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QUICK START GUIDE

This Quick Start Guide provides basic information about using Virtual Office Online account.

Virtual Office Online Overview

Once you've logged in, this is what you'll see:

The buttons in the upper left of the screen— [T R —— D gl
Logaut |1 {408) 654-0835

Call, My Inbox, and Settings give you a quick
and easy way to toggle between these
functional panes. Fax and New Meeting will
be grayed out unless you have a Virtual Office
Pro account.

@ "orketmatemod B8
104001 205-BaR (Ext cral
@ MorkstimgBamod kB B
A8 AIERITL (B 100V Cimt

Click on the black Contacts or Directory @ M e
boxes to see your contacts. il bR
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1. Getting Started

Login to Virtual Office Online:

Step 1.

Step 2.

Step 3.

Go to http://virtualoffice.8x8.com
Enter your 8x8 login and password.

Click Login.

When prompted, click Allow to
enable Adobe Flash Player Settings
10 access your camera and/or
microphone,

2. Making and Receiving Calls

Note: you can make and take calls using either the Virtual Office Online dashboard or your desk phone.

Jane Doe

Ext: 1007

Logout |1 (408) 627-8957

J

Adobe Flash Player Settings

Camera and Mictophona Access @
e BxE com |2 requesting access to your
camers and mictaphone. If you elick
Allewy, you may be recorded.

Calling Anyone

Step 1.

Step 2.

Step 3.

Clickon Calli___ea | This will
launch Virtual Office Softphone.

or

Click the handset icon on the far
right of your browser screen to open
the Softphone.

Enter the phone number in the
call box or use the dial pad.

Click on the Call button.

3 oF

6 Mho

g vz
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Active Calls
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Calling Contacts

Step 1. Searchor scroll to locate the contact Coa ) () (i)
you want to call. (bl futinne, )
Search )
i '
Step 2. Click on the contact's phone number. e

Corporate Directory

. ACCOUNTING
2002

. Billing

622
. Main

add «|

<

. sales

621

Alice Doe 1 /E

1(5551168-0381 (Ext: 1004) Chat

Fred Doe =

(55511678516 (Ext: 1002)

Jane Doe =z

1(555) 167-1985 (Ext: 1001) Chat

John Doe =

1(555) 1€7-3455 [Ext: 1003) Chat

My Social Contacts {Beta)

My Meetings

Answering Phone Calls

Step 1. Pick up your desk phone or click on
Accept on the Softphone.

B mavmcaacen

Actha Ealle

Hoim AN D Ly
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3. Voicemail

Listening to Voicemail

Stepl. Clickon @ at the top of the screen
or click on New Voicemail(s) in the

Home panel. Welcome Jane, Septamber 17, 2040

345 P

Step 2. Click on Listen.

You have:

O 1 Kew Yoicomailis} Quick Tip:

To sham your maiiam ance & maeting s FLamnes,
Fau Megsagais}
@ 1 Mew Fan seled "Shave Video” ans BHEn sehed ST My Videa”

fram =8 d & (4.5 T 1h [
c Mo Unrasd Chat Message(s) M e rey dBwe MEhu 8 top af the mesting

sorEEn

o Mo Maating(s)h in Progross

a:rl_l,h_ﬂllw_ﬁnlgnt otru'!ﬂ_l_nlnmqﬂlnn @#nﬁ_llns_

Uaar Quids Viaw Dams  Gatling Starbed
‘We wast o hear from vou: Feedbachk

Changing Voicemail Password

Stepl. Click on Settings| Settings |

My Profile " All Contacts " My Services " call Forwarding ]i ES11 Address ]l Microphone Ii Billing ]

Step 2. Click on the My Services tab ~ caller 1D Profile .
Caller ID: 15554451845 (x1002) ¢ Call Waiting: ON *
Step3.  Under Voicemail Settings you B — —
can change or view your voicemail (i
Password: 1212 1’, Show password |Time Zone: Pacific Standard Time 3

password.

Notification by email: Enabled with Audic ¢ Email: helen.ross@8x8.com

VVoicemail-to-Email Notification

Stepl. Click on Settings | _settings

My protie | ancontacts | my services || callForwarding | e11daress | microphone | sming |

Step 2. Click on the My Services tab. [[ Catter 1B Profile 2

Caller ID: 15554451845 (x1002) ; Call Waiting: ON §

First Name: Helen Last Name: Ross

Step 3. Under Voicemail Settings click —
the arrows to Enable or Disable Password: 1212
voicemail notiﬁcation by email. Notification by emall: Enabled with Audio # Email: helen.ross@8x8.com

i Show password Time Zone: Padfic Standard Time §

Step 4. Enter the email address to receive
the notification.
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4. Chatting with Other Users

Stepl. Searchorscroll tolocate the contact ["— | enseesms )
you want to chat with, iy Tobox | settings
Step 2. Click on Chat. o S
= Type: Comorate Cirecory
e P —
Step 3. Enter your message in the panel @ AcoousTmG L I L
2002 Dave Frovenza | Start Video 'C‘nzlnns H
that appears. @ v e L s et e e e
s 1:51 AH nson: great thanks have a look for = aow i@
. Main
Step 4.  Click on Send. e 2
. sales
;.:e Doe i
1 (5551 168-03591 (Ext: 1004) Chat
Fred Doe 2
1(555) 167-8516 (Ext: 1002)
Jane Doe =
1 (555) 167-1985 (Ext: 1001) Chat (@-f ]| _sene |
John Doe 7z
1(559) 1£7-8453 (Ext: 1003) Chat
My Meetings Mew Meetine
5. Setting Your Availability Status
Stepl. Goto My Status at the top of the
screen % My Status: @ Available 3 I'm calling from: Softphone & Jane Doe Ext: 1007
! Forward all calls: Off 3
Logout |1 (408) 627-8957
Step 2. Use the arrows to select your
status.
Step 3. If you select Custom, you can add
your own status message.
6. Forward All Calls Quickly
Quickly forward all calls to a specific number.
I'm calling from: Softphone Helen Johnson Ext: 2835

Stepl. Goto Forward all calls; at the top
right of the screen.

Step 2. Use the arrows to select where to
forward all your calls to or add a new
number.

Step 3. Todisable Forward all calls, use the

arrows to select off.

Forward all calls: Mobile ,
Phone '

Logout |1 (408) 654-0835

I'm calling from: | v Off
Forward all calls:
Mobile Phone

Home Phone

Edlt...

n Johnson

Ext: 2835
gout |1 (408) 654-0835 J
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7. Advanced Call Forwarding

My Rules
Create your own custom rules for call forwarding.

Stepl. Click on Settings | settings

My Profile “ All Contacts " My Services h Call Forwarding ” E911 Address “ Microphone " Billing 1

Step 2. Click on the Call Forwarding tab. e | B i

|| Enable - Forward all calls to

Step 3. Click on +Add New Rule to create
your forwarding rules.

My Rules (applied in the order shown below) + Add New Rule

Order Enable/ | Rules Actions
Disable
S'EED 4 TO save Chal’]ges C||Ck OK Theﬂ 1 (v] During Lunch Forvard to Dallas Office Edit Copy @
' ' ' 2 V| On weekends, call my cell phone Edt  Copy &

Save.

L Update Order J

Rule Details

Rule Name: On weekends, call my cell phone

When 1 receive a call from Any Number on
S. St from 08:00 AM to 05:00 PM,
forward the call to Helen Ross (Ext) with call screening Disabled.

Discard all changes Save
—
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Default Rules

Update your default call forwarding rules for these standard situations:

e When my Internet connection is down

e When my Virtual Office phone line is busy

e When | don't answer my call for 15 seconds

These rules are preset to send these calls to voicemail if you don't update them.

Stepl. Click on Settings | settings |

My Profile H All Contacts || My Services || Call Forwarding || ES11Address H Microphone || Billing |

Step 2. Click on the Call Forwarding tab.

My Rules I Default Rules

__ Emable - Forward all calls to

Step 3. Click on Default Rules.

Default Rules

Step4.  Click Edit next to the rule you want Rules Action
When my Internet connection Is down Edit
to UDdate and make yOUF Changes. When my Virtual Office phone line is busy Edit
When I don't answer my call for 15 secs Edit
Step 5. Tosave changes, click OK, then Rule Details
Save Rule Name: When my Internet connection is down

When my network is down forward all my calls to My Voicemail with call screening Disabled.

Discard all changes Save
- N

8. E911 Address

€911 delivers address-specific (versus phone number only) call-back information to public service answering points whenever
someone makes an emergency call. Your E911 address must be the same location as your 8x8 phone or adapter. If you are using the
softphone only, enter the physcial address where the computer/laptop you use is located.

Step1l. Click on Settings | settings |

|‘ My Profile H All Contacts H My Services H Call Forwarding | E511 Address || Microphone || Biling |
Step 2. Clickon the E911 Address tab.  current E511 Address
Street Address 810 W MAUDE AVE
. Suite / Apt No.
Step 3. Click on +Add ES11 Address to add gy SUNNYVALE
anew address or use the arrows to #ip Code FanasmzsD
select a saved address. . Norer E11 auapart il not 5o avaliable with ths opion
Step 4. Click Validate to verify your address [c": Z:::dd P0G SUESGIALE R s e
and then click Save.
[ 2R
& T\
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