, TX at
713.881.7900 ot visit www.interrasoftware.com.




GETTING STARTED WITH INTERRA VIRUTAL ASSISTANT 1

CHAPTER 1

Getting Started with Virtual Assistant

nce INterra Virtual Assistant is installed, you can immediately start making
phone calls. However, to get the maximum benefit, you should customize
the software to better serve your individual needs.

Setting up Extension(s) to Monitor and Control

1.
2.

Click Menu, Tools, w9 Options.

Enter the primary extension of the phone you wish to control in the Extension
field, then enter the extension owner's name in the Name field.

Click Add, and the extension and name will move to the Current Extension(s)
window.

Enter another extension and name to monitor, if applicable.

If more than one extension is in the Current Extension(s) window, place a check
mark in the box next to the primary extension to control.

Click OK.

Adding Coverage Points

1.
2.
3.

Click Menu, Tools, ﬂ‘ Options.
Click the Other tab.

The Voice Mail Pilot Number will allow you to divert an incoming call directly to
voice mail. This number is automatically configured during system installation,
and should not need to be changed.

Adding a number in the Assistant's Extension Number box will allow you to
divert an incoming call to that extension.

Click Apply to save the settings.
Click OK.

Setting the Default Search Fields and Filters in the
Directory

1.
2.

Click Menu, Tools, F'y Options.
Click the Directory tab.




Click the drop down arrow next to the Primary Search Field to select the first
search field, then do the same for the Second Search Field.

4. To change the default Filters, check or uncheck the Users, Contact or Private
check boxes.

5. To close the Directory Window after dialing a number, place a check next to
Close directory window after dialing.

6. Click Apply to save the settings.

7. Click OK.

Setting up the Direct Station Select (DSS) & Personal
Speed Dial (PSD) Buttons
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Click on the name, hold the mouse button down until the mouse pointer turns red,
then drag the mouse to an empty DSS/PSD button, and drop to complete. If you
drag a new name to an occupied button, you will be prompted to save over the
existing settings.

3. If the number displayed is not the number you want to use, open the record and
click the number to use, then drag and drop it on an empty DSS/PSD button.

4. Once you have a DSS button set up, click on the button to place a call.

5. Right-click your mouse over a DSS/PSD button to clear that button or reveal a
shortcut menu to INterra Virtual Assistant Tools.




*The number of DSS/PSD buttons cach user has available depends on their screen resolution. The larger
yout desktop icons, the fewer DSS/PSD buttons available, and vice versa. To add up to three rows to your
Virtual Assistant tool bar, move your mouse over the bottom edge of the interface, until the mouse pointer
changes into ,click and hold your mouse button, then drag the bar down, and release the mouse.

Identifying INterra Virtual Assistant Symbols
Connection Monitor

Call Log

Call Reminder Log

Set Out of Office

Silent Message

Email Page

Directory

Dial Number

Redial List

Speed Dial List

Show Hidden Call Windows
Add Number to Speed Dial List
Silent Message Log

Set Call Reminder

Hide Call Window

DSS (Direct Station Select) with green name User logged in

=ehE DSS (Direct Station Select) with black name User logged out or
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Personal Speed Dial
1ok L DSS (Ditect Station Select) with Out of Office Message activated
—Johin L DSS (Direct Station Select) with Routing activated
—1.Jok BLF (Busy Lamp Field) Gray is idle
= .Jak BLF (Busy Lamp Field) Green is an internal call
= ok BLF (Busy Lamp Field) Red is an external call
[_Hfly BLF (Busy Lamp Field) Maroon is personal speed dial




INterra Virtual Assistant Options

Behavior
Under the Behavior tab you can customize the User Mode, Visibility, Translucent
Windows (Windows 2000 feature only) and Call Windows.
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1. Select Menu, Tools, then Options.
2. Click the Behavior tab.
3. Under User Mode, choose Standard mode for one call window per call
(recommended for most users). If you experience high call volume, select
Alternate mode. This option will limit your call windows to a maximum of 3
windows at one time — 1 window for the active call, 1 window for all ringing calls
and one window for all calls on hold.
4. Under Visibility, check Always on top for the toolbar to appear on top when
other programs are open. To hide the toolbar when not in use, click Auto hide.
5. Under Translucent Windows, choose your translucency level by clicking the up

and down arrows. Check Floating Call Windows to apply this translucency to
floating call windows. Check Docked Call Windows and un-check Floating
Call Windows to apply this translucency to your docked call windows.




6. Under Call Window, check Enable window rollout to make the call windows
appear to rollout. Un-check Enable window rollout and the call windows will
just appear. To have incoming call windows appear under the cursor, check Auto
locate call window under cursor.

Directory

Under the Directory tab you have the ability to change your default search parameters and
filters. You can search by First Name, Last Name, Company, Department or Number.
Filters can be set to search Users, Contacts and/or Private Records.
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Notification

Under the Notification tab you have the option to set Notification Windows and/or
Alert Sounds to inform you of incoming and missed calls, missed Silent Messages and
new Call Reminders.
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Alert Sound in Incoming Calls
In the event that the ringer volume on your telephone is turned down low, you may

Enable Alert Sound in Incoming Calls Notification to sound an alert on your
computer when you receive an incoming phone call.




Missed Call Notification
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The Missed Calls Notification Window will alert you of calls missed while you were
away form your desk. From this window you may see how many calls were missed,
what time the caller hung up and open the Call Log to see who the calls were from as
well as detailed caller information.

New Call Reminder Notification
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The Missed Call Reminder Notification Window will alert you of new call Reminders
set for you by a coworker. From this window you can open the Call Reminder LLog and
see detailed information about the Call Reminder including who set the Call Reminder,
when the call is scheduled for return, the subject of the telephone call and the and
telephone number to be returned.

Alert on Offline Silent Messages
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Click Snooze to be reminded again in;

|5 minutes j Shooze |

The Alert on Offline Silent Messages Notification Window will alert you if a coworker
sent you a Silent Message while you were logged out of Virtual Assistant. From this
window you can view the Missed Silent Message as well as any calls you may have
missed while you were logged out.




Hot Keys

Under the Hot Keys tab you can set up keyboard shortcuts for Answering a Call,
Extending a Call, Conference Call and Drop Call. To disable all shortcuts un-check
Enable Hot Keys.
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Other

The Other tab allows you to set up Coverage Points. Entering your Voice Mail pilot
number allows you to divert incoming calls directly to your Voice Mail box.

- IMterra ¥irtual Assistant Options il
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Coverage
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In addition to your Voice Mail Coverage button you can add a secondary Coverage
button. In the Alternate Number field type in the extension you would like to divert
calls to. In the Alternate Number Caption Field, name your button accordingly.

Ringing - Jamie Doda x7175

7126 0002 3 Anzw
tegan Pouzson Ext.
Datahfox = John

% OF T Erx Fr T vMail
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Viewing Groups

¥ . Silent Message Options
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To send the same Silent Message to different people at once, you can create Groups.
From the Groups tab you will see all the existing Silent Message groups in the system.

Adding a Group
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1. Click Add on the Groups tab in Silent Message Options.

2. Type the group name into the Group Name text box, and a description for that
group in the Description text box.




3. To add users to a group type their name in the text box or select them from the list,
and click the Add button.

4. Once all members are added to the group click Apply then OK.

Editing a Group
1. On the Group tab in Silent Message Options, highlight the group and click Edit.

2. To remove a member of a group, highlight the member of the group on the right
and click Delete.

3. To add a member to the group, type the name in the text box or search the member
list. Highlight the member and click the Add button.

4. Once you are finished editing click OK to save the changes.

Deleting a Group
1. On the Group tab in Silent Message Options, highlight the group and click Delete.

* Note: Only the owner of a group can edit or delete it.

[ Sent To John Layton ] - 02412 08:56
'our appointment iz here

Call me at Fleaze come zee me

Call me AS4P Your appointment iz here

You can send an alphanumeric page right from your Virtual Assistant desktop to
anyone with an alphanumeric pager.

Sending an Email Page to Users
1. Click % Email Page, Create New Email Page on the Virtual Assistant toolbar.

2. Chose the recipient from the drop-down list.

3. Type a message in the message text box or use the Quick Send buttons. You can also
use a combination of both.

4. Click "2 Send
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* Your message will appear in the top of the Email page window after it is sent.

Sending an Email Page to Contacts
1. Click ¥ Directory.

2. Search for and open the recipient's Contact record.
3. Click on the Email tab to verify a Pager Email address exists.
4. Click % Email Page on the Contact form.

5. Type a message in the Message text box or use the Quick Send buttons. You can also
use a combination of both.

6. Click "8 Send.

Creating Quick Send Messages in Email Page

Email Page Dptions . x|
Cuick Send
Mezzage Auta Send  Call Infa
IEaII me at - -
|Call me A54P r r
IF'Iease COMe SEE me - -
IYI::ur appaintment iz bere I I

k. | Cancel | Sy |

1. Click "& Email Page, Email Page Options on the Virtual Assistant toolbar.
2. Click the Send Options tab.

3. To change the Quick Send Message, highlight the text in the box to change, and type
the new text.

4. 'To send the message automatically, place a check mark in the box in the Auto Send
column next to the message.

5. To include the Caller's name and number in an Email Page, place a check mark in the
box in the Call Info column next to the message.

6. Click Apply to save the changes.
7. Click OK.
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Setting the Display Options for Email Page
1. Select Menu, Tools, then %% Options.

2. Click the Other tab.

3. Click Email Page.

4. Click the Display Options tab.
5

To automatically close the window after you send a message, place a check mark in
the box next to Automatically close window after sending a message and click

Apply.
6. Click OK.

Directory
The Virtual Assistant Directory contains all your contact records, both internal (Users,
green icon) and external (Contacts, red icon).

Searching the Directory

1. Enter the first few letters of your primary search field, followed by a space, then the
secondary field into the Input Window, and press Enter.

John L @ @

2. Virtual Assistant will search the current database and display the Directory form.

3. From this list you may double-click on the User or Contact to dial their Primary
Number.

4. To dial a different number in the User or Contact record, open the record and
double-click on the number to dial.

Adding New Contacts to the Directory
1. Click #f Directory on the Virtual Assistant toolbar.

2. Click New in the Virtual Assistant Directory Search window.
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3. Enter the contact’s name and other information in the form fields.

¥ pustin Mitchell - Contact Y ] A |

| Ele Edit Wiew Actions

J"%|n5aveandcluse E|}(|ﬂ|@||§|%||

— Murnbers
First Mame: Last: IMitcheII "_I Mumber I Description I
# [F13)888-7533 DD
Comparny: |MI:I worldCom (713 2977200 Business - Fax
L - . [¥13] 297-7F100 Business - Main
Title: Dept.:
e |Business Developm | Dept: [Sales (300) 9675326 Business - Other
Address 1: (5051 Westheimer Fid (F131 4175916 Mobile
Address 2 |
City: IHDush:nn
_ ¥ Indicates Primary Mumber
State: ITH Zip: |77056 :
fidd Edi Delete |
Country/Region: |United States of America j
Private Becand I

4. 'To add phone numbers, click Add and enter the phone number in the blank Number
tield, without parenthesis, dashes or spaces. For example: 8005551212, It is not
necessary to enter a 9 or 1 when adding phone numbers to the directory.

Add Mumber ' x|

— Mumber detailz

IE uziness - Main: [713] 297-7100

Diezcription: IEusiness - M ain j

Country/Regior: |Urited States of America = |

Mumber: |?1 32977100

[~ Primary Mumber oK I LCancel

5. Click the drop-down arrow to select the phone number Description.
6. Click the drop-down to change the Country/Region, if necessary.

7. If a contact has more than one phone number in the record, the primary number
indicates which number Virtual Assistant will select by default.

8. Click OK.

9. Check the Private Record box to add to your Private Contact List. If this box is not
checked, the contact will be added to the global contact list.
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10. Click A Save and New to add more contacts, or Save and Close when finished.

Adding Contacts while on a Call (Quick Add-QA)

Ringing - Jamie Doda 7175
[713) 881-7405 3 Az

i John
goon [ # e Yy T vMal

1. Click on QA in the Call Window.

2. Select New on the Virtual Assistant Directory Search window to open a blank
contact record form, or search the directory to locate an existing contact record to
add the number to.

3. Enter the contact’s name and other information in the form fields (if a new record).

4. Click Add, and the phone number in the Active Call Window will appear in the
Number field, without parenthesis, dashes or spaces. For example: 8005551212, It is
not necessary to enter a 9 or 1 when adding phone numbers to the directory.

5. Click the drop-down arrow to select the phone number Description.
6. Click the drop-down to change the Country/Region, if necessary.

7. If a contact has more than one phone number in the record, the primary number
indicates which number Virtual Assistant will select by default.

8. Click OK.

9. Check the Private Record box to add to your Private Contact List. If this box is not
checked, the contact will be added to the global contact list.

10. Click B2 save and New to add more contacts, or [ save and Close when finished.

Editing Contacts while on a Call (Quick Edit - QE)
Ringing - Donna Dickinson 7175
{713 881-8854 Eat. 3 Answ

Danielle Randaff
Interior Creations

& John
wo0E [ W Ye By T vMal

1. Click on QE in the Call Window to open the contact record.

2. Edit the information on the contact record, if necessary.
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9.

10.

Click Add to enter a phone number in the blank Number field, without parenthesis,
dashes or spaces. For example: 8005551212, It is not necessary to entera 9 or 1
when adding phone numbers to the directory.

Click on a phone number in the Numbers window, then Edit to change the number.

Click on a phone number in the Numbers window, then Delete to remove the
number from the contact record.

Click the drop-down arrow to select the phone number Description.
Click the drop-down to change the Country/Region, if necessary.

If a contact has more than one phone number in the record, the primary number
indicates which number Virtual Assistant will select by default.

Click OK.

Click B2 save and New to add more contacts, or [ save and Close when finished.

Adding New Contacts from the Call Log

1.

10.

11.

Click =] Call Log on the Virtual Assistant toolbat, or click Menu, View, (5] Call
Log.

Click on a record to highlight it, then right-click the mouse to reveal a shortcut menu
to Virtual Assistant tools.

Click Add New Contact.
Enter the contact's name and other information in the form fields.

Click Add, and the phone number in the Call Log record will appear in the Number
tield, without parenthesis, dashes or spaces. For example: 8005551212. It is not
necessary to enter a 9 or 1 when adding phone numbers to the directory.

Click the drop-down arrow to select the phone number Description.
Click the drop-down to change the Country/Region, if necessaty.

If a contact has more than one phone number in the record, the primary number
indicates which number Virtual Assistant will select by default.

Click OK..

Check the Private Record box to add to your Private Contact List. If this box is not
checked, the contact will be added to the global contact list.

Click B2 save and New to add more contacts, or [ save and Close when finished.

Editing Contacts from the Call Log

1.

Click = Call Log on the Virtual Assistant toolbat, or click Menu, View, (5] Call
Log.
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10.

11.

12.

Click on a record to highlight it, then right-click the mouse to reveal a shortcut menu
to Virtual Assistant tools.

Click Open Contact. If the name in the To/From column is "Unknown," the
record does not yet exist, and the Open Contact option will not function.

Edit the contact's name and other information in the form fields, if necessary.

Click on a phone number in the Numbers window to highlight it, then click Edit or
Delete.

To add phone numbers, click Add and enter the phone number in the blank Number
field, without parenthesis, dashes or spaces. For example: 8005551212. It is not
necessary to enter 2 9 or 1 when adding phone numbers to the directory.

Click the drop-down arrow to select the phone number Description.
Click the drop-down to change the Country/Region, if necessaty.
Click OK..

If a contact has more than one phone number in the record, the primary number
indicates which number Virtual Assistant will select by default. to change the primary
number, right-click the mouse over the number and click Set as Primary Number.

Check the Private Record box to add to your Private Contact list. If this box is not
checked, the contact will be added to the global contact list.

Click B2 save and New to add more contacts, or [ save and Close when finished.

Changing the Primary Number for a User or Contact

1.
2.
3.

Click ¥ Directory.
Search for the User or Contact record.

Click the record to highlight, and Click Open. - or - Right-click the number and select
Set as Primary Number.

Click the number you want to be the Primary Number.
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# Dustin Mitchell - Contact N [=]
| Fle Edit Wiew Ackions

J 2 | [Hsave and Close  [E

Xliw|lo| =% | 4|

— Mumberz

Firzt Mame: IDugtin Lazt: IM itchell

Compary: |MI:I WorldCom

Title: IBusiness Developm  Dept: ISales

Address 1; |5051 ‘westheimer Fid

[ 7200 Business - Fax
[¥13] 297-7100 Business - Main
[800] 967-53268 Business - Other
[F131 41177616 tabile

Address 2 I
City: IHDustDn
. ¥ Indicates Primary Mumber
State: [Tx Zip: 77058 :
fdd Edit Delete |
Country/Region: ILlnited States of America j

Private Becond il

5. Click Edit
6. Place a check mark in the box marked Primary Number

7. Click OK.
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