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Introduction

Welcome to PhonePad 5.

If you're new to PhonePad we recommend you start with the Getting Started section.

A massive amount of work has gone into producing this version. In fact, it's the biggest update to
PhonePad in years. It features a new, high performance database engine that allows us to do things that

weren't possible in previous versions.

PhonePad 5 uses a completely different method for connecting. Instead of having to manually configure
each workstation to connect to the PhonePad database it's now all done automatically.

We have incorporated a lot of changes and new features based on feedback from our wonderful
customers. PhonePad is a continually evolving product that is shaped by people like you. We truly

value your suggestions and look forward to receiving more of them.

We hope you enjoy using PhonePad 5 and find it a valuable tool for your business or organization.

Cybercom Software

While all due care is taken in the writing of this user guide, it's possible that there are errors
because we have overlooked something.

If you find that there is missing, incorrect, incomplete, or out-of-date information, please contact
us and let us know. We'll do our best to get it corrected quickly.

Just send an email along with the details to support@cybercom-software.com.

Thanks.

Copyright © 2024 Cybercom Software




Getting Started



PhonePad 5 User Guide

Getting Started

Follow the steps in this chapter to get PhonePad 5 up and running.

Setting Up the Connection to the Server

You may be pleased to know that once you have installed PhonePad 5 on your workstation there is
nothing else you need to do. You don't need to configure PhonePad to connect to the Server or Host
PC.

When PhonePad starts up it will try to auto-discover any PhonePad 5 Servers on your network. Your
workstations will automatically establish a connection with the server once it finds it.

€) The workstation establishes a

e PhonePad 5 Sarver connection with the server.

responds with its
connection information,

/

o When PhonePad 5 starts it /

searches for any PhonePad :‘/

5 Servers on your network,

\.

®
S
=

If PhonePad is unable to connect to the PhonePad 5 Server then it will be due to one of the following
reasons:

e The PhonePad 5 Server service has not been installed or is not running.
o A firewall, and/or security software, on the Server or Host PC, or on the workstation is blocking the
connection. You may need to configure it to allow the connection.

Connection Troubleshooter

If PhonePad is unable to locate the PhonePad 5 Server, or if it is able to locate it but is unable to
connect, then the Connection Troubleshooter wizard will automatically open.

Copyright © 2024 Cybercom Software
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PhonePad )

ng for

g for a Pho

Cancel

Version

The wizard will try to help you determine what is causing the connection issues. In most cases it is Anti-
Virus software

[ Connection TroUD T =X

il Welcome to the Connection Troubleshooter
o This wizard will try to help you resolve any connection problems you are having.

Click Next to start.

|Next‘l[h::se‘

w

Step through each screen by clicking the Next button, and try each of the suggestions.
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Connection Troubleshooter .’ _‘ . X

i Network Connection

\!0 If you hawve just logged in to Windows then your network connection may not have
initialized yet. Sometimes it can take a couple of minutes or more, especially with
wireless networks.

Does your computer currently have a network connection? Are you able to access
any network drives?

Click Next to go to the next screen.

m Wait a couple of minutes befare trying again. You can set a delay to
compensate for this - refer to the Admin Guide.

le||Clnse|

What to Do if PhonePad Can't Find the Server

If you have tried everything and still can't find out what is blocking PhonePad's automatic connection
system, then you can override the server auto-discovery system by manually specifying the server
settings.

1. Run the Workstation Configuration application (WorkstationConfig.exe) - it's located in the
PhonePad 5 folder on each workstation.

Copyright © 2024 Cybercom Software
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;-

Server Auto Discovery  Settings

If your warkstation is unable to find the PhonePad 5 Server
an your network, you can use this application to everride
the auto-discovery system and manually set the server’s
address,

7 Phoneifad 5 Workstation Configuration

Comms  Support

You will need the IP Address of your Server or Host PC.

® Enable Auto-Discovery of Server
) Disable Auto-Discovery of Server

Server IP Address:  192.168.0.33

12 Use Server Access Key

Server Access Key

Version 5.16.0
Copyright © 2016 Cybercom Software. All rights reserved.

H Save

3

Exit

x

2. Select Disable Auto-Discovery of Server.

3. Enter the Server's IP Address.

4. Click Save.

5. Click Exit.

6. Try starting PhonePad again. You should now be able to connect to the Server or Host PC.

Using the ServerOverride setting will disable the automatic connection system so any changes to
the Server IP Address will not be detected.

Starting PhonePad

Double-click the PhonePad 5 icon to start PhonePad.

Copyright © 2024 Cybercom Software




PhonePad 5 User Guide Page 20

A——

=7 ___\

PhonePad will auto-discover any PhonePad 5 Servers on the network and establish a connection.

PhonePad 5 B

56 - Established connection with the PhonePad 3 5erver.

56 - Checking for updates.....
7 - There are no updates available,

Version 5.57.0

It will then check for any workstation updates and install them if they are found.

The version number for the installed version of PhonePad is displayed at the bottom of this screen.

Version Mismatch

The PhonePad 5 Workstation and PhonePad 5 Server software should always be the same version. If
they're not then PhonePad may not function correctly.

Normally you shouldn't have to worry about this as the PhonePad 5 Server should keep the versions on
the workstations and Server/Host PC synchronized.

To avoid problems, PhonePad will check both version numbers on start up. If there is a version
mismatch then an error message will be displayed.

Copyright © 2024 Cybercom Software
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Older Version on Workstation

If the workstation version is older than the Server/Host PC version then this message will be displayed:

Workstation Version is Older W X

The Workstation and Server are Different Versions

What's Wrong?

The version of PhonePad installed on this workstation is older than the
version of PhonePad installed on your Server.

Workstation Version Number: 5.22.1

Server Version Number: 5.24.1

How Do | Fix This?

You can update your workstation to the same version as the Server.
Click the link below to download and install the correct version:

Click here to update this Workstation

0K

This can be easily resolved by clicking on the link in the message. PhonePad will automatically
download the correct version for the workstation.

Newer Version on Workstation

If the version on the workstation is newer than the Server/Host PC then this version will be displayed:

Copyright © 2024 Cybercom Software
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‘Workstation Version is Newer 4

The Workstation and Server are Different Versions

What's Wrong?

The version of PhonePad installed on this workstation is newer than
the version of PhonePad installed on your Server.

Workstation Version Number: 5260
Server Version Number: 5.24.0
How Do | Fix This?

You can downgrade your workstation to the same version as the
Server. Click the link below to download and install the correct
VErsion:

Click here to downgrade this Workstation

oK

This would only happen if the wrong version of PhonePad 5 Workstation was manually downloaded and
installed on the workstation. For example, if you added a new computer to your network you may have
accidentally downloaded the latest version of the workstation software from the website instead of
downloading the version installed on all other workstations.

This can be quickly fixed by clicking the provided link to download and install the correct version.

What Can Cause a Version Mismatch?

The most common cause of a version mismatch between the PhonePad 5 Workstation software and the
PhonePad 5 Server software is this scenario:

e PhonePad 5 is already up and running on a network and a new computer is installed. PhonePad 5
Workstation is downloaded from the website and installed on the new computer, but the version
downloaded is a more recent version.

There are 3 ways to avoid this scenario:

1. Retain a copy of the original Workstation setup program you downloaded when you installed
PhonePad. Use this copy to install PhonePad 5 Workstation on all new computers.

2. Install PhonePad 5 Server Updates whenever they are released.

3. Keep your system up-to-date with the latest releases by setting up automatic updates.
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Another far less likely cause is that the automatic workstation updates done by the PhonePad 5 Server
have failed for some reason. This can happen if the workstation has insufficient access rights for the
PhonePad 5 folder.

Trial Period

If you are using PhonePad during the trial period you will see the trial screen appear when PhonePad
starts up.

PhonePad }))

Thank you for trying PhonePad 5. You can try PhonePad for 60 days free of charge.

Once the trial period has expired, you will need to purchase PhonePad to continue using it.
There is no need to reinstall PhonePad after purchasing a license.

We have been in business since 1995 and we are here to help any way we can.
For more information about PhonePad, please contact us or visit our website.

Website: www.phonepad5.com N

Email: sales@cybercom-software.com
support@cybercom-software.com

Telephone: 1-866-806-2144 (Toll Free in US and Canada)
1800-856-453 (Toll free in Australia)

You have 60 days left of your 60-day trial.

P Continue Trial ‘ | BuyNow| ’ ¥ License 7 Extend Trial

The number of days left of your trial will be displayed on this screen.
Click the Continue Trial button to continue using PhonePad.
Click Purchase to buy PhonePad.

Click License to change your trial version into a fully licensed version. Once this has been done the trial
screen will no longer appear.

Click Extend Trial if your trial period is almost over and you need more time to evaluate. This will
extend the trial by another 60 days, and you can use it twice (giving you a total of 180 days). Please
note: this button only becomes enabled a couple of days before your trial ends.
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Click Exit to close PhonePad.

Logging In

The login dialog is displayed when PhonePad starts up.

PhenePad 5 Login x

9 Username: :Admin
Password: :uu.| ®

Lforgot my password 5180

Connected to PhonePad 5 Server at 127.0.0.1

Enter the username and password provided to you by your PhonePad administrator.
The username is not case-sensitive but the password is. Make sure CAPS LOCK is not on.

Once you have typed in your user name and password, click OK to continue the login process. You will
be given three attempts to login. After a third unsuccessful attempt PhonePad will automatically shut

down.

If you click on the "eye" icon and hold down your mouse button, it will reveal the password you entered.
You can use this to verify that you entered your password correctly.

If you have forgotten your password, you can click the | forgot my password link to have your
password sent to your email address or cell/mobile phone (this feature has to be enabled by your

PhonePad administrator).

The login dialog also shows the version number of PhonePad you are using (in this example it is 5.78.0),
and the PhonePad Server you are connected to.

Splash Screen

The splash screen will be displayed while PhonePad 5 is loading and will automatically close when it has
finished.
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PhonePad 5

Please wait while | gggﬂ_hcrﬁ'épad ready for you...

Copyright ®2020 Cybercom Software. All rights reserved.

wiwwy. phionepads.com

If you get an error message when PhonePad is loading (or suspect there might be one) but you can't see
it because it's being obscured by the splash screen, just double-click on the splash screen to close it.

Welcome Screen

After you login, the Welcome window should be displayed (unless the Show on Startup check box has
been unchecked).
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PhenePad 5

Welcome to PhonePad 5
Help

0 Introduction to PhonePad 5

o Getting Started

ﬂ' Uzer Guide
ﬂ' ; rator Guide
© online Help

Quick Tasks

& show on Startup

Unread Messages  Uncompleted Follow Ups

Total Inbox Messages Due Reminders

This window has a number of handy links in addition to a graphical overview of the current status of all

of your messages.

Tip of the Day

The Tip of the Day window will automatically appear after logging in to PhonePad.
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Tip of the Day -

Did you know...

Don't forget about the PhonePad 5 User Guide
and the PhonePad 5 Admin Guide. These
guides will show you how to use every feature
of PhonePad 5.

There are many things you may not even be
aware of,
[¥] Show on startup Mext Tip ] | Close

A tip is randomly selected and displayed. Tips inform you about many of PhonePad's features and are
tell you about things you may not know about your new software.

You can click the Next Tip button to randomly display other tips.
The Close button will close Tip of the Day.
If you don't want tips being displayed, uncheck the Show on startup checkbox before clicking Close.

You can access Tip of the Day at any time by selecting Tip of the Day from the Help menu.

User Interface

The main window features menus, a multi-tabbed toolbar, the folder tree, the inbox, follow up notes and
the status bar. The window's title bar shows the currently logged-in user.
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‘B PhonePad 5: Steve (Fluffy Rabbit Corporation) . = A X
File Tools View Manager System Admin Windbw Hep| Licensed To Toolbar Tabs Toolbar
Home v Folders\/ Follow Up\/Sem'ngs\/ ManagervSystem AdminSSg{THelp

MUSOD- 5 casas[l B&LTE 100

.@.m 2, Inbox for Cynthia |All Messages v
& outgoing Inbox. U F | | dSearch ™|
1 sent Abby 0 0 o 0 ©® A& 8D Date ~ Caller Company Subject Phone
= sen Aimee 1mn 2 = \ 21416 2/03/2023 9:26 am Liliana Ward Pacheco Corporation  Documents. 5916097
&, Deleted Bill 25 3 =6 21371 12/03/2022 10:12 am Marta Bennett Cunningham and Sons Appointment ndkt we... 7256841
58, Personal Folders =R 21368 10/03/2022 856 am Meagan Gallagher  Stanton Corp Wednesdav's Aclloint 8525750
_ Jane 3 1 p= 21365 10/03/2022 8:50 am Meagan Gallagher Stanton Corp Wed Message b0
1) Completed , |Yennifer 10 = 21362 10/03/2022 845 am Meagan Gallagher  Stanton Corp Wed . ko
[y My Stuff  |sonnathon 2 0 I=KW% 21359 10/03/2022 8:42 am Beatrice Cardenas  Golden and Sons Appa Filter b7
= Public Folders | |Pete 3 2 1= (% 21308 8/11/2021 8:54 am Holly Irwin Ashley Enterprises 9782216
sl | |Steve 23 2 RL L © 21294 12/02/2021 11:20 am Kerri Glenn Nolan Corporation  Conference Call 9210334
£ My Public ! P W & 675 9/02/2019 1:03 pm Haley Macias O Enterprises New Car Enquiry. 555 6789
= &3 Groups RV e 2/06/2018 11:25 am Jo Dixon Prine (g2 Subject. 6522496
£ &, Management & v 656 1/06/2018 337 pm Haley Sharp Vincent Eoto e Qmorou cMeeting .. 7412415

p Notes <_Caller Information Preview

Message List

{5 Manufacturer Mee{ |

@ Sales R&g i ‘Date Notes
@ Staff Reviews Folder Tl'ee J There are no follow up notes.
&, Sales
23] .é, Service
Server's IP Address PhonePad
B Version Number
Search i cl Dd

Pl rotals: B 1

Server: 192.168.0.144 | 5.83.0 Read:1 Unread: 10 Total: 11 \E o1 "—?‘ Monday, 26 February 2024 4:35 pm

Toolbar

PhonePad 5 features a multi-tab toolbar, organized by functionality. These features can also be accessed
via the menus.

Home Tab

Home  Folders . Follow Up\/Settings\/Manager System Admin ‘/F?Ip
PR HCE0 B O mlayE BLEE ©100
0000060000 0P OOCOCODOODD2Y BOO

1 | Check for new messages.

2 | Create new incoming phone message.

3 | Create new outgoing phone message.

4 | Create text message (not to be confused with SMS messages).

5 | View message.

6 | View CallFlow.

7 | Delete message.

8 | Short Messages.
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9 | Forward message.

10 | Reply to message.

11 | Resend message (only applies to message in the Sent folder).

12 | Search for a message.

13 | Print message.

14 | Quick print message.

15 | Print message list.

16 | Email selected message.

17 | Dial phone number in the selected message (requires TAPI devices).

18 | Access the PhonePad Address Book.

29 | Open WhereRU, the PhonePad In-Out Board.

20 | Open Instant Chat, and instant messaging application included with PhonePad.

21 | Appointment Calendar. Open the Appointment Calendar application.

22 | Exit PhonePad (also logs out).

23 | Show About window.

24 | Show online help.

Folders Tab

HDmE>/FD|dETS\<FD||DW Up\< Settings\<Admin\< System Admin
BYR = 58

006 0060

1 | Create a new folder.

2 | Edit a folder.

3 | Delete a folder.

4 | Move messages to another folder.

5 | Empty a folder.
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6 | Undelete a message in the Deleted folder.

Follow Up Tab

y H ome-\""r-Folders-_\""/- Follow Ul;"""""'JSetti ngs--"""’.'_'_}Manager-“‘“vf.'_'j-- System Admin--""“-'".r_fHeIpﬁ““‘mn
SREREES BOE © b
0000600000 0

1 | Mark/unmark message for Follow Up.

2 | Add Follow Up note.

3 | Edit Follow Up note.

4 | Delete Follow Up note.

5 | View Follow Up note.

6 | Mark Follow Up as Completed.

7 | Add Reminder.

8 | Manage Reminders.

9 | View Reminders.

10 | View Incoming and Outgoing calls captured by Caller ID.

11 | Open the To Do List application included with PhonePad.

Settings Tab

—

JH ome-\.-"'--Folders-\.u_'.'--FolIow UpHSettmgs Manager-ﬁ““v.'f_'_r- System Admin--"""’.'_'_r_fHeIpﬁ““‘n\

1 | Change PhonePad password.

2 | User Preferences.

3 | Automatic Message Forwarding settings (requires MessageSender 6 to work).
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4 | Caller ID Settings.

5 | Select the columns you want displayed in the selected message list. Each of the message lists
can be set independently of each other, eg. Inbox, Sent folder, Outgoing folder, etc.

6 | Refresh all lookup lists. The lookup lists are updated regularly but it can sometimes take a little
while to propagate to all workstations. You can force the lookup lists to update immediately.

Help Tab

A "Home  Folders - Follow Up - 'ﬂSettings” A ¢ '-Manager-r '-System Admin Help Q

BREFEDINGOEELOY 94400
0000000000 ROPQOPOOOO

1 | Go to PhonePad Home Page.

2 | View the Latest News on the Cybercom Software Blog.

3 | Access the online support center when you need help with something.

4 | Go to your online PhonePad account.

5 | Lodge a support request. You can alternatively send an email to support@cybercom-
software.com

6 | Send us your suggestions. We love getting feedback. Suggestions often lead to valuable new
features so have at it.

7 | Leave a review of PhonePad and Appointment Calendar. Your review is invaluable in informing
and attracting new customers. This helps us stay in business, developing PhonePad and new
products we have lined up. Please consider leaving a review. It only takes a couple of minutes.

8 | Display important system information. Often needed for support purposes.

9 | Show Tip of the Day.

10 | View the What's New window.

11 | Buy PhonePad 5 if you don't already have a license, or upgrade to another version or edition.

12 | Enter your license details to license your copy of PhonePad. This is a system-wide setting so it
only needs to be done once.

13 | Display your PhonePad license details.

14 | Display your current Update Plan details.
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15 | Go to the Video Tutorials page on our website.

16 | View the Admin Guide

17 | View the User Guide.

18 | Show About window.

19 | Show online help.

Menus

PhonePad 5 has 6 menus. Many of the features covered by the menus can also be accessed via the
toolbar.
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File Menu

Tools View Manager System Ad
New Phone Message...  Shift+Ins

t? New Outgoing Call... Ctrl+Ins
E—} New Text Message... Alt+Ins
&4 View Message... Enter
5& Delete Message... Del
Sending Options ’
@ Email Message...
Short Messages ’
Inbox Filtering 4
B Dial Number...
Follow Up »
t"s Print Setup...
hgd Print...
‘*EE'I Print Message List...
g Quick Print...
¥, Check Inbox F5
&1. Switch User
=#] Exit (and Logout) Ctrl+Alt+X
New Phone Message Open a new phone message for logging an incoming call.
New Outgoing Open a new phone message for logging an outgoing call.
Message
New Text Message Open a new text message. This is not the same as an SMS text message.
View Message Open the selected message for viewing.
Delete Message Delete the selected message. Deleted messages are moved to the Deleted
Folder.
Sending Options Forward, reply to, or resend the selected message.
Email Message Email the selected message.
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Short Messages

Send a quick message via Pushover or SMS.

Inbox Filtering

Filter the messages in the Inbox.

Dial Number

Dial the phone number contained in the selected message, if you have a
TAPI compliant device attached.

Follow Up

Mark/unmark a message for Follow Up, or mark a message as completed.

Print Setup

Specify the default printer to use.

Print

Print the selected messages.

Print Message List

Print a list of all messages.

Quick Print

Print the selected messages using a simplified layout.

Check Inbox

Check for any new messages.

Switch User

Click Switch User to logout of PhonePad and login as a different user.

Exit (and Logout)

Log out of PhonePad and close it.
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Tools Menu
‘ File [Tools | View Manager System Admin W
L Search
Address Book... F4
F2 Rename Address Book Company...
o Password..
Refresh Inbox Shift+F5

¥ Refresh User List F6
o Disable Confirmation Dialogs...
§% Disable Voice Announcements...

b7 Automatic Message Forwarding...
Appointment Calendar...
u Control Bar...

= Instant Chat...

v| ToDo List...

) Message Alert...
4o WhereRU...

Search Search for messages by caller, company, phone number, message text and
subject.
Address Book Maintain all of your PhonePad contacts.

Rename Address Book | Rename a company wherever it appears in the Address Book.

Company

Password Change your PhonePad password.

Refresh Inbox Force update the message list in Inbox.

Refresh User List Refreshes the user list if it is displayed. The user list is only displayed if you

have access to other user's folders.

Disable Confirmation | Provides a way to disable all confirmation dialogs at once, instead of
Dialogs disabling them individually in Preferences.
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Disable Voice
Announcements

Provides a way to disable all voice announcements at once, instead of
disabling them individually in Preferences.

Automatic Message
Forwarding

Specify your message forwarding settings. Requires MessageSender 6.

Appointment Calendar

Open the PhonePad Appointment Calendar.

Control Bar

This toolbar gives you quick access to common PhonePad features. It runs
separately from PhonePad.

Instant Chat

Open InstantChat, the instant messaging application.

To Do List

Open the To Do List application.

Message Alert

If you have access to multiple Inboxes, Message Alert can give you new
message notifications for each Inbox.

WhereRU

Open WhereRU, the staff availability application.

View Menu

File Tools | View | Manager

System Admin

#

EHe o @D [<e]<

Welcome Screen

User Interface Mode 4

Show Follow Up Notes
Caller Information

Message Preview

Call History...
Receved Calls...

CallFlow... F10

Preferences...
Caller ID Settings...
Customize Toolbar...

Message List Columns...

Welcome Screen

Open the Welcome window. This window can be set to display at startup.

User Interface Mode

Select the User Interface Mode most suitable to the way you work: Basic,
Standard, Advanced and Custom.
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Show Follows Ups Show/Hide the Follow Ups tab.

Caller Information Show/hide the Caller Information tab.

Message Preview Show/hide the Message Preview tab.

Call History Open the Call History window. If your network has a CallerID.com device

connected then this window will show all incoming and outgoing calls.

Received Calls Open the Received Calls window. If the computer is connected to a TAPI-
compliant device then this window will show all phone calls received.

CallFlow Open the CallFlow window, which displays all messages for the selected
caller.

Preferences Customize your personal settings for various features.

Caller ID Settings If you have a TAPI-Compliant device or a CallerlD.com device, then you

can configure PhonePad to use them by selecting this option.

Customize Toolbar Allows you to show or hide buttons on the various toolbars so that only
the buttons you use are displayed.

Message List Columns | Set the columns you want appearing in each folder. Edits the message list
in the selected folder.
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Help Menu

File Tools View Manager System Admin Window [Help |
Introduction F1

Main Screen
Manuals ’

Video Tutorials...

PhonePad Home Page...
Latest News...

Support Center...

My PhonePad Account...
Support Request...

OBPFIEIDE OO

Suggestions...

Review PhonePad...

System Information...

Tip of the Day...

What's New in This Version?

M [ < sl

Purchase...

License PhonePad...

4~  Your Licence Information...
@"5 Upgrade Your License...
@ Update Plan...

Popup Hints
© Avout..

Introduction Display online help.

Main Screen Display an online help topic about PhonePad's main window.

Manuals Open the User Guide and/or Admin Guide from within PhonePad.

Video Tutorials Go to the Video Tutorial page on the website.

PhonePad Home Page | Go to the PhonePad home page.

Latest News View the latest PhonePad news.

Support Center Access the online support center when you need help with something.

My PhonePad Account | Go to your online PhonePad account (My PhonePad) where you can view
your license details, update your contact information, etc.
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Inbox

Support Request

Lodge a support request if you're having problems.

Suggestions

Tell us your suggestions for improving and enhancing PhonePad.

Review PhonePad

Reviews help potential customers make an informed decision about
purchasing PhonePad, and help us get more customers so that we can
continue to develop it.

System Information

Displays important system information. Often needed for support
purposes.

Tip of the Day

Displays random tips designed to help you get the most out of your
software.

What's New in This
Version

Displays the changes that have been made in the installed version of
PhonePad 5.

Purchase

Buy PhonePad 5 if you don't already have a license, or upgrade to another
version or edition.

License PhonePad

Enter your license details to license your copy of PhonePad. Thisisa
system-wide setting so it only needs to be done from one workstation.

Upgrade Your License

Upgrade your license to add more users.

Your License

Display your PhonePad license details.

Information

Update Plan Display your current Update Plan details.

Suggestions Tell us your suggestions for improving and enhancing PhonePad.
Popup Hints If checked, popup hints will be displayed for toolbar buttons.
About Display information about PhonePad.

The Inbox is where you'll probably spend most of your time in PhonePad. It contains all of the messages

you receive.
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Inbox o IAII Messages v]

4 Search @) D
D Date Caller Company Subject Phone | -

8 ‘. 269 8/12/2015 10:20 am Abby Brock Mathews Limited Tuesday Meeting. 8171612

= 233 1041172015 230 pm  -=-m-ee- mmemeeee RECEIPT: Documents f... --------

B4 ‘. 232 28/10/2015 217 am Lacey Eaton Schwartz Corp Returned your call. 7505657

8 ‘. 230 28/10/2015 9:17 am Gabriela Stark Clayton and Associates Appointment. 9581292 3

= ‘. 226 2771072015 1:32 pm Abigail Patterson Fischer Corp Please call ASAP. 5867751

;!4 27/10/2015 1:16 pm Michael Farmer Follow Up Meeting. 8000635

8 ‘. -_)1 256 27/09/2015 3:51 pm Abby Brock Mathews Limited Re: Documents 8171612

& ‘. 251 27/09/2015 3:33 pm Abby Brock Mathews Limited Documents. 8171612

g ‘. 9 244 26/09/2015 4:56 pm Yesenia Mcpherson Smith Pty Ltd A few guestions 7691174

8 ‘. 239 23/09/2015 5:46 pm Jacklyn Reese Callahan Co Enquiry 5602366 -

Followup MNotes . Caller Information Preview

User

jw]
)
m
N
2]
g
=]
@
(o]

27/10/2015 3:14 pm Called back and left a message.

4 (L 4

1 | Message Filter. Select the filter you want to apply from the drop-down menu.

2 | The Search option allows you to search for messages in your Inbox. Click the small button to
open the search feature.

3 | Inbox message list. Like the other folders, the Inbox features a color-coded message list.

4 | The Follow Up Notes tab displays all notes for the selected message.

5 | The Caller Information tab displays contact information for the caller in the selected message.
You can show/hide this tab on the View menu.

6 | The Preview tab shows a preview of the selected message. You can show/hide this tab on the
View menu.

Folder Tree

The Folder Tree gives you quick and easy access to all of the folders in PhonePad.
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‘D PhonePad 5 Steve (Fluffy Rabbit Corporation)
File Tools View Manager System Admin Hi

/ Hume\/ Faldersv Follow Upv St
Sy B0 R B

=, Inbox

,f, QOutgaoing

,1, Sent

9, Deleted

~ ,ﬂ, Personal Folders

v | ;j Completed Messages

v {1 My Personal Folder
| Private Stuff

{ i Test Personal Folder

{ i Undeleted
v &, public Folders
v | A Public Folder
| Public Sub-Folder
{'ij Completed Follow Ups
(i} My Public Folder
A f.- Groups
.E. Accounting
&, Sales

v &, Service

. {1 Recalls
() Service
'« Search
st )
Ready.
Inbox The Inbox is the default folder view in PhonePad and it is where you access all of
your received messages.
Outgoing Any outgoing calls you log can be found in the Outgoing folder.
Sent When you log an incoming call and send the message to other users, PhonePad
keeps a copy of these messages in the Sent folder.
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Deleted The Deleted folder is where your messages end up when you delete them. If
you need to undelete a message go to this folder. Important: any messages in
the Deleted folder are automatically deleted by the system after 14 days.

Personal Folders | The Personal Folders folder is a storage area for any personal folders you have
created.

Public Folders The Public Folders folder is a storage area for any public folders that exist in
PhonePad, ie. any public folders created by you or anyone else.

Groups Groups shows all of the Groups you have been given access to by a PhonePad
administrator. Each group will list any Group folders belonging to that group.

User List

If you have been given access to other user's Inboxes by a PhonePad administrator, a user list will appear
to the left of your Inbox.

=, Inbox for Steve

#SALES 1 0 # Search

Abigail 24 14 D

Amy 1 0

Andrew sg 40 |0 646

Barry 3 2 B2 &, 641

Bozo 5 4

Frank 0 0 E “ - 637

Rachel 0 0 = & 2k 633

(0§, v 629
100 & v 625
(= & w621

You can access another user's Inbox simply by selecting their name from the user list. You will then be
able to access all of the messages in their Inbox.

If you are a member of a group that has an Inbox, you will also be able to access the group inbox.
Group Inboxes are always in upper case and are prefixed with a #.

The two columns next to each user's name show the number of unread messages and the number of
messages not yet followed up.
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Status Bar

The Status Bar sits at the bottom of the PhonePad main window.

Customize the labels shown on messages. o

Server: g168.0.144 5%0 Regi Unread: 23 | Total: 31 g ?1 g Wednesday, 28 February 2024 10:09 am .

1 | The left side of the Status Bar displays extended hints when the mouse is moved over toolbar
buttons and menu items.

2 | Displays the IP Address of the PhonePad Server you are connected to.

3 | Displays the PhonePad Version Number.

4 | Shows how many unread messages are in your Inbox.

5 | Shows how many read messages are in your Inbox.

6 | Shows the total number of messages that are in your Inbox.

7 | Click to access Instant Chat.

8 | Shows how many due reminders you have. Click to view the due reminders.

9 | Status indicator for the PhonePad Workstation Notification Service. This should be green.

10 | Shows the current date and time. The format is controlled by System Rules, which is set by a
PhonePad administrator.

11 | The resize handle allows you to resize the main screen.

T you click on the Unread Messages, Read Messages or Total Messages parts of the Status Bar
your Inbox messages will be filtered for you.

Message Lists

Every folder in PhonePad has a message list. A message list shows all of your messages contained in that
folder.
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#Search

1D Date Caller Compan
& 21/01/2016 3:59 pm —mmeae
= B¢ 288 21/01/2016 9:38 am
= 4 286 21/01/2016 817 am Abby Brock Mathews Limited
= B 4 282 20/01/2016 %:50 pm
= 4 280 20/01/2016 8:26 pm Abby Brack
= 23275 20/01/2016 11:17am  Abby Brock Mathews Limited
= f.. 269 8/12/2015 10:20 am Abby Brock Mathews Limited
2 ® 23 10/11/2015 2:30 pm B ——
B2 t. 232 28/10/2015 9:17 am Lacey Eaton Schwartz Corp
= 4 v 230 28/10/2015 9:17 am Gabriela Stark Clayton and Associates
E t. 226 27/10/2015 1:32 pm Abigail Patterson Fischer Corp
= t. 222 27/10/2015 1:16 pm Michael Farmer Rice Co
=t 207 29/09/2015 8:40 am Abby Brock Mathews Limited
= &, 2k 256 27/09/2015 3:51 pm Abby Brock Mathews Limited
n L 251 27/09/2015 3:33 pm Abby Brock Mathews Limited

Message List Columns

Message lists are divided into a number of columns:

RE: System Issues.
fwd: Phone Message.
Test

Test Message.
Urgent Matter.

Golf on Thursday?
Tuesday Meeting.
RECEIPT: Documents f...
Returned your call.
Appointment.

Please call ASAP.
Follow Up Meeting.
New call from Abby.
Re: Documents
Documents,

g17..

889..
817..
817..
750...
958...
586...
800..
817..
817..
817..

The first column shows the read status of a message.
[~]The message has not been read.
B]The message has been read.

AThe message has not been read and is urgent.

The second column indicates the type of message.
‘. This is a phone message.
EJThis is a text message.
(=) Thisis a message read receipt.
C}This is a forwarded phone message.
=_ . .
ElThIS is a forwarded text message.
- .
(. This is a reply to a phone message.

%This is a reply to a text message.
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t?This is an Outgoing call.
@This is an email reply.
F&This is an email read receipt.

EﬂThis is an email delivery failure.

The third column indicates the Follow Up Status of the message.

If there is no icon then the message is not marked for Follow Up.
-f.The message is marked for Follow Up.
+" Follow Up has been completed on this message and no further action is required.

ID This column shows the Message ID.

Date This column shows the date and time of the message.

Caller This column shows the Caller if it is a phone message. It will be blank for text or system
messages.

Company This column shows the Company if it is a phone message. It will be blank for text or
system messages.

Subject This column shows the Subject of the message.

Phone This column shows the phone number if it is a phone message. It will be blank for text
or system messages.

Category This column shows the Category selected for the message.

Reference | This column shows the Reference field from the selected message.

Identificati | This column shows the Identification field from the Address Book entry for the caller.
on

Contact This column show the Contact Type field from the Address Book entry for the caller.
Type

Changing the Order of Columns

You can change the order of columns displayed in the message lists. This is done by clicking on a
column and, while keeping the left mouse button pressed, dragging it to a new position. The insertion
point will be highlighted with two red arrows.
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Inbox
H Search +
1D Caller Caller Company
(0 f :
B ‘. 567 1/11/2015 9:09 am Abby Hansen Miranda Co
4 ‘. 566 19/10/2015 10:09 am Test Test
w LeR 10A0OATE .00 o Toct — Toct

Follow Up Notes . Caller Information

Date MNotes Use

In the above example, the Caller column is being moved to a new position.

PhonePad will remember these positions so that they are persistent between PhonePad sessions.

Changing the Width of Columns

You can change the width of columns in the message lists. Just place your mouse cursor over the line
between column headings and when it changes to a double-arrow cursor, click and hold the mouse

button, and drag the column to a new size.

1D Date Saller Company

17/11/2015 2:24 pm Adela Bender

=L T 1/11/2015 9:09 am Abby Hansen Miranda ¢
B0 &, 566 19/10/2015 10:09 am  Test Test
A " (= = IOMAOMATIE G50 ~es Tt Trort

PhonePad will remember the column widths between login sessions.

Selecting Which Columns to Display

If you don't want all columns displayed in the message lists, there is an option to change this.

Right-click on the Inbox message list and select Message List Columns from the popup menu.
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Mew Phone Message... Shift+Ins
Mew Text Message... Alt+Ins
Mew Outgoing Call..  Ctrl+Ins

View Message...

Delete Message... Del
Mark Message(s) as Unread
Mark Message(s) as Read

Print...

Quick Print...

Print Message List..

Message List Columns...

[
b
Refresh Inbox

Forward Message...

Reply to Message...

Move to Folder..

Email Message...

Add Reminder...

Follow Ups 4
CallFlow...

Select All Messages

The following window will be displayed:
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Message List Columns u

Select the columns you want to display:
Message Status -

Message Type I
Follow Up Status
Message ID
Date

Caller

Company
Subject

Phone

Category
Reference b
Identification -

111

IENEEEEEREEEREE®

By checking or unchecking the various check boxes, you can select which columns you want displayed in
the message lists. This affects all message lists.

Color Coding

Message lists also use color coding to identify the status of messages. These are the default colors:

BLUE Unread message.

RED Urgent message.

BLACK Read message.

GREEN Private message.

FUCHSIA | Message marked for Follow Up.

TEAL Follow Up completed on the message.

PURPLE | Group message.

You can change the colors used by selecting Preferences from the Tools menu, then selecting
Messages-3.
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=
o o
| Recipient List Message Lists
General [] Disable mouse in Recipient List [] select latest message
p
E‘ Spell Checking Message Sorting Hel
" Motifications P )
I| [ Configuration... | | Latest messages at top =
| Do
! Messages - 1 Inbox Message List Colors
| EI Unread Messages: - Blue ';
Messages - 2 =|  Urgent Messages: :- Red -;
’! - Read Messages: M Default =] )
Private Messages: | Green - d
Messages - 3 r . |
Follow Up Messages: L El |
@ Completed Follow Up: - Teal '1_ |
Messages - 4 Group Messages: M Purple - 4
-9
v |
Follow Up i
© .
Reminders
.
Arirress Bonk T O

Search Bar

Each message list has a built-in search function, located at the top. Click the small + button to open the
Search Bar.

" Date Caller

= B 288 21/01/2016 9:38 am

Once the Search Bar has been expanded you can enter the text you want to search for.
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= Search o

Search for: golf ¥ Searchin: v
D Date All m
21/01/2016 3:59 pm Ea"e’
= B 288 21/01/2016 9:38 am PESW
H] 's. 286 21/01/2016 817 am Mathew
%‘ -21 282 20/01/2016 950 pm Message
=" { I8n INIAT LI E BIE a St v e
1. Enter your Search Text.
2. Select the field you want to search.
3. Click the Search button.
4. Click the Cancel button to cancel the search.

The message list will only display messages that match your search criteria.

= Search #
Search for:  golf ~ Search in: |Subject -]l

_— D Date Caller Company Subject Phone
E*] ‘. -_)1 275 20/01/2016 11:17 am Abby Brock Mathews Limited Golf on Thursday? 81716...

To cancel the search just click the Cancel button. The message list will then show all messages again.

The Search Bar only searches the messages in the current folder. If you want to search all
messages then use the main Search option.

Information Panel
Below the Message List is an information panel, separated by a splitter. Every folder has a Follow Up
Notes tab, except for the Inbox which has 3 tabs: Follow Up Notes, Caller Information and Preview.
Follow Up Notes

The Follow Up Notes tab shows all follow up notes for the selected message. This tab is always visible,
unless you close the splitter.
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Followup Notes " Caller Information ~ Preview

Date Motes

28/09/2015 1:02 pm Left another message.

28/09/2015 9:37 am Return Abby's call and left a voicemail message. Stev
‘ 11 ] »

Caller Information

Caller Information displays details about contact information for the selected message. It allows you
to view all phone numbers for the caller without having to open the message or look them up in the

Address Book.

Followup Notes ~ Caller Information ~ Preview

Caller: Abby Brock

Company: Mathews Limited

Business Phone: 8171612 Home Phone: 8795641
Business Alt Phone: 8171614 Home Alt Phone:

Business Cell/Mobile: 8894563 Home Cell/Mobile: 8997412
Business Fax: Home Fax:

This tab is shown/hidden by selecting Caller Information from the View menu.

Message Preview

Message View displays details about the selected message. It allows you to view most of the
information without opening the message.

Followup Notes < Caller Information ~ Preview

To: steve Date: 20/01/2016
Time: 11:17 am
Caller: Abby Brock Phone: 8171612

Company: Mathews Limited
Subject: Golf on Thursday?
Message: Abby rang to see if you are still up for a game of golf on Thurssday.

This tab is shown/hidden by selecting Message View from the View menu.
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Splitters

You may have noticed these little dividers between panes on the main window.

Th

]

27/09/2015 3:33 pm Abby Brock Mathews Limited |
26/09/2015 4:56 pm Yesenia Mcpherson Smith Pty Ltd i

{CE"E‘[ Infhematicn Decaricuar

Motes

Image: Horizontal and Vertical splitters.

These are called "splitters" as they split the panes they are connected to. These splitters allow you to

resize the pane you are viewing so that you can see them better. If you click on the bar with the arrows,
it will open or close one of the panes.

If you position the mouse cursor outside of the bars you will see a double-arrowed cursor. By then
clicking on the splitter you can resize either pane to your liking.
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B® PhonePad 5: Steve X
File Tools View Admin System Admin Help
/Hom\/Fclders\/Folluw Up\/ Seningsvnnminv System Admin
[ —u L] L] = —a = ]
PR MR BE o mEn 3l BHE H00
Inbox for Steve [An Messages -
= Search 4
ID Date Caller Com| Subis FPhone
M@ 233 10/11/2015 2:30 pm ———— — RECEIPT: Documents f.. --------
= L 232 28/10/2015 %17 am Lacey Eaton Schwartz Corp Returned your call, 7505657
H k 230 2B/10/2015 %17 am ‘Gabriela Stark Clayton and Associates Appointment. 9581292
E {. 226 27/10/2015 1:32 pm Abigail Patterson Fischer Corp Please call ASAP. 5867751
H L 222 27/10/2015 1:16 pm Michael Farmer Rice Co Follow Up Meeting. 3000635
=4 ‘. -_)1 256 27/08/2015 3:51 pm Abby Brock Mathews Limited Re: Documents 8171612
s ‘. 251 27/08/2015 333 pm Abby Brock Mathews Limited Documents. 3171612
H k 244 26/08/2015 4:56 pm Yesenia Mcpherson Smith Py Ltd A few questions 7691174
H t. 239 23/09/2015 546 pm Jacklyn Reese Callahan Co Enquiry 5602366
=N 237 22/09/2015 4:40 pm Gabriela Jacobson Wiley Limited test 6319541
= ‘. -_)1 265 12/11/2014 10:21 pm Yesenia Travis Walls Co Archive and Unarchive... 7926422

Unread:5  Read:10  Total: 15 v,l:_i, {92 Monday, 11 January 2016 3:16 pm

Image: All splitters closed.

In this example you can see that all of the splitters have been closed, allowing the Inbox to fill up all of
the available space.

User Interface Modes

PhonePad 5 can seem a little overwhelming with the many features and options available. To help ease
into using PhonePad you can minimize the number of features available using User Interface Modes.

There are 3 modes available: Basic, Standard and Advanced. Basic and Standard show a subset of
features, while Advanced (the default) shows all features.

You can set the mode by selecting User Interface Modes from the View menu, and then selecting the
appropriate mode.
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Admin System Admin Help

# Welcome Screen PrugsVAﬂminv
| User Interface Mode - Basic

Caller Information Standard

[& Message Preview m Advanced

& Received Calls.. | Custom

U CallFlow..

5, Preferences..

f@m Customize Toolbar...

If you want more precise control over which buttons are shown on the toolbars, use the Toolbar
Configuration feature. The Custom mode is used when you modify the toolbar configuration.

Configuring the Toolbars

If you don't use all of the features in PhonePad you can modify the toolbars so that only the buttons for
the features you use are shown.

To do this, select Customize Toolbar from the View menu.

Admin System Admil

# Welcome Screen

User Interface Mode  *
Caller Information
[4 Message Preview
& Received Calls..
¥ CallFlow..
#2 Preferences..
| Customjze Toolbar.. |

The Customize Toolbar window will appear.
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Custornizne Toolbars
Customize your toglbars by selecting or unselecting the toolbar button check boxes. ®& oK
Home - Folders < Follow Up - Settings - Manager < System Admin < Help . @ ca

i,

¥, Check Inbox

‘. MNew Phone Message
t? MNew Cutgoing Message
@ MNew Text Message
M View Message

Q Call Flow

= Delete Message

B B B 8@ 8 8 &

iy

G
E_l Short Messages

Each of the toolbar tabs are shown (only administrators will see the admin tabs).

To hide a button from the toolbar just uncheck the check box next to it.

When you have made all the changes you want, click the OK button to save them.

The User Interface Mode option on the View menu will be set to Custom. You an easily switch
between showing all toolbar buttons or just the buttons you have set by selecting either Advanced or

Custom.

System Administrators can also configure the toolbars for all users in System Rules.

Message Notification Service Error

During the installation process on a workstation, the Message Notification Service is also installed.
This service is responsible for updating the Inbox and other folders, as well as lookup lists and other
features.

If the service doesn't start automatically when installed, you will get this message when logging in to
PhonePad.
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= \ 21452 6/02/2024 10:53 am Leah Avery Villarreal Corporation TEST # 10 79030:
X \ 21450 6/02/2024 10:47 am Selma Ortega Medina Pty Ltd TEST#9 75632:

= T ca|

Follow Up Notes " Caller Information < Preview

Workstation Notification Service X

The Workstation Notification Service
is not installed or not running. Without
this, your message lists won't refresh.

Date Notes

Please click the flashing red icon on the
Status Bar and then click Install and
then Start when the Workstation Service
Center opens.

£ I

Server: 192.168.0.144  5.83.0 Read:8 Unread: 23 Total: 31 ‘a [of "%? Monday, 26 February 2024 4:45 pm

The red icon on the status bar the message is pointing to will be flashing, just in case the message didn't
get your attention.

To fix this all you need to do is click on the flashing icon.

The PhonePad Workstation Service Center will then be displayed. If the Install button is enabled and
the other buttons are disabled, it means that the installation process was unable to install the service for
you.

Just click the Install button to install the service.

When the Start button is enabled, click on it and then click the Exit button
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ﬁ PhonePad 3 Workstation Service Center — x
Manage the Workstation Notifications Service. Exit
Install Install the service.
Start Start the service.
Stop Stop the service.
Uninstall Uninstall the service.
Logs View Server logs.

e,

Service Status:  €) Service is installed but NOT running.

Version 5.0.0
Copyright © 2020 Cybercom Software. All rights reserved.

You should see the Notification Service icon in PhonePad's status bar is now green.
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Messages

Phone messages is what PhonePad is all about. You can keep a record of all incoming and outgoing
calls, as well as any follow up action performed. There are also text messages for intra-office
communication.

Phone Messages (Incoming)

This message form is used to log details of incoming calls. Don't be intimidated by the number of fields.
Although it may look a little complicated from this screenshot, it is actually quick and easy to use. And
you don't need to complete all of the fields.
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‘T Mew Phone Message (Caller: Abby Drake) - »

(1] While You Were Out 32 [ENEEY
To .Aimee,BiII. Cynthia, Jennifer, | Date: ;Efl‘lf2021 a v‘
E .Earnantha. Tony, .9 o e Time: [ 85108 AM a =]
Caller | |Abby Drake Q- ©F roe [wois @ L

Company: .-Fischerandsvuns '@ ‘-’: Category: .-5-3“"-5 Enquiry m "l_

Details | Phoned @ ¥| [ Private MessagE® ] Notes EF
.| || Read Receipt @ _
@ Follow up by: 11/11/2021 v] 17

Action -Please phone
Will be in at: '1;DUprn to 3:00pm @ ] Urgent

Custom 1: | @ ]
Custom 2: | @ |
Email: abbydrake@fischerandsonsxyz  €F) 'DOoB: | v EE
Subject: Reference: _

: - : 1
Fraduct Information. '@ I @ ~|  Attachments
Message: @

¥ [y [ [ Tahoma v/1n v//mmv] BI1Us [EEs = ¥

Abby is nterested in our widget ranﬁe.

D

31
B Show Hints

o o

1 | Click the TO button to display a list of all PhonePad users. Select the users you want the
message sent to.

2 | As an alternative to clicking the TO button, you can just type the user names in this field. It will
automatically do an incremental search and find the user's name for you Press <ENTER> to
select a name.

3 | The date field is automatically filled in for you but you can change it if needed.

4 | The time field is automatically filled in for you but you can change it if needed.

5 | Click the Caller button to look up the caller's details (if they are in the Address Book).
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6 | Type in the Caller's name. If they exist in the Address Book PhonePad will fill in the details for
you.

7 | Click the Add Caller button to enter additional details about a new caller.

8 | Click the Address Book button to open the Address Book entry for an existing caller. This allows
you to update any additional details.

9 | Enter the caller's phone number. If the caller already exists in the system then this will be pre-
filled for you, but you can change it if the number is different.

The small phone icon next to the phone number field lets you select from a number of phone
numbers for the user.

10 | This is the company the caller is from. If the caller isn't from a company you can leave this blank.

11 | You can assign this call to a Category (if your administrator has set them up).

12 | Select an item from the drop-down list, eg. Phoned, Returned Your Call, and Came to See You.
This list can be changed by Managers and Administrators.

13 | If checked, any user who has access to your folders will not be able to read the content of the
message unless they are one of the recipients.

14 | Click the Notes button to add notes about the caller.

The Caller Notes window will be displayed. There are 10 tabs of notes that you can add. These
will be stored in the Address Book entry for the Caller.

{Caller Notes for Aaron Barnett X

Client Notes ioreNotes \iiesetabscanbeediiedlh, ° " [0 ox

@ Cancel
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As you can see, the names of the Notes tabs, and the colors of the tabs, can be changed to suit
your needs (this is done by a System Administrator under System Rules).

15 | Select an item from the drop-down list, eg. No Action Required, Please Phone, Will Phone Again,
Will Drop By Again, Wants to See You. This list can be changed by Managers and
Administrators.

16 | If checked, you will receive a message when the recipient/s read the message.

17 | If checked, a follow up deadline will be placed on the message - you can specify the follow up
date.

18 | Enter information on when the caller will be available.

19 | If checked, the message will be marked as Urgent.

20 | This field can either be an edit fields or a drop-down list. The name and the drop-down list
contents can be changed by a Manager or Administrator. This field can be configured not to
appear.

21 | This field can either be an edit fields or a drop-down list. The name and the drop-down list
contents can be changed by a Manager or Administrator. This field can be configured not to
appear.

22 | You can enter the caller's email address in this field. The email address will be added or updated
for this caller in the Address Book. This field will not be visible if the Show Email Address check
box is unchecked in the Label Editor.

23 | You can enter the caller's Date of Birth in this field. The Date of Birth will be added or updated
for this caller in the Address Book. This field will not be visible if the Show Date of Birth check
box is unchecked in the Label Editor.

24 | Subject of the message.

25 | A free form text field that can also be used for other messages. When you enter text in this field,
it can be accessed for other messages (by any user).

26 | You can add attachments to messages. If there is an attachment, the number of attachments will
be shown in a red circle (which is known as a "Badge").

27 | Toolbar for the message text.

28 | The message text is where you enter additional details of the call.

29 | Your name will be entered here by PhonePad when you create a new message. This cannot be
changed.
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30 | Click the Options button to add the following to message text: Date/Time Stamp, Insert
Separator at Top, Insert Separator at Bottom.

31 | When checked, some fields will display their keyboard shortcuts when the mouse hovers over
them.

32 | Click the Send button to send the message.

Logging an Incoming Call
To log an incoming phone call, click the New Phone Message button on the toolbar, or select New
Phone Message from the File menu, or press the <shift> <insert> keys on your keyboard.
Message Date and Time

PhonePad will automatically fill in the current date and time for you. You can change these if needed.

> Out = Send

Date: 23/08/2021 @ Cancel

Time: 10:15:27 AM © Help

M |.:n.:.:1.:l:n |

To change the date, you can either type it in or select it from the drop-down calendar.

Copyright © 2024 Cybercom Software




Messages Page 65

it

23/08/2021 v

4 August 2021 [ g
M Tu W Th Fr Sa 5u

262726293031 1
1 2 3 456738
9101112131415
161718 19 20 21 22
il 24 25 26 27 28 29
3031 1 2 3 4 5

i ™ (S 1)

m

Today Clear

You can edit the time directly, or you can use the up and down arrows keys on your keyboard to change
the hour, minutes and am/pm. You can also use the up and down arrow buttons of the Time field.

Use the left and right arrow keys to move between hours, minutes and am/pm.

Recipients

The first step is to address the message to at least one person.

The fastest way to do this is to type in the To field.
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& Mew Phone Message (Caller: Abby Drake)
While You Wer
To al
Caller | [FMANAGEMENT -
#SALES
Company:. |#SERVICE
- @Andy
Detalls: | @il Cook
Action: @Dave
@Julie
@Test USER 12345678
Custom 1: Amln
!
Custom 2: |Bill v

As you type in a name, PhonePad will drop down a list of users and perform an incremental search. Press
<enter> to select a user. You can add additional users if you want.

Names beginning with a # are groups, eg. #Service. When you send a message to a group it will be sent
to everyone in the group.

Names beginning with an @ are External Users, eg. @Aimee. When you send a message to an external
user the message doesn't go into an Inbox but instead is placed on the message queue and is sent by
email, SMS and/or Pushover.

You can also select names by clicking the To button. The Users tab allows you to select users while the
Groups tab allows you to select groups. You can expand a group to see who the members are.
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Select the recipients for this message *
B users < G Groups
] Admin |
¥ Aimee
Hel
F: Bill
[] Cynthia
[ ] Jane
[ Jennifer
[ John
[] John Smith
&
[] Samantha
[ ] Steve B8 Al
L Tony —
oo None
Expand
Bl collapse

Select the recipients for this message

x
) &:Uwﬁ : ﬁﬁmups'
® 'm & Management '

2w S E
| & Admin
v aia Jane
[v] ata Jennifer
) & John
] ain Pete

= (m & Service

Caller's Name

Type the name of the caller in the Caller field. PhonePad will perform an incremental search to try to
locate the caller's name.
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& Mew Phone Message (Caller: Abby Drake)

While You

Ta

Almee,

Caller

Company:
Details:

Action:

Custom 1:

Abby Drake

Abby Drake

Abby Farmer o

Abby Hansen

Abby Mcdowell i
Abby Mckinney L

Abby Mclaughlin

Abby Padilla -

Abby Robbins v

If the caller appears in the list, select their name and press the <enter> key. If the caller isn't in the list
just type in their name and press the <enter> key.

You can also select a Caller by clicking on the Caller button. The Caller Lookup window will appear.
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Caller Leakup b4
Search text: |Abby ' Fuliname v|[2 searcn | |@_OK
iCaIIer Company City State Phone | @ Cancel
Abby Delaney Mcdonald Pty Ltd © Help

Abby Drake Fischer and Sons

Abby Farmer Walters Co 9312409
Abby Hansen Miranda Company 5573188
Abby Mcdowell Rich Corporation 9285957
Abby Mckinney Stafford Corp 6614732
Abby Mclaughlin Mcmahon and Associates 8133766
Abby Padilla Crane LLC 8937445
Abby Robbins Hull Corp 7128938

Caller: Abby Drake Company: Fischer and Sons

Address 1: Address 2:

City: State: Postal Code:

Country: Phone:
Alt. Phone: 6369606 Fax:

Cell/Mobile: 5556789 Email:

Enter your Search Text and select the fields you want to search, then click the Search button.

When you select a name from the list their details will appear below so you can verify it's the right
person. Click OK to select the caller.

If you want to add a new caller, you can do this by either entering their name, company (if applicable)
and phone number, or by clicking the Add button next to the Caller field.

Adding a New Caller with Additional Details

When you enter a new caller in a phone message a new entry will be added to the Address Book
(providing you have this option set) with the caller's name, company and phone number(s).

There is another way to add a new caller but with extra information. Click the Add button next to the
Caller field.
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Mary Jones

Add new

caller details

Date

Timi

Phoi

Paradise Imports

~ | Cate

The Add New Caller window will be displayed.

Add Caller: Mary Jones

Firstname:
Lastname:
Company:
Address 1:
Address 2:
City:

State:

Postal Code:

Country:

& Caller Details < @Map

IMan.r

@ Business Phone:

|lones
IParadise Imports
ICarmichael Road

|Nassau

) Business Cell/Mobile:
) Home Phone:

2 Home Cell/Mobile:

|
|

[The Bahamas

Address Type: [Bminess Address

123456 | '|@ cancel

On this screen you can not only enter the name, company (if applicable) and phone number for the
caller, you can also enter their address and other phone numbers.

When you have entered the address, select the Address Type so PhonePad knows which fields to
populate in the Address Book.

If you like, you can enter multiple phone numbers and then select the phone number type for the call.
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If you click on the Map tab you can look up their address on Google Maps and then save it into the
system.

Add Caller: Mary Jones

& Caller Details @ Map

E‘-.G
EEH

= Hel
+ ?ﬂmﬁm Map  Satellite a P
- ot ™
% z Post Office & Gaf,ff"
k-
% ' ‘% T Fire Staton
4
f%_ | Bamboo Shack 0%‘
T
m\;—'ﬂa\?\ﬁ Fla:inl;o Gardens Clinic %.,
Lickity Split al
Wendy's [ '
T

Jdimimy's Takeaway

1l

2
s
E
vl
=

Favrmrha'e it nhan

Map dota B2078 Google  30m et  Terms of Uas

When you click the OK button, the details you entered will be added to the Address Book and the
Firstname, Lastname, Company and selected phone number will be added to the message form.

&> New Phone Message

i

While You Were Out

To:

= Date: 11/05/2016

= | Time: 02:30 PM
Mary Jones - Phone:

123456
Company:

Paradise Imports

~ Category:

A=EER

Editing an Existing Caller

If the caller you are entering for the call already exists in your Address Book, you can click the Address
Book button to open their details.
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The Update Entry screen will be displayed.
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caller details Tir

| Caller: | Mary Jones Ph
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@ Phaned @ Non artinn reanired () Wante
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(vpdatetry ==

Caller Information &
Fullname: |Mar1.r Jones |
@ Cancel

Job Title: |

S Print

@ Help

Company: |Paradise [mpurtsi

Eﬁenerai X EBusines§ : EPostal X ﬁHumé \ @Maﬁ i .ﬁFamm—r - Ifja"tr~.||;;;t.=,--_;r

Title: ' -

Firstname: Mary

Middlename: '

Lastname; lones

Date of Birth: -

Age Mow: .

Identification: |Client No, Patient No, etc.

Contact Type: I
" Load... | [ Save... I I Clear...
[T Private Address Book Entry
Added by Steve Updated by: Steve
Date: 11/05/2016 242:18 PM Date: 11/05/2016 2:42:18 PM

This allows you to update any information for the caller.

Phone Number

Enter the phone number in the Phone field. If the caller you selected is already in the system this field
will be prefilled for you.
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k-

) .
u Were Out

= Date: 20/01/2016

- Time: 0857 AM

-  Phone: 8171612

4‘@4

- Category:

If you click the button with the telephone icon, you can select additional phone numbers if there are any.

e Out

= Send

@ Cancel

Date:  |23/08/2021 v
Time:  [10:15:27 AM = f© Hep

Phone: 6864659 &

C _ |Bus Phone 6864659

ategory: |g . Alt Phone 6869606
Bus Fax

(| Private |Bus Cell/Mobile 5556789

[ | Read R¢Home Phone 5559202
Home Alt Phone 5557932

[ | Follow

Home Fax
|| Urgent |Home Cel/Mobile 5558034

Normally the Phone field is a free-form text field, which means you can enter phone numbers in any
format you like. However, if your PhonePad administrator has specified a phone number format for the
Phone field then you will be restricted to that format.
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e - — . IIE

Nere Out

+  Date: 20/01/2016

~  Time: 09:22 AM

=
~ Phone: 856340

- Category: | |

Company

If the caller is from an organization you can select a Company from a list of companies known to
PhonePad (via the Address Book). As you type in a name PhonePad will perform an incremental search,
narrowing down the company names to match what you type in. Press the <enter> key to select a
company.

If the name doesn't exist you can just type it in.

& Mew Phone Message (Caller: Abby Drake)

While You Wer

To Aimee,

Caller ||Abby Drake v @ 1B

Company: |FiglsEERlRG]s

Details: Fields and Sons
Fields Co

Action: Fields Corporation
Fields Limited

Figueroa and Associates

Custom 1: |Figueroa and Sons

Figueroa Corp

Custom 2! |Figueroa Corporation v
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If the caller has called before then the Company name will be automatically filled in for you, however,
you can change it if required.

Category

If your PhonePad administrator has created some categories, you can select a Category from the drop-
down list.

e Out = Send

Date: 23/08/2021 @ Cancel

Time; 10:15:27 AM I M@ Help

Phone; ba6od4659

Category: |@adGlnl=d®eInloEM

[ ] Private
|| Read Re
[ | Follow
[ ] Urgent

Customer Complaint
Sales Enguiry
Service Booking

Message Details

Here is where you add some details about the call.

The first thing to select is information about the call. This is called Details. The default details are shown
in the example below. Your list may look different if a Manager or Administrator has changed the list.

Caller ||Abby Drake v @ |8
Company: |Fields and Sons v
Details: Phoned F
Action: Came to See You

W
- . [

Next, select the required action. This is called Action. The default actions are shown in the example
below. Your list may look different if a Manager or Administrator has changed the list.
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Caller ||Abby Drake v| @ 1B
Company. |Fields and Sons W
Details: Phoned hd
Action: Please phone F

Mo Action Required

Custom 1:  |Wants to see you
Will drop by again —

Custom 2: Will phone again

The Will be in at option allows you to add some free-form text below it, eg. what time the Caller will be
available.

And finally, there are some options you can select.

Details: Phoned ¥ | ] Private Message
Action: Please phone v| [J Read Receipt
Follow up by: |29/08/2021 ~
Will be inat. | After 2:00pm ] Urgent
Private When checked, only the recipients and sender of the message can view it. Anyone else

who has access to your Inbox and folders will not be able to read the message unless
they are also a recipient.

Read When checked, you will receive a receipt message when a recipient has read the
Receipt message.

Follow Up | Check this check box if you want the message followed up by a specific date. You also
By need to select the follow up date. A reminder will be created for this message.

Urgent When checked the message will be marked as Urgent.

Subject

The Subject is the subject of the phone call, although you can enter whatever you like in this field. .
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Subject: Reference:
Golf on Thursday? hd Attachments

[ Y
iy n...}auy\.. '

This field may be prefixed with some text that has been set up by your PhonePad administrator.

Reference

The Reference field is a free-form text field that can contain whatever text you want. Its purpose is to
make the text available for future messages. When you enter text in this field, PhonePad will remember
it so that the next time you create an incoming or outgoing phone message you can select the text from

the drop-down list.

The text in the drop-down list is available for all users to access.

Subject: Reference:
Golf on Thursday? | E ‘ Attachments
Message: RB9784
- R7896-3 |h
Vo = | T TahAama - 11 - [ == = j— ABL
Possible uses for this field are: patient numbers, client numbers, file numbers and so on.
Attachments

You can attach up to 5 attachments to each message.

Subject: Reference:

Legal Document 47359 h Attachments

Click the Attachments button.
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Attachrments

Attached Files:
D\ DocumentsyDocument_1.txt

[& View
X Delete
[}

© Help

® o
% ARHIEIE
4

You can attach up to 3 files, Each attachment is limited to T0MEB.

Add Add an attachment. You can add up to 5.
View View the selected attachment.

Delete Delete the selected attachment.

Clear Delete all attachments.

Close Close the Attachments window.

Help Display online help.

If you have added any attachments, the number of attachments will be displayed on the Attachments
button (the red circle is known as a "Badge").

Subject: Reference;
Legal Documents. 47359 h Attachments ?

hMaccana

Message Text

The Message field is where you can enter additional information.
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Subject: Reference:

Golf on Thursday? - Attachments ?
Message:

xEE'|31'Tahoma v 11 ~ W ~ BIHGEiiE*&‘

'Abby rang to see if you are still up for a game of golf on Thursday.

This field has its own toolbar so that you can customize the appearance of the text you enter. The usual
buttons are there such as Cut, Copy and Paste, as well as buttons to manipulate the font.

Subject: Reference:
Golf on Thursday? - | Attachments ?
Message:

¥ @ 5| ™ Tahoma -1 -mm- BIUs Es= =

<&

Abby rang to see if you are still up for a game of golf on L.
Thursday
Thursdays
Tuesday
Thessaly
Theresa

Ignore
Ignore All

Taken By: Steve Add

—] Change All r
Auto Correct ;
Spelling ...

There is also a spell checker to check your spelling. You can either click the Spell Check button on the
message toolbar, or you can use Live Spell Check (you will see red squiggly lines under words that may
be mis-spelt).
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Options Button

The Options button at the bottom of the phone message form has 3 options.

Date/Time Stamp
Insert Separator at Top
Insert Separator at Bottom

Date/Time Stamp Inserts a Date and Time stamp with the logged in user's name.
Message:
¥ B 12 | [T Tahoma n - /mm-IBrus El== =z %
[14/10/2016 5:59:17 PM][Jane]: |
Taken By: |Steve
Insert Separator at | Inserts a line above the current line.
Top
Message: N
¥ @ [ |[® Tahoma -l -|/mm-BIruUus BEl=s =%
S SR R SR DR R SR R G DR R G DR DR R DR D3RG D DR 58C T D 8GR G R R SR R G R R R R K
[14/10/2016 6:06:51 PM][Jane]:
1 Taken By: ‘Steve ‘

The separator character and length can be set under
View/Preferences/Messages-3.

Insert Separator at | Inserts a line below the current line.
Bottom
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Message:

¥ B 7| [ Tahoma -l -/mm-BIruUus BElEs = ¥
o8 SR SRR RO R SRR R RO R KR KR K R R R R ROR ROK

[14/10/2016 6:06:51 PM][Jane]: |

o8 SR SRR RO R SRR R RO R KR KR K R R R R ROR ROK

Taken By: ‘Steve

The separator character and length can be set under
View/Preferences/Messages-3.

Sending the Message

All that's left to do is click the Send button.

Phone Messages (Outgoing)

This message form is used to log details of outgoing calls. Whenever you call someone, you can enter
the details of the call in an outgoing message.
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e

5 New Qutgoing Message (To: Abby Brock)

o El [Abby Brock e -~ Date: 27/02/2024 e v

Company |Mathews Limited O . i [12:54:33 PM (5 3
prone: (8171612 @) | L |@ B Notes @ tegory  sales Enquiry

Subject ‘Supply of Rascal Rabbit Plush Toys. @ Reference: ‘R6438923 M

@ [l Urgent  [] Private @ @ Attachments

Message

% ) [ Tahoma “/n v mmv] B 1 Us [E

Caled about their order of 200 Rascal Rabbits.

*—  ABC
= Vv

Taken By: ‘Sonia 17]

1 | Click the To button to look up the details for the person you are calling (if they are in the
Address Book).

2 | Typein the person's name. If they exist in the Address Book PhonePad will fill in the details for
you.

3 | The date field is automatically filled in for you but you can change it if needed.

4 | This is the company the person is from. If the person isn't from a company you can leave this
blank.

5 | The time field is automatically filled in for you but you can change it if needed.

6 | Enter the person's phone number. If the person already exists in the system then this will be pre-
filled for you, but you can change it if the number is different.

7 | You can click this button to select other phone numbers for this person.
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8 | View or add notes for this person.

9 | You can assign this call to a Category (if your administrator has set them up).

10 | Subject of the message.

11 | A free form text field that can also be used for other messages. When you enter text in this field,
it can be accessed for other messages (by any user).

12 | If checked, the message will be marked as Urgent.

13 | If checked, any user who has access to your folders will not be able to read the content of the
message.

14 | You can add attachments to messages. If there is an attachment, the number of attachments will
be shown in a red circle (which is known as a "Badge").

15 | Toolbar for the message text.

16 | The message text is where you enter additional details of the call.

17 | Your name will be entered here by PhonePad when you create a new message. This cannot be
changed.

Logging an Outgoing Call
To log an outgoing phone call, click the New Outgoing Call button on the toolbar, or select New
Outgoing Call from the File menu, or press the <ctrl> <insert> keys on your keyboard.
Message Date and Time

PhonePad will automatically fill in the current date and time for you. You can change these if needed.

- l

Date: 20/01/2016 | -

Time:  11:59 AM B

Category: |Another Category |

Rafaranra: RROQTRA -

To change the date, you can either type it in or select it from the drop-down calendar.

Copyright © 2024 Cybercom Software




Messages Page 85

Date: 20/01/2016 E

M Tu W Th Fr 5a 5u
282930231 1 2 3
Referenc 456 7 8 910
111213141516 17
18 1921 22 23 24
252627 28293031
B I 12345467
IT{}dﬂ}’] [Clear] —

Categor

At

To edit the time, use the up and down arrows keys on your keyboard to change the hour, minutes and
am/pm. You can also use the up and down arrow buttons in the Time field.

Use the left and right arrow keys to move between hours, minutes and am/pm.

Recipients Name

Type the name of the caller in the To field. PhonePad will perform an incremental search to try to locate
the caller's name.

25 New Outgoing Message (To: Abby Brock)

To Abby Brock v

Aaron Wheeler
Aaron Wheeler
Phone: Aaron Wheeler
} Aaron Wheeler
Subject: | Apby Barlow
Abby Barlow
Abby Barlow

Message: [FaVelo)TR:geTals

If the recipient appears in the list, select their name and press the <enter> key. If the recipient isn't in
the list just type in their name and press the <enter> key.
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You can also select a recipient by clicking on the To button. The To Lookup window will appear.

rRecipient Lookup X |
Search text: abby ‘ ‘Fullname v ‘ lp Search ]
To Company City State Phone I @ Cancel
Abby Barlow Snyder and Sons 8821351 @ Help
Abby Brock Mathews Limited 8171612
Abby Brooks Skinner Inc 6432363
Abby Delaney Mcdonald Pty Ltd 9884925

To Abby Brock Company: Mathews Limited
Address 1: Address 2:
City: State: Postal Code:

Country: Phone: 8171612
Alt. Phone: Fax:
Cell/Mobile: Email:

Enter your Search Text and select the fields you want to search, then click the Search button.

When you select a name from the list their details will appear below so you can verify its the right
person. Click OK to select the caller.

Company

If the caller is from an organization you can select a Company from a list of companies known to
PhonePad (via the Address Book). As you type in a name PhonePad will perform an incremental search,
narrowing down the company names to match what you type in. Press the <enter> key to select a
company.

If the name doesn't exist you can just type it in.
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b MNew Outgoing Message (To: Abby Brock) _

Caller: | Abby Brock v
Company: MafEEYe)
Phone
Mathews Corp
Subject:  Mathews Inc
Mathews LLC
Mathews Limited =]
: Message: Mathews and Sons
Mathis Co
%% B E | Mathis Corp <

If the caller has called before then the Company name will be automatically filled in for you, however,
you can change it if required.

Phone Number

Enter the phone number in the Phone field. If the caller you selected is already in the system this field
will be pre-filled for you.

b MNew QOutgoing Message (To: Abby Brock) _
Caller: Abby Brock -

Company: Mathews Limited v
Phone: 8171612 M
Subject: RE

If you click the button with the telephone icon, you can select additional phone numbers if there are any.
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b MNew Outgoing Message (To: Abby Brock)

Caller: Abby Brock -
Company: Mathews Limited -
Phone: 8171612 %

] Bus Phone 8171612

Subject:  |g,c Alt Phone 8171614

Bus Fax

Bus Cell/Mobile 8894563
| Home Phone 8795041
" Message! |Home Alt Phone

Normally the Phone field is a free-form text field, which means you can enter phone numbers in any
format you like. However, if your PhonePad administrator has specified a phone number format for the
Phone field then you will be restricted to that format.

Notes

You can optionally enter Notes for this person.

5 New Outgoing Message (To: Abby Brock)

To Abby Brock v
Company. Mathews Limited v
Phone: 8171612 ¢| | B Notes
Subject:

Just click the Notes button. If there are any notes for the recipient they will be displayed. You can also
add notes from this screen.
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Caller Notes for Abby Brock

® oK

@ Cancel

This is the same window that is display for Caller Notes when taking a incoming phone call. The notes

are stored in the Address Book for the recipient.

There are 10 tabs available for notes. The names and colors of the tabs can be changed under System

Rules by System Administrators.

Category

If your PhonePad administrator has created some categories, you can select a Category from the drop-

down list.
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W -

Date: 20/01/2016 v
Time: 12:45 PM B
Category: l - I
Reference:

Another Category
My Category
Test Category

Subject

The Subject is the subject of the phone call, although you can enter whatever you like in this field. .

H Subjectt  RE: Documents |Reference: R89784 -

This field may be prefixed with some text that has been set up by your PhonePad administrator.

Reference

The Reference field is a free-form text field that can contain whatever text you want. Its purpose is to
make the text available for future messages. When you enter text in this field, PhonePad will remember
it so that the next time you create an incoming or outgoing phone message you can select the text from
the drop-down list.

The text in the drop-down list is available for all users to access.

H Subject:  RE Documents Reference: RB89784 -

Possible uses for this field are: patient numbers, client numbers, file numbers and so on.

Message Options

There are a couple of options you can use with Outgoing Messages.
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Urgent Private Attachments

Private When checked, only the recipients and sender of the message can view it. Anyone else
who has access to your Inbox and folders will not be able to read the message unless
they are also a recipient.

Urgent When checked the message will be marked as Urgent.

Attachments

You can attach up to 5 attachments to each message.

D MNew Qutgoing Message (Tao: Abby Brock) _ h

Caller: Abby Brock * Date: 20/01/2016 | -
Company: Mathews Limited ~ Time: 12:45 PM =
Phone: 8171612 Category: |My Category v
Subject:  RE: Documents Reference: R89784 -
Urgent Private ‘ Attachments ‘

Click the Attachments button.

Attachrments

Attached Files:
Ox\Documents\Document_1.tat

[& View
X Delete
@ Clear

+
3
x

@
%

@ Help

S

You can attach up to 5 files, Each attachment is limited to T0MB.

Copyright © 2024 Cybercom Software




PhonePad 5 User Guide Page 92

Add Add an attachment. You can add up to 5.
View View the selected attachment.

Delete Delete the selected attachment.

Clear Delete all attachments.

Close Close the Attachments window.

Help Display online help.

If you have added any attachments, the number of attachments will be displayed on the Attachments
button (the red circle is known as a "Badge").

Subject:  RE: Documents Reference: R89784 -

Urgent Private Attachments ?

hMaccana:

Message Text
The Message field is where you can enter additional information.

Message:
xFIE-IJ'&‘Tahama vllv-,BIHSEi;‘:z

<E

She will have the signed documents back to us by Friday.

Taken By: Steve
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This field has its own toolbar so that you can customize the appearance of the text you enter. The usual
buttons are there such as Cut, Copy and Paste, as well as buttons to manipulate the font.

There is also a spell checker to check your spelling. You can either click the Spell Check button on the

message toolbar, or you can use Live Spell Check (you will see red squiggly lines under words that may
be mis-spelt).

Saving the Message

All that's left to do is click the Save button. The message will be saved in your Outgoing folder.

Text Messages

Text messages are messages that are not phone messages. They are generally used for intra-office
communications. There are no callers in text messages. They are messages sent between users.

Do not confuse text messages with SMS text messages that you send to cell/mobile phones. Although
they sound similar, they are completely different.
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F — = B o = &
BhewTextMessge =
To: | Jen @ - o= 2001206 |

o - Time: D144 PM e
From: Steve e Category: [ G

Subject:  Package at Front Counter. o I Attachments

9 [ Urgent [ ] Read Receipt [ ] F'ri'.ra‘t&m

Message:

% 3 1| @ Tahoma P -mm-prus F==:=9

I Hey Jen, a package has arrived for you by courier. It's sitting at the front
counter,

®

1 | Click the To button to display a list of all PhonePad users. Select the users you want the
message sent to.

2 | Asan alternative to clicking the To button, you can just type the user names in this field. It will
automatically do an incremental search and find the user's name for you Press <ENTER> to
select a name.

3 | The date field is automatically filled in for you but you can change it if needed.

4 | The time field is automatically filled in for you but you can change it if needed.

5 | Your name will be entered here by PhonePad when you create a new message. This cannot be
changed.

6 | You can assign this call to a Category (if your administrator has set them up).

7 | Subject of the message.
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8 | You can add attachments to messages. If there is an attachment, the number of attachments will
be shown in a red circle (which is known as a "Badge").

9 | If checked, the message will be marked as Urgent.

10 | If checked, you will receive a message when the recipient/s read the message.

11 | If checked, any user who has access to your folders will not be able to read the content of the
message unless they are one of the recipients.

12 | Toolbar for the message text.

13 | The message text is where you enter additional details of the call.

Creating a Text Message

To log an outgoing phone call, click the New Text Message button on the toolbar, or select New Text
Message from the File menu, or press the <alt> <insert> keys on your keyboard.

Message Date and Time

PhonePad will automatically fill in the current date and time for you. You can change these if needed.

Date:  20/01/2016 >
Time:  01:57 PM B
Category: | My Category "|

To change the date, you can either type it in or select it from the drop-down calendar.

Dater  20/01/2016 E

M Tu W Th Fr Sa Su
28293031 1 2 3
456 7 8 910
111213141516 17
18 19ph]21 22 23 24
252627 28293031

1 234567

: [T{}day l ICIear]

Categc
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To edit the time, use the up and down arrows keys on your keyboard to change the hour, minutes and
am/pm. You can also use the up and down arrow buttons in the Time field.

Use the left and right arrow keys to move between hours, minutes and am/pm.
Recipients
The first step is to address the message to at least one person.

The fastest way to do this is to type in the To field.

B NewTexMesage
| Tor | jen| .
|
From: Abig?“ pi
Admin
Subject:  Alfred B
Amy
Andrew =
Bar
Message: Fre;y
_ _ | George N
% B E Jane
|
John T

As you type in a name, PhonePad will drop down a list of users and perform an incremental search. Press
<enter> to select a user. You can add additional users if you want.

Names beginning with a # are groups, eg. #Service. When you send a message to a group it will be sent
to everyone in the group.

You can also select names by clicking the To button. The Users tab allows you to select users while the
Groups tab allows you to select groups. You can expand a group to see who the members are.
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Select the recipients for this message *
B users < G Groups
] Admin |
¥ Aimee
Hel
F: Bill
[] Cynthia
[ ] Jane
[ Jennifer
[ John
[] John Smith
&
[] Samantha
[ ] Steve B8 Al
L Tony —
oo None
Expand
Bl collapse

Select the recipients for this message

x
B Boow
® 'm & Management '

SR Sales
| & Admin
v aia Jane
[v] ata Jennifer
) & John
] ain Pete

= (m & Service

Category

If your PhonePad administrator has created some categories, you can select a Category from the drop-
down list.
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Date:  20/01/2016 |
Time: 0157 PM ]
Category: My Category |

Another Category

My Category

Test Category

Subject

The Subject is the subject of the phone call, although you can enter whatever you like in this field. .

Subject:  Package at Front Counter. Attachments

This field may be prefixed with some text that has been set up by your PhonePad administrator.

Attachments

You can attach up to 5 attachments to each message.

[RETI R L W A R R ALl I |_I"I AL |
=

Subject:  Package at Front Counter. Attachments

Click the Attachments button.

Attachrments

Attached Files:
DA\ DocumentsyDocument_1.txt

[& View
X Delete
@ Clear

© Help

@ +

You can attach up to 5 files, Each attachment is limited to T0MB.
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Add Add an attachment. You can add up to 5.
View View the selected attachment.

Delete Delete the selected attachment.

Clear Delete all attachments.

Close Close the Attachments window.

Help Display online help.

If you have added any attachments, the number of attachments will be displayed on the Attachments
button (the red circle is known as a "Badge").

IV JLEvVe QLTI Y ll'l.l'l_"' '\_,.dl_t,'g'i_.l‘l_"' S|

Subject:  Package at Front Counter. Attachments ?

Message Options

As with other message types, there are some options you can use with Text Messages.

[ ] Urgent [ | Read Receipt  [_] Private

Urgent When checked the message will be marked as Urgent.

Read When checked, you will receive a receipt message when a recipient has read the

Receipt message.

Private When checked, only the recipients and sender of the message can view it. Anyone else
who has access to your Inbox and folders will not be able to read the message unless
they are also a recipient.

Message Text

The Message field is where you can enter additional information.
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Message:

% 0 51| ™ Tahoma 11 - mm~ BIUSs [El23 = ¥
Hey Jen, a package has arrived for you by courier. It's sitting at the front
counter.

This field has its own toolbar so that you can customize the appearance of the text you enter. The usual
buttons are there such as Cut, Copy and Paste, as well as buttons to manipulate the font.

There is also a spell checker to check your spelling. You can either click the Spell Check button on the

message toolbar, or you can use Live Spell Check (you will see red squiggly lines under words that may
be mis-spelt).

Sending the Message

All that's left to do is click the Send button.

Viewing Messages
Viewing Phone Messages (Incoming)

Select the phone message from the message list and click the View button on the Home tab of the
toolbar, or select View Message from the File menu, or double-click on the message.

The phone message will be displayed.
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B View Phone Message (Caller: Abby Brock) Ll |
While You Were Out
To: lndrew = Date: 21/01/2016
- Time: 0811 AM =
Caller.  Abby Brock Phone: 8171612
Company. Mathews Limited Categorny: [.nnomer Category v]
@ Phoned ) Mo action required () Wants to see you [ Private
() Returned your call @ Please phone [l will be in at [ Read Receipt
(O Cametoseeyou O Will phone again [ Follow up by:
Will dro ai
[ urgent OW P by again
Subject: Reference:
Please send conference details. R7896-3 Attachments
Message:
3% B2 [0 | % Tahoma 11 =W  BIUS i= Y
Abby asked if you can send details of next month's conference.
Taken By: Steve Message ID: 284

If you click on the button with the phone icon, you can view alternative phone numbers for the caller.
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el

sre Out

Date: 21/01/2016

Time: 0811 AM

Phone: 8171612 ]
. |Bus Phone 8171612
Category: |gys alt Phone 8171614
Bus Fax
Bus Cell/Mabile 8894563
s to see you Home Phone 4795641 |
Home Alt Phone
be in at Home Fax
— |Home Cell/Mabile 8997412 I
S

If there is follow up action on the message, this will be displayed at the top of the message window.

-
E» View Phone Message (Caller: Abby Brock) éﬂ“

i — i T

% This message is marked for Follow Up.

AILhilAa VA WAlava Maad

Message details cannot be changed unless your PhonePad administrator has allowed this.

o

Every message has a unique Message ID, displayed in the right-bottom corner. You can use this
to identify messages.

Viewing Phone Messages (Outgoing)

Select the phone message from the message list and click the View button on the Home tab of the
toolbar, or select View Message from the File menu, or double-click on the message.

The outgoing message will be displayed.

Copyright © 2024 Cybercom Software




Messages Page 103

&8 View Outgoing Message (To: Abby Brock) =l =T
Person: | Abby Brock | Date: 20/01/2016
Company: _-Mathews Limited | Time: 11:18 AM =
Phone: (8171612 |[&) Category: | Another Category  ~
Subject | RE: Documents. | Reference: |R123456

Clurgent [ Private Attachments

Message:
¥ By [ | [T Tahoma 1 |[wm | B I US =

Called Abby. She sald the documents will be returned on Friday by courier.

Taken By: 'Ste'u'e ' Message ID: 276

If there is follow up action on the message, this will be displayed at the top of the message window.

& View Outgoing Message (To: Abby Brock) —mji=

< Follow Up on this message has been completed.

Person: | Abby Brock Date: 120/01/2016 |

Every message has a unique Message ID, displayed in the right-bottom corner. You can use this
to identify messages.

Viewing Text Messages

Select the text message from the message list and click the View button on the Home tab of the
toolbar, or select View Message from the File menu, or double-click on the message.
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The text message will be displayed.

B view Text Message from Steve ==

@ Follow Up on this message has been completed.

To: | Jen | Date  |20/01/2014 =
Time: 01:57 BM =

From: .Ste-\re Categorny: v

Subject: .F'ackage at Front Counter, Attachments

[Jurgent [ Read Receipt [ ] Private

H:E:|"1‘Tahoma » 1l ~ EE~ BIUS EE= = %
Hey Jen, a package has arrived for you by courier. It's sitting at the front
counter,

Message ID: 2’?3-

If there is follow up action on the message, this will be displayed at the top of the message window.

——

B» View Text Message from Steve

_ /] Follow Up on this message has been completed.

Tems | Ilnn Y Mimbms NN FINE

Every message has a unique Message ID, displayed just below the Attachments button. You can
use this to identify messages.

Viewing Message Read Receipts

Select the message receipt from the message list and click the View button on the Home tab of the
toolbar, or select View Message from the File menu, or double-click on the message.
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0 MesogeReceip T . - |

Tox Steve

Message ID:

Message Date:
To:

Subject:

Subject: RECEIPT: RE: System Issues, Time; 359 PM

The following message has been read by the person you sent it to:

Date:  21/01/2016

290 ASNIN
21/01/2016 3:59 PM 3 % i
Jane 5

RE: System Issues. q%

e

— e e — — = - —— ——

This message types are for phone and text messages sent via PhonePad to other users.

Viewing Email Replies

Select the email reply message from the message list and click the View button on the Home tab of the
toolbar, or select View Message from the File menu, or double-click on the message.

The email reply message will be displayed.
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@Email Reply = O X |
. £ Repl
To: David Date:  5/02/2024 \ﬂ‘
Cc Time:  1:37 PM
From: Annie
Email:  David@FluffyRabbitCorp.com

Subject: Lunch

Here is my reply.

So there. t}

From: PhonePad CloudMail =
<703357806B748563C94D3A07F2BDF5@messagesender.online>=2
0

Sent: Monday, 5 February 2024 1:08 PM

To:

Subject: Message from PhonePad

Importance: High

Phone Message

" Message < History

21436

Viewing Email Read Receipts

The Automatic Message Forwarding feature can automatically forward phone and text messages to
email addresses.

If you have checked the Read Receipt checkbox in a message before sending it, you can get a Read
Receipt back from the email system when the recipient reads the email.

Please note: This option has to be enabled by a System Administrator under MessageSender settings.

Copyright © 2024 Cybercom Software




Messages Page 107

Email Read Receipt X

Your email messsage has been delivered and read.

To Pete

Email: pete@fluffyrabbitcorp.com
Subject: Assessment.

Sent: 28/02/2024 1:.02 pm

Date Read: Wed, 28 Feb 2024 13:06:01 +1100

Click here to view the original message that was sent.

Email Read Receipts are different from Message Read Receipts. Email Read Receipts are received when
a user has their messages forwarded to an email address using the Automatic Message Forwarding

feature.

Viewing Email Delivery Failure Messages

Sometimes emails cannot be delivery for one reason or another. In these cases you will receive an Email
Delivery Failed message in your Inbox.
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| #
Email Delivery Failure X

d d, 28 Fe 024 01:4 0000 a

In the above example the email address is incorrect.

You can view the original message that was sent by clicking Click here to view the original message that
was sent.

You can also view the email message header. Unless you know how to read these headers, it may not
be that useful to you.

View Email Header X |

heturn-Path: <>

Delivered-To=703357806B748563C94D3A07F2BDF5@messagesender.online

Received=from sharedcloud1.squidix.net by sharedcloud1.squidix.net with LMTP id
MNRdAG2GR3mUHWgAA +TwV0g (envelope-from <=) for T
<703357806B748563C94D3A07F2BDF5@messagesender.online>; Tue, 27 Feb 2024 20:50:25 -0500
Return-path=<>

Envelope-to=703357806B748563C94D3A07F2BDF5@messagesender.online

Delivery-date=Tue, 27 Feb 2024 20:50:25 -0500

Received=from wheat.cherry.relay.mailchannels.net ([23.83.223.189]:29915) by sharedcloud1.squidix.net
with esmtps (TLS1.2) tls TLS_ECDHE_RSA_WITH_AES_256_GCM_SHA384 (Exim 4.96.2) id 1rf955-0005fG-1)
for 703357806B748563C94D3A07F2BDF5@messagesender.online; Tue, 27 Feb 2024 20:50:25 -0500
Received=Dby relay.mailchannels.net (Postfix) id 8A3DA821D0; Wed, 28 Feb 2024 01:48:24 +0000 (UTC)
Date=Wed, 28 Feb 2024 01:48:24 +0000 (UTC)

From=MAILER-DAEMON®@mailchannels.net (Mail Delivery System)

Subject=Undelivered Mail Returned to Sender
To=703357806B748563C94D3A07F2BDF5@messagesender.online

Auto-Submitted=auto-replied

MIME-Version=1.0
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Viewing Attachments

Phone, text and outgoing messages can all have attachments. If a message has one or more attachments
the number of attachments will be shown on the Attachments button.

Subject: Reference:
Legal Documents. 47359 h Attachments ?
hMaoccana:

Click the Attachments button to view the list of attachments.

Attachrments

x

Aftached Files:
Document_1.tut

o]

View

@
1

»
7
T
o

o|[®
41

In this example there is one attachment.

View Select an attachment and click the View button. Windows will attempt to open the
attachment using the default application associated with the file type.

Save Save the selected attachment to a folder.

Delete Delete the selected attachment.

Close Close the Attachments window.

Help Display online help.

Forwarding Messages

Messages can be forwarded to other users. Select the message and click the Forward button on the

Home tab of the toolbar, or right-click on the message and select Forward Message from the popup
menu.

Copyright © 2024 Cybercom Software




PhonePad 5 User Guide Page 110

¥ i 1| & Tahoma
Please follow up this call.

--------------- Original Message===============
To: Steve

Date: 21/01/2016

Time: 8:17:13 AM
Caller: Abby Brock
Company: Mathews Limited
Phone: 8171612

Datails: Phoned

Action: Will phone again
Will Be In At:

Subject: Test

Urgent: No

Priuake- M

& Forward Phone Message
Andrew, -  Date:  23/01/2016 -
~ Time:  03.00 PM =
From: Steve Category: [Tﬁ'ﬂ Category "I
Subject  fwd: Phone Message. | Attachments |
[(Jurgent [ ] Read Receipt [ ] Private
Message:

1]

Replying to Messages

You can reply to a message that you have received from another user. Select the message and click the
Reply button on the Home tab of the toolbar, or right-click on the message and select Reply to

Message from the popup menu.

Copyright © 2024 Cybercom Software



Messages Page 111

o

& Reply to Phone Message
Abigail, «  Date:  23/01/2016 -
- Time: 0312 PM =
From: Steve Category: [ 'I
Subject:  re: Phone Message. | Attachments |

[(Jurgent [ ] Read Receipt [ ] Private

Message:
% i 1| @ Tanoms 1 v mm~- BIUus [EZa =¥
' Can you please |
--------------- Original Message===============
To: Steve S
Date: 21/01/2016
Time: 8:17:13 AM

Caller: Abby Brock o
Company: Mathews Limited
Phone: 8171612

Detalls: Phoned

Action: Will phone again

Subject: Test

Urgent: No

Private: Mo

Takan Ru: Ahinail -

Resending Messages
Messages that you have sent previously can be resent to the same recipients. Select the message in your

Sent folder and click the Resend button on the Home tab of the toolbar, or right-click on the message
and select Resend Message from the popup menu.

Moving Messages to Another User's Inbox

If you receive a message that should be assigned to someone else, you can move the message to their
Inbox. You will need to have access to the other user's Inbox before doing this.
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Inbox for Steve
Abigail 10 & =+ Search
if:' ;,z ? . ID Date Caller
Jasper 101 = § 2507 01/04/2016 2:49 pm Abby Br
John 1 1 o | {. %L 505 2500372016 7:27 pm Sabrina
Steve a0 22 ] 25/03/2016 7:19 pm Walter
= 24/03/2016 2:36 pm Mabel ¢
| f. -ﬂ. 499 240372016 1:33 pm Sabrina
B 2480 23/02/2016 6:42 am Heather
= 5 487 23/03/2016 6:39 am Gena G
= 248 18/03/2016 9:57 am Lacey B
5 = L. +h 481 18/03/2016 818 am Barbara

Select the messages you want to reassign, and while holding down the <alt> key and left mouse
button, move the cursor to the user you want to reassign the messages to, then release the mouse
button. The messages will immediately be moved from your Inbox to their Inbox.

Message History

When you view a phone, text or outgoing message, at the bottom of the window is a History tab.

Click the History tab, and then click the Refresh button to load the history for the message.
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&3 View Phone Message =

O X
Phone Message €2 Reply
To: Aimee, Bill, Pete, Samantha ' Date: 28/12/2021 vl
v| Time:  |12:48:30 PM 4 |© Close |
Caller: lAbby Drake v |& Phone: 6864659 ] L R
Company: ‘Fischer and Sons Category: v ‘
Details: ‘Returned Your Call ¥ [] Private Message
Action: ‘Please phone v || Read Receipt
) ] [_] Follow up by v
L Will be in at ] Urgent
Subject: Reference:
lMeeting on Friday. \ v l Attachments |
Message:
ID | Date | caller | company | subject =
21321 28/12/2021 12:48 pm  Abby Drake Fischer and Sons Meeting on Frid:
21320 28/12/2021 12:48 pm  Abby Drake Fischer and Sons Meeting on Frid:
21319  28/12/2021 12:48 pm  Abby Drake Fischer and Sons Meeting on Frid:
21318 28/12/2021 12:48 pm  Abby Drake Fischer and Sons Meeting on Frid:
21317  28/12/2021 12:48 pm  Abby Drake Fischer and Sons Meeting on Frid:
:
’ﬂi
Refresh
r...-“..“__Message___‘- History '
Taken By: ‘Steve | options | Message ID: 21317

In this example, there are 5 messages (including the current one). You can view any of these messages by
double-clicking on them.

Editing Received or Sent Messages

If your PhonePad administrator has enabled message editing for messages that have been sent or
received, then you will be able to change some of the details of messages.

When you view a message, if it can be edited "EDIT MODE" will be displayed in the message title bar.

[p View Phone Message (Caller: Abby Brock) - EDIT MODE QE“}
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& View Outgoing Message (To: Abby Brock) - EDIT MODE

& View Text Message from Steve) - EDIT MODE

If you make any changes to a message you will be prompted to save the changes when you close it.

r Confirm “

@ Do you want to save the changes to this message?
|

o o]

Deleting Messages

You can delete messages from any of your folders by selecting the message and clicking the Delete
button on the Home tab of the toolbar, or by selecting Delete Message from the File menu, or by
pressing the <delete> or <del> key on your keyboard.

You will be asked to confirm the deletion.

Confirm R

@ Are you sure you want to delete this message?

r Yes Mo

Deleted messages go to your Deleted folder. If you need to undelete a message from the Deleted
folder, select the message and then click the Undelete Messages button on the Folders tab of the
toolbar, or right-click on the message and select Undelete Messages.

You will be asked to confirm the undeletion.
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i

@ Are you sure you want to undelete these messages?

Confirm

Yes || No |

Messages are automatically deleted from the Deleted folder after they have been there for 14
days.

CallFlow

CallFlow provides a way to view all interactions with a caller in one place. It shows a complete history of
all incoming and outgoing calls, and follow up notes.

EENS s L W

CallFlow shows all Incoming messages, Outgoing messages, and Follow Up Motes for a caller in chronological order. This allows you to view
the sequence of all interaction with the caller.
I Caller.  Abby Brock Compamy:  Mathews Limited
#Sparch F
D Date To Subject Phone Sender
:'I &, 292 220172016 3:39 PM Michael RE: System lssues. 8171612 Steve |
&, 290 210172016 3:59 PM Michael RE: System Issues. 8171612 Steve
| & 75 21/01/2016 910 AM Abby Brock COMPLETED Steve
| & 286 21/01/2016 8:17 AM Steve Test B171612 Steve
| & 284 21/01/2016 8:11 AM Andrew Please send conference details. 8171612 Steve

20/01/2016 11:18 AM Abby Brock RE: Documents.
I & 275 20/01/2016 11:17 AM  Steve Golf on Thursday? 8171612 Steve
& 269 8/12/2015 10:20 AM Steve Tuesday Meeting. 8171612 Steve
L
1+, Outgoing Call
Message IDx 276 To: Abby Brock Subject: RE: Documents,
Message Date: 2040172016 11:18 AM  Phone: 8171612 Sender. Steve
Message: Called Abby. She said the documents will be returned on Friday by courier.
|
(&3 view | |G printtist| (@ Cciose |
View Click this button to view an incoming or outgoing message.
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Print Print a list of all messages.
List
Close Close this window.

Printing Messages

There are various print options in PhonePad.

Print Messages

To print one or more messages, select the messages from the message list and then click the Print
button on the Home tab of the toolbar, or select Print from the File menu.

v=

You will be presented with a number of choices (refer to Printing Options for an explanation of each
report).

=
3
:

= Print

Phone Message Form - 2 Messages to a Page
Phone Message Form - 4 Messages to a Page @ Cancel

Phone Message with Address and Map

@ Help

=

Select a printing option then click Preview. The Preview window will be displayed.
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The Preview toolbar features a number of options:

o 0 o @

Messages Page 117

L

@
Zoom In ZIoom Qut F

(3] (5] (8]

100% - g = | | ] ‘ il
Page Settngs Frst

..
Ex

0:-

e
(5

1 | Print

Print the report.

2 | Save

Export the report to a number of formats including PDF.

3 | ZoomIn

Zoom in to the page.

Select or enter a zoom percentage.

4 | Zoom
Percentag
e

5 | Zoom Out

Zoom out from the page.

6 | Fullscreen

Display the report in Fullscreen mode.

Change the page settings.

Jump to the first page of the report.

7 | Page
Settings

8 | First

9 | Prior

Move to the previous page.
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10 | Page Shows the current page number. You can directly enter a page number here.
Number

11 | Next Move to the next page.

12 | Last Jump to the last page of the report.

13 | Close Close the report.

Printing Options

These are the currently available printing options for the Print option.

One message per line Messages are printed across the page with one message per line.

Phone Message with Each message is printed one to a page with Follow Up Notes included.
Follow Up Notes

Phone Message Form - 2 | Messages are printed in the message form format, which looks like the
Messages to a Page paper-based message pads. Two to a page are printed.

Phone Message Form - 4 | Messages are printed in the message form format, which looks like the

Messages to a Page paper-based message pads. Four to a page are printed. Depending on
the message content this may not be the best way to print them. If the
message text is large then it will not all fit on the page.
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Example Printouts

Messages for Steve
Dhate Caller Coampany Sulsject Phone Message Taken By
BA22015 10:20 AM  Abby Brock Mathews Limited Tuesday BIT1612 Ths is a test message for auto St
Mesting Torwarding.
2012016 11:17 AM  Abby Brock Mathotws Limited Golf en BIT1612 Abbyy rang to see if you are stll upfora  Steve
Thursday? game of goll on Thurssday.
2000172016 8:26 P Abby Brock Urgent Matter BEMEET Flease call. Steve
20MN2016 B 1T AM Abby Brock Mathews Limited Test 8171612 Test Steve
Privted af 1005504 AL on 10 01E Page 1ol 1

Image: One message per line
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While You Vere Out
Massageil:  EE
Ta =
it EADADS 0020 AN
Caliar: Aty Brck [ vrepet
Commimy M Limied D Privae
Fhone: HTIE2 [ Feaeint
Dot ; Froneal Wl e in
soton: o ACion Requied
Bl ot Ty Mastrg.
Mg sage:

This & & bstmessage for auto forwarding.

Tk Sy Staes

[Falkow Uip Modes:

Priri oo 110 -3 2 SM o B Gl G PP aad 5

Image: Print Message with Follow Up Notes
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Messages

While You Were Out

Date: 2000102015 1097 AM

While You Were Out

i\ Steve Date:  SM22005 10:20 AM To: atevE

Caler: Abtry Brock Thmee:  BA270N5 10020 AM Caler: Ablry Brock Time: 2000172016 10117 AM

Company: Matbawh Lisiged Phone: B1T1612 Company: Matheas Limied Phome: 8171612

El Phened Fl Mo action requited ] Wanis to sew you O Phoned O Mo action iequired [ Wants io see you
El Returned your call Please phone Wil b i a:

[ Returned yowr call | (] Please phone [ vl b in

O Came toses you | [ Wil phons again [ Came toses you | O] Will phone again

O Willdiop by again [ Private

00 wrgen D) witl drop by sgain  [] Private 0 Urgeen
Subject  Tueiday Mesieg Subject  Gao¥ on Thersday?
Lo ssnge: e saangyn:
Abby rang to see if you are stilll up for a garme of golf on Thurssday.

This is a best message for auto forwarding.

Taken By Stem bessage I0- 269 Taiven By Steve Mas sage IO 375
FhosasPad Waryoa B00

Privted ot 115540 AM on 017016

Image: Phone Message Form - 2 Messages per Page
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While You Were Qut

While You Were Qut

Feo o e OISR IS0 A P e Dl SRR BE P
E2 T e, e Tima:  Erriridnd wE0 A (=118 A e Fg: 20Dl S P
Comgany: Ushews _rfed Phome: 11THAZ Comp sy Prome: LIELE]
EHI_I E nu-l_n-lD_b__ El'llc-ld Elh-:l—r—l—uluﬂ-h-_:_

D Bpturnpd o anl D Pisaus phans D W
[ comein sespoe | [ v pnose agasm

[ wree=t [0 vwmesmagen [] rovae

D Bptrmad prar zall D FiaaLn phaes u'_llhll
[ commimsonrea |[] oo smoe aguaem

T ]
Mainnge.

Thizis a test message for auto forwarding.

Toues B Buve Lemagt o DEE

Tramenage mmaees tor Bxlow L

[ e [0 weessmmes [ Fevee

hajed e e

MrLnrge

Please cal.

Tawan By Bee uemage 3 I3

While You Were Qut

While You Were Out

E Raturapd s anl E Finaus phons D W e AE

[] comsio sn g | [] W oo ngass

Fac Lo Dl SR TR 1T AR L e Balw:  SOSRSEE BT A
RbT ey P Timsp  SR0vamd 11T AN G Bl e Py Svtnail T A
Company: lshees _rfed Phorw: 11THAZ Compmy: Mafews Jrfed Phone: ETTIEAZ
Dl'llu-l D ll--l-n-thHb—.— Ellllu—d Duu-l-r-_-luw-hh_;—

D_-u-p--l D Fiaain phons u'n-l-h.n

[ comtimsbarn |[F] v pmsesr s

[ weeest [0 vwmasemagn [] roves [ wemest [ weerepmmas [ Fevee

R Gotoe Trasie baje TEe

Waiiage W aag

#bby rang o see if you are stil up for a game of Test

golf on Thurssday.,

Tome= B Bores [ TR | Tpmen l Bores uemage 3 o4

Primiegat 110303 &M on SOV 5

P caaiad virEaa S0 0

Image: Phone Message Form - 4 Messages per Page
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While You Were Out

Message ID: 538

To: Andrew

Date: 20052018 10:27 PM
Caller: Jennifer Andreson D Urgent
Company: Wikon Group D Private
Phone: 555 6568 [] Receipt
Details: Phoned Will be in at:
Action: No Adion Required

Subject: Quctation.

Message:
Lorem ipsum dolor sit amet, consectetuer adipiscing elit, Mascenas &t leo eget nisl ports viverra, Ut
laoreet, dui at tem pus vestibulum, eros leo egestas neque, id adipiscing odio eros et lectus. Vivamus
pretium lorem sit amet nulla. Prassent nec dolor at augue ulirices blandit, Quisgue aliquet ultrices mi.

B4 Key West Street, Nassau , The Bahamas

Address:
= (5] s .
+ £ g Map  Smelle
3 :
i - Bi"l..‘mj:l Aym = }: -5
& &
: L =
F E 12
) ]
Watkers | MEEIUN [ , i
Inglenies Limited L
el Bas Station « Petoal Purmp Hieva Wiay Hative E
{.'_:I,. .i" Baptist Churah E
[ ] o - _ iy ;
w Ealtz_r Ave HAlfaLT dvs * Ealh
H [
& Cashwiz & Masaail Mellowahip Centie by
=
o ::E- T
-{?.':'._.:.-"_n, A Mop doto BLUT8 Google  SUm Lo fomooflse
PhonsPad 5

Printad at 10:53:25 PM on 20052018

Image: Phone Message with Address and Map
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Quick Print

Quick Print prints selected messages in a different format than the other reports. To use Quick Print,
click on the Quick Print button on the Home tab of the toolbar, or select Quick Print from the File
menu.

=

The Quick Print preview window will be displayed.

XYZ Corporation

Quick Print Report of Inbox Messages

g Pk 207 Dl WNATONE B 40 AW

Ta: Slirea

Caler: Anktry Brock Compary:  Maihews Limibsd

Dwtails: Phaned Action: e Action Required

Sulbtject: Hrme el e Ablrg Urgent:  Ho

Memage:  Ths |5 & test message for Abby Brod.

My P 263 Disae: BI2R015 1020 AM

Ta Sl

Caller Abtry Brock Comgpamy:  Maihews Limibsd

Deinils Phaned Acibon: Me: Action Feguered

Subject: Ty ciary Mg Urguont: No

Memage:  Ths is atest message for auto formarding.

sy P 2T5 Digte- 2000200 1197 AW

Tm sl

Calsr: Aty Brisch Compary:  Maihiws Limited

Dertails: Relurmed Yo Cab At Pleasa Prone

fubject: Gal on Thurdiy? Urgent:  hio

Madssgs:  Abby rang to see if you ae shll up for a game of golf on Thurssday.

Prisied on 2680000 a1 170648 PN Phonalad 5 Page 1 o } Pages

Print Message List

The Print Message List option allows you to print a list of all messages in the current folder. To print a
list of messages, click on the Print Message List button on the Home tab of the toolbar, or select Print
Message List from the File menu.

=

All of the messages will be printed one per line with the Read status and Follow Up status.
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XYZ Corporafion
Inbox Message List
Read  Type Followeup 1D [ L) ey Phaone Suibjict
¥ Recein 1::] FEONTONE 24T P Comparey RECEFT: Hella
v Przne 207 2000200 &40 AW AkEy Bock NaFaws Limind BTMELR Herw call from Abbry.
¥ Reoeipt an 20 E 230 PR —_—— _—— —-—— RECEFT. Documents for XvZ
Com
L Phene -] 2302015 546 PR Jucidys Reese Calakan Co SERIGE Engsiry
v Phgne L] 2E0WI0NE 4 6 P Taseris Mophergen Semith Pty Lid TamITe & faw guesions
H Phane 251 2TONZME 333 PR Ay Bk Nahews Limiesd BATIENZ Documenis.
¥ Phane 205 2T E 33 PR Aty Bmck Nafews Limiesd BiTiEnz Re: Dia-cumenty
H Phene  Follow Up . 12H1/2094 1821 PM “essnia Travis Wals Ca TaB/AI2 Ayrchiee and Usarchice Test
¥ Prgne Fo BN2E15 1020 Al AkEy Bock NaFaws Limind ETign Tumsday Ueaing
¥ Phone  Follow Up s 2DEDE 11T AM Ay Bk Nahews Limiesd BATIENZ Golf on Thursdey?
W Prsng 280 20012018 838 Pl Ay Bl E30a583 Urgest sk
¥ Texi Fallow Up 28 20012008 830 PR Tasi Nessapge.
L Phene Fa: 0B EIT AN Ay Bk Hanews Limied BiTIEN2 Tead
v Taxt 263 IR0 B 36 Al Fad: Prose lessags
¥ Reoeipt : 2AM20E 358 PR —_—— _—— —-—— RE: Sysiem aswes
¥ Phgne Complelsd 205 2001200 10045 A Aty Bmck Nafews Limiesd BiTiEnz Impriank Massape.
L Phene 3z 40120 1053 AM Aaran Wi Weber Limibesd STEDRSE RE:
Primted on M NE at 12238 P Etwrn P Pagm 1

Emailing Messages

There is an option that allows you to email a message to one or more people, as long as your PhonePad
administrator has set this up.

Select the message you want to send by email, then select Email Message from the File menu, or click
the Email Message button on the Home toolbar.
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Forward Message Via Email I - “
Select recipients: Email message to these addresses: = Send
Abigail Jjane jones@xyz.com
Steve © Help
Tony
@
G/
' — n
Enter an email address. ==
john@xyz.com &) @

The Select Recipients list will only show PhonePad users that have an email address. To send an email
to one or more of these users, you need to add them to the Email messages to these addresses list.

You can do this by double-clicking on their name, or by selecting them and clicking the right-arrow
button, or by dragging and dropping.

To remove someone from the list, double-click on their name, or by select them and click the right-
arrow button, or by drag and drop them back to the list on the left.

You can also enter a person's email address under Enter an email address and add them to the list by

clicking the right-arrow button.s

Email Message Settings

If you have administrator access, a Settings button will also be displayed on this screen.
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Forward Message Via Email »
Select Recipients Email message to these addresses:
— = Send
Only users with an email address in their abigail@xyz.com .
user account will be listed.
el
Barry © £
David
Jane @
Steve T
[ Settings
Enter An Email Address Manually — n
® =

Click the Settings button to access the settings used by the Email Message feature to send emails.

When the Email Message Settings screen appears, you have the option of using the settings set up
under Communication Settings (the default), or to set up specific email settings for the Email
Message feature (Use Mail Server).

If you want the Email Message feature to use separate settings then select Use Mail Server.

Enter the address of your SMTP Server and the SMTP Port number.

To make things easier, you can use the drop-down list to select an email service provider, then click the
Apply Preset button (if your provider is listed). This will change the settings to suit the provider you are

using. All you need to do then is enter your account details (eg. Account Username/Email Address and
Password).

These are settings we have tested, or that have been tested by customers, and are known to work. More

presets will be added over time. If you are using an email provider not listed and you have settings that
have been proven to work, please let us know and we'll add them.
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Ermail Message Settings b4
Configure how the Email Message feature sends emails. You can use the
same settings as the Automatic Message Forwarding feature under
Communication Settings or you can configure a separate mail system.

O Use Communication Settings © Help

® Use Mail Server

SMTP Semr.. |_Mail User Account ™~ Authentication ..

SMTP Server: |smtpxyzcnrp.ccrn |

Use an email service preset: | vl Apply Preset

Select the Mail User Account tab and enter in the details.
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Finally, select the Authentication tab and select the appropriate authentication settings for your mail

server.

Email Message Settings

Configure how the Email Message feature sends emails. You can use the
same settings as the Automatic Message Forwarding feature under
Communication Settings or you can configure a separate mail system.

) Use Communication Settings
®) Use Mail Server

SMTP Server.. Mail UurAcmunth | Authentication ..
Email Account
Account Username: rphnnepad@:q.rzcorp.cum _ﬂ_| W

Account Password:  essesses |

Confirm Password: | essssese |

[] Username and Password Mot Required

Sender Details
Sender Name: PhonePad |
Sender Email: ’phanepad@uyzcorp.cnm |

x
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Email Message Settings x
Configure how the Email Message feature sends emails. You can use the
same settings as the Automatic Message Forwarding feature under
Communication Settings or you can configure a separate mail system.

O Use Communication Settings © Help

®) Use Mail Server

SMTP Server.. | Mail User Account .. Alrthentlutlnn“

[ 55L Connection
B4 EHLO

L] ESMTP

[ Pass Through

Click OK to save the changes.
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Short Messages

Short Messages are text messages sent directly to users or contacts using either Pushover or SMS (Short
Message Service). They are unrelated to phone messages you log.

The Pushover option is intended for sending messages to staff as the recipient of the message must
have the Pushover application installed on their mobile device, and they need to be connected under
the same Pushover account.

The SMS option enables you to send messages to clients as it uses the cell network.

To access the Short Messages options, click on the Short Messages button on the toolbar, or select
Short Messages from the Tools menu, then select Pushover Messages or SMS Messages.

[0 5 &

Pushover Messages...
SMS Messages...

4

If the options aren't enabled then you will need to get your PhonePad Administrator to give you access.

Pushover Messages

The Pushover Messages window has two tabs: one for scheduled messages and another tab shows all
messages that have been sent for the logged in user.
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©Scheduled % Sent Messages . 119 New

Andrew 2:00pm Appointment. You have an appointmen...

' Scheduled To Subject Message I —
11/08/2016 1:00 pm

New Click to create a new scheduled or unscheduled message.

Edit Click to edit a scheduled message.

View Click to view a sent message.

Delete Click to display a drop-down menu where you can delete a selected message or
all messages.

Refresh Refresh the list of messages.

Close Click to close this window.

Help Display help.

Sending a Pushover Message

To send a Pushover message:

1. Click the New button.
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Send To: | [] Abigail
@
e

] Andrew
1 Jen
] Tony

Subject: .Pickup.

Message: . Could you please pickup a parcel from - |
Priority:  Normal >
Sound:  Bugle wr

[l Scheduled Sending
11/05/2016 6:30 PM =

Sender: . Billie

2. Select the users you want to send the message to (messages can be sent to multiple users.).
3. Enter a Subject (optional).

4. Enter your Message.

5. You can select the Priority of the message. The default is Normal.

6. Although users can set the default notification sound on their mobile devices, you can override the
sound by selecting a Sound from the drop-down menu.

7. If you don't want to send the message straight away you can schedule it for a later date and time.
Just check the Scheduled Sending check box, and then enter a date and time.

8. Click Send to send the message. If this is a scheduled message then it will appear in the list of
scheduled messages.
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SMS Messages

When you select SMS Messages, the following window will be displayed.

SMS Messages “
X, Sent Messages &3 New
Date To Phone Message | % Edit
There are no sent messages. —
& View
¥ Delete ~
& Refresh
New Click to create a new scheduled or unscheduled message.
Edit Will be used for editing scheduled messages when this feature becomes
available.
View Click to view a sent message.
Delete Click to display a drop-down menu where you can delete a selected message, or
all messages.
Refresh Refresh the list of messages.
Close Click to close this window.
Help Display help.
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Sending an SMS Message

To send an SMS message:

1. Click the New button.

2. The New SMS Message window will be displayed

3. Click on the small icon to the immediate right of the Send To field.

Mew SMS Message

Send To: |
Phone: |
Message: |

Sender: :Steve

=)
2
@& Cancel

o

4. The Caller Lookup window will open. As you enter text into the Search field it will perform an
incremental search of all callers in your Address Book.

Caller Lockup

Search: .ahbﬂ

Abby Barlow
Abby Brock
Abby Brooks
Abby Drake
Abby Hansen
Abby Mckinney
Abby Moare
Abby Reilly
Abby Webster

rder and Sons
Mathews Limited
Skinner Ing
Fischer and Sons
Miranda Company
Stafford Corp
Simpson Ing
Wilder Pty Ltd
White Corp

123456

9876543

I

5. When you have found the person you were looking for, select them and click OK.
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6. You will be taken back to the New SMS Message window. Enter the text of your message and then
click the Send button.

Mew SMS Message

Send To: | Abby Brock 1
Phaone; . 123456

.E
i

e
]

Message: | Your appointment for Thursday has been rescheduled =
for 3:00pm Please contact our office if there are
problems.

Sender: _'Stm ' 9

7. The SMS message will be sent right away and the message you sent will be displayed in the list of
sent messages.

SMS Messages “
X, Sent Messages _ I £ New
Date To Phone Message | = Edit
12/05/2016 3:23 pm Abby Brock 123456 Your appointment for ... =5

@ Heip

® | (5
i
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Folders

Your messages in PhonePad 5 are organized into a number of folders: Inbox, Outgoing, Sent and
Deleted. You can also create your own Personal and Public folders, and your administrator can set up
Group folders that you can be given access to.

All of these are displayed in the Folder Tree.

Inbox

The Inbox is a special folder. This is where all of your phone and text messages will arrive when someone
sends them to you.

Inbox for Steve (All Messages -
Abigail 4 Search ye
Alfred L ID Date Caller Company Subject Pho.] ~
Andrew = @ 201 21/01/2016 3:59 pm R R RE: System lssues. e
Gearge = B s 21/01/2016 %:38 am fwd: Phone Message.
Jane e & 286 21/01/2016 817 am Abby Brock Mathews Limited Test &17.
Jen = B £ 232 20/01/2016 9:50 pm Test Message
Michael =N 280 20/01/2016 826 pm Abby Brock Urgent Matter. 8A9..
Tony ¥ H h % 275 20/01/2016 11:17 am Abby Brock Mathews Limited Galf on Thursday? 817..|E
=1 ‘, 269 8/12/2015 10:20 am Abby Brock Mathews Limited Tuesday Meeting. 817..
2 ® 233 10/11/2015 2:30 pm RECEIPT: Documents f.. ---..
| ‘, 232 28/10/2015 2:17 am Lacey Eaton Schwartz Corp Returned your call, 750...
E] ‘._ " 230 28/10/2015 2:17 am Gabriela Stark Clayton and Associates Appointment. 958..
| '. 226 2771072015 1:32 pm Abigail Patterson Fischer Corp Please call ASAP. 586..| |
=1 ‘. 222 271072015 1:16 pm Michael Farmer Rice Co Follow Up Meeting. 800...
IE] k -_ll 256 2709/2015 3:51 pm Abby Brock Mathews Limited Re: Documents &17.
a 251 27/09/2015 3:33 pm Abby Brock Mathews Limited Documents. 817..
=N 244 26/09/2015 4:56 pm Yesenia Mephersan  Smith Pty Ltd A few questions 769.. <
Followup Notes - Caller Information . Preview
| Date Notes User |
] 1 b

The User List

If you have access to other users' Inboxes you will also see a list of those users to the left of your Inbox.
You can select a user from the list to access their Inbox. The Inbox title bar will display the name of the
user whose Inbox you are viewing.

Message Counts

The User list can be configured to show message counts for each user. The first column is the number of
unread messages for the user, and the second column shows the number of uncompleted follow ups.
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Inbox for Steve

Abigail 106 Uncompleted
Andrew 32
(George 2
Jen 1
Barry 1
1
0
0
]

=t
|

Amy
Catherine
Bill
Rachel
Steve

[ Lo s I e Y e R e Bl )

Unread
Messages

To configure this, select Preferences from the View menu, then select Messages - 1.

T— T — =
Preferences e - F " M : “
! Message Deletion Default Message Action Cancel
General #] Confirm Message Deletions Default Action:
I:l ¥ Confirm Message Deleted (No action required -]
B ' ' @ Help
Notifications Message Colors User List |
@ Phone Messagess  |[] Default ~ [# Show Message Counts
| Messages - 1 Text Messages: | Default | [# Show zeroes
E _| | Outgoing Messages: |1 Default ~|
Messages -2 |7
% Message Confirmation Dialogs
| Messages - 3 ] Show Sent Dialogs
| o ¥] Show Confirmation on Cancel [
| [26 71 Show Cutgoing message logged dialog
) Messages - 4
. L]
l = Message List Refresh
|| [ ’
Follow Up This setting specifies how often PhonePad should check for new messages,
Please note that checking too frequently may generate excessive netwaork
@ | traffic.
Reminders Check for new messages every | 30 -| seconds | : :
Addrees Ronk |7 0

L — — =
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i

Show Message Counts | When checked, the User List will display message counts for Unread
Messages and Uncompleted Follow Ups.

Show Zeroes When checked, and Show Message Counts is checked as well, zeroes will
be displayed where the user has no Unread Messages and/or
Uncompleted Follow Ups.

If unchecked, blank spaces will be shown instead of zeroes.

Message Filtering

The Inbox has a special option that none of the other folders have. It has the ability to filter messages,
showing only the messages you want to see.

You can filter the Inbox by selecting a filter from the Message Filter menu.

All M es v
Wi

Company Suk Unread Messages

fwd YUncompleted Followups

1k Mathews Limited Tesi Completed Followups
Urgent Messages
Tesi
c U Phone Messages
e o "0 Text Messages
1ck Mathews Limited Gol: System Messages
1k Mathews Limited Tuesday Meeting.

———————— RECEIPT: Documents f.. ----...

You can also choose a filter by selecting Inbox Filtering from the File menu. In this example only
unread messages are displayed.
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we
s Search
(0] Date Caller Company Subject Phone
=4 t. 232 2871042015 9:17 am Lacey Eaton Schwartz Corp Returned your call. 75056...
(=2 L 226 2771042015 1:32 pm Abigail Patterson Fischer Corp Please call ASAP. 58677...
ﬁ t. 251 2770972015 3:33 pm Abby Brock Mathews Limited Documents, 81716...
=4 t. £ 265 1271172014 10:21 pm Yesenia Travis Walls Co Archive and Unarchive.. T9264...

You can tell PhonePad to default to one of the filters on startup. For instance some users prefer to see
only new messages on startup, or they want to see the messages they have to follow up first.

You can set a default filter by selecting Preferences from the Tools menu, and then selecting
Messages-4. Check the Filter Messages check box and then select a default filter to use.

-

Preferences

-

General

(=)

Maotifications

=

Messages - 1
Messages - 2
06
Messages - 3

oo

Messages - 4
v
Follow Up

Reminders

@

Read Messages

[] Move read messages ta this folder: [

&S|
5 o
-

Inbox Message Filtering
[+] Filter Messages
Default filter | Uncompleted Followups

[
L

Address Rnink

Received Messages

[] auto-Display messages

Message Lists

(] Show Grid Lines Color: [ Silver

Line Style:  |Horizontal

&¥
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\J There is a quick and easy way to filter messages by Unread Messages, Read Messages and All
Messages. In the status bar it shows how many Unread and Read messages there are in your
Inbox, as well as the total number of messages. You can click any of these to apply the relevant
filter.

Unread:4 Read:17  Total:21 g {32 Friday, 22 January 2016 3:04 pm

Outgoing Folder

All of your Outgoing call messages are stored in the Outgoing folder.

B PhonePad 5: Steve =S
File Tools View Admin System Admin Help
Home . Folders * FollowUp = Settings _ Admin . System Admin
&, @ R4
L, Inbox Outgoing Calls
&, Outgoing| 3 Search : <
1+ cent D Date Caller Company Subject Phone
— + 276 20/01/2016 11:18 am Abby Brock Mathews Limited RE: Documents, 8171612
8, Deleted
8, Personal Folders
iy Private St |
{5 My Folder
Public Folders
&, Group Folders
[z Recalls Followup Notes
16/11/2015 12:36 pm  This is a follow up nate for an Outgoing message.
4 1L} 3
Unread:4 Read:17  Total: 21 \,Q 2 Friday, 22 January 2016 3:25 pm
Sent Folder

Whenever you send a message to someone in PhonePad, it keeps a record of the message. These
messages are stored in your Sent folder.

Copyright © 2024 Cybercom Software




Folders Page 145

i " e T
B PhonePad 5: Steve

File Tools View Admin System Admin Help
Home\/ Fclclerstollow Up\/ Se‘rlingva rninv System Admin

L CPERMUE S8 PBEaEE B&HE 2100

=, Inbox | Sent Messages
&, outgoing = Search : -’
2 sent ID Date Caller Compa Subject Phone -
=) |se"'1 = 21/01/2016 3:58 pm Abby Brock Mathews Limited RE: System Issues. 5
&, Deleted B (ke 287 21/01/2016 9:37 am fwd: Phone Message. =
4 |§| Personal Folders B & v 28 21/01/2016 816 am  Abby Brock Mathews Limited Test 8171612
E i =] ‘. W 283 21/01/2016 8:10 am  Abby Brock Mathews Limited Please send conferenc.. 8171612 =N
[ Private Stuff |0l [ o 281 20/01/2016 9:48 pm Test Message. |
[ My Folder B & v 2 20/01/2016 8:24 pm  Abby Brock Mathews Limited Urgent Matter. 8894563
<] Bublic Folders = E‘} W 277 20/01/2016 1:44 pm Package at Front Couw...
= B v 20/01/2016 9:34 am  Abby Brock Mathews Limited Golf on Thursday? 8171612
4 &, Group Folders B & v an 12/01/2016 6:09 pm  Daisy Fernandez Silva and Associates  Test 9467713
@] Recalls =4 ‘. W 270 12/01/2016 6:08 pm  Selena Knapp Terrell LLC Test 8020498 =1
€| 1l ] 3 |
Followup Motes
Date Notes User
|
4
L

Unread:4  Read:17  Totak2l g, (32 Friday, 22 January 2016 335 pm

These messages can be forwarded to someone else, or you can resend a message you've sent before.

Deleted Folder

Every time you delete a message in PhonePad it winds up in the Deleted folder. Think of it as a trash
can or rubbish bin. Messages stay in there until someone empties the bin, or until the system
automatically empties it for you.
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B PhonePad 5: Steve M
File Tools View Admin System Admin Help
/Home\/ Fclders\/.Follow Up\/_ Settings \/_Admin \/ System Admin \
@ [ 3 =7 =N . =1
ICCHRRUE e Casa ] B&4E 060
(=, Inbox Deleted Messages
&, Outgoing 4 Search P
1+ 1D Date Caller Compa -
o8, Sent = Lacey Eaton Schwartz Corp Returned your call. 7505657
.E, Deleted = ‘, Gabriela Stark Clayton and Associates Appointment 9581292
a .&' Personal Folders =4 226 27/10/2015 1:32 pm Abigail Patterson Fischer Corp Please call ASAP. 5867751 |
i : [\:] ‘. 222 27/10/2015 1:16 pm Michael Farmer Rice Co Follow Up Meeting. 8000635 b
1 UnDeleted 1 & 179 25/09/2015 11:16 pm RECEIPT: 9658556
| Test Personal Fo = L 237 22/08/2015 4:40 pm Gabriela Jacobson Wiley Limited test 6319341
. ns M ‘. 170 21/09/2015 4:48 pm Harriet Hughes Goodman Enterprises  test 9774258
[ Private Swuft -
: 148 20/06/201510:50 am____Jackiyn Foster Nelson Co test 6504776
| My Folder - = I =
L[_] .y Followup Notes
Public Folders Date Hates User
4 &, Group Folders
|- Recalls
4 1 ] »
Welcome to PhonePad, Unread:4  Read:16  Total: 20 va 02 Saturday, 23 January 2016 9:19 am

You can undelete messages in the Deleted folder.

You can also delete messages in the Deleted folder. A word of warning though: messages deleted from
the Delete folder are permanently deleted. There is no way to retrieve them once you have done this.

If you decide that you need to retrieve a deleted message, you have up to 14 days to undelete it. The
server will automatically deletes messages that have been in Deleted folders for more than 14 days.

Q When you undelete a file it is returned to the folder it was deleted from. However, in the case of
Personal and Public folders, if the folder has been deleted then there is nowhere for them to
return to. In this situation PhonePad will automatically create a folder called Undeleted and
place the messages there.

Personal Folders

Personal Folders can be used to organize your messages. Once you have finished with a message in your
Inbox you can move it to a personal folder so that you can access it in the future.
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B PhonePad 5: Steve

Iﬂll@

File Tools View Admin System Admin Help
/Home\/Fcrders\/.Follow Up\/_ Sel'tings\/_Admin\/_ System Admin

AP RCEFEX OasEall i B&KT 100

(=, Inbox
.f, Outgoing
A sent
&, Deleted
4.8 Personal Folders
i Private Stuft
{C=) My Folder
Public Folders
4 & Group Folders
|5 Recalls

Personal Folders

8, Personal Folders

Personal Folders are a great way to organize your messages. Messages stored in Personal Folders can only be accessed by yow
¥our Personal Folders:

Private Stuff
My Folder

[i5 Add a Personal Folder

Unread:4  Read:17  Totak21 f {92 Friday, 22 January 2016 349 pm

Adding a Personal Folder

Select Personal Folders in the folder tree and click the Add a Personal Folder link, or select the
Folders tab on the toolbar and select Add New Folder, or right-click on Personal Folders in the folder
tree and select Add Folder from the popup menu.

i

Add New Personal Folder [T

Folder Mame: My Personal Folder

Enter a name for the folder and then click OK.

Editing a Personal Folder

Right-click on the folder in the folder tree, then select Edit Folder from the popup menu, or double-
click on the folder in the folder tree, or or select the Folders tab on the toolbar and select Edit Folder.
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Edit Personal Folder: January 2018

Folder Mame: 'llanuaryzma ] & OK

@ Cancel

IIx

Click OK to save your changes.

Deleting a Personal Folder

Right-click on the folder in the folder tree, then select Delete Folder from the popup menu, or select the
Folders tab on the toolbar and select Delete Folder.

You will be asked to confirm the deletion.

'wamir-g “

ﬁ Deleting this Personal folder will also delete all messages it contains!

Are you suré you want to delete this falder?

| o [
{

Any messages in the folder will also be deleted. The deleted messages will appear in the Undeleted
folder.

If you decide to undelete messages that were previously in a folder that has been deleted, the messages
will be added to a Personal folder called UnDeleted. If the folder doesn't exist then PhonePad will
automatically create it.
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B PhonePad 5: Steve S

File Tools WView Admin System Admin Help
" Home  Folders  Follow Up  Settings  Admin . System Admin
AP HCEEBEE Cmtash BHE 2100
L, Inbax Undeleted (Personal)
&, Outgoing 4 Search . -
.1. Sent 1D Date Caller Com Sul Phone
2, Deleted
4.8, Personal Folders
(] Undeleted
[C5] Test Personal Fo
[ Private Stuff
[E5) My Folder
4 B, public Folders
{55 My Public Folder
['=) Completed Follc
4 &4 Group Folders
[ Porsche
|5 Recalls
[ Service

Followup Notes
Date Notes User

Ready. Unread:4  Read:16  Total: 20 va {92 Saturday, 23 January 2016 1:09 pm

Emptying a Personal Folder

If you want to delete all messages in a Personal folder, right-click on the folder in the folder tree, then
select Empty Folder from the popup menu, or select the Folders tab on the toolbar and select Empty
Folder.

You will be asked to confirm the deletion.

FCmﬁnn “

@ Are you sure you want to delete all messages in this folder?

Lvs J[ M |

Accessing a Personal Folder

You can access your Personal folders by selecting the folder from the folder tree, or by clicking the link
for the folder on the Personal Folders home page.
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B PhonePad 5: Steve =8}

File Tools View Admin System Admin Help
Home  Folders  FollowUp © Settings . Admin . System Admin

AP RCEFEX OasEall i B&KT 100

[, Inbex Personal Folders

&, Outgoi
P 8, Personal Folders
il
'E' Personal Folders are a great way to organize your messages. Messages stored in Personal Folders can only be accessed by you.
o, Deleted
4 .ﬂ. Personal Folders Your Personal Folders:
[ Private St | Private Stuff
[ My Folder My Folder

Public Folders
4 & Group Folders
[ Recalls

[i5 Add a Personal Folder

Unread:4  Read:17  Total: 21 "3 {92 Friday, 22 January 2016 349 pm

Changing a Personal Folder to a Public Folder

You can easily change a Personal Folder to a Public Folder by right-clicking on the Personal Folder and
then selecting Change to Public Folder from the popup menu.
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""" Inbox 8, Personal |
""" .f, Outgoing + Search
D
'''' A, sent 04 §, v 463
----- E, Deleted = ‘. W 429
‘-.ﬂ, Personal Folders = %‘ + 386
| (=0 v 351
|ELE Completed N*
Add Folder...
""" i My Personal | e b ol

----- E‘“E Private Stuff

al < of

Delete Folder..
----- E‘"E Test Personal 5, Empty Folder
Bl

----- [ Undeleted | &
> &, Public Folders ||F= Change to Public Folder...

Undelete Messages...

,‘é{ Groups - Change to Personal Folder...
= &I Accounting | 7 Refresh Folders
2 Refresh Groups
> ,&, Sales -

va Refresh Group Folders

Collapse All
E"E Recalls Expand All

4 .&, Service

Public Folders

As the name suggests, Public folders are accessible by any PhonePad user. Public folders are used to
store messages that can be accessed by everyone.
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B PhonePad 5: Andrew l&l@“
File Tools View Help
/Hnme\/ Foldefs\/_Fdlow Up\/_ Setting.s\\

LA PRHEE B DagaElEl B&HE 2100

&, Inbox Public Folders (All Messages -
& Outgoing "
- Public Folders
A, sent =
Public Folders provide a central place for storing messages that can be accessed by all users. Anyone can create a Public
8, Deleted
8, Persanal Folders Public Folders
4 B publicFolders |- seted Eoll

[ =] Completed Follc
&+, Group Folders

8 Add a Public Folder

Unread: 0 Read: 2 Total: 2 vg' {90 Saturday, 23 January 2016 10:40 am

Adding a Public Folder

Select Public Folders in the folder tree and click the Add a Public Folder link, or select the Folders tab
on the toolbar and select Add New Folder, or right-click on Public Folders in the folder tree and select
Add Folder from the popup menu.

Add New Public Folder o s
Folder Name: My Public Folder

Enter a name for the folder and then click OK.

Editing a Public Folder

Right-click on the folder in the folder tree, then select Edit Folder from the popup menu, or double-
click on the folder in the folder tree, or or select the Folders tab on the toolbar and select Edit Folder.
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i

Edit Public Folder: My Public Folder

Folder Mame; My Public Folder

Click OK to save your changes.

Deleting a Public Folder

Right-click on the folder in the folder tree, then select Delete Folder from the popup menu, or select the
Folders tab on the toolbar and select Delete Folder.

You will be asked to confirm the deletion.

'waming “
| |

L‘k Deleting this Public folder will also delete all messages it contains!

Are you sure you want to delete this folder?

Lyes JI

Any messages in the folder will also be deleted. The deleted messages will appear in the Undeleted
folder.

If you decide to undelete messages that were previously in a folder that has been deleted, the messages
will be added to a Personal folder called Undeleted. If the folder doesn't exist then PhonePad will

automatically create it.

If you didn't create the Public folder then you will not be able to delete it, unless you are an
administrator.

Error e S

@‘ This folder was created by Steve. Only they (or an administrator) can delete it.
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Emptying a Public Folder

If you want to delete all messages in a Public folder, right-click on the folder in the folder tree, then
select Empty Folder from the popup menu, or select the Folders tab on the toolbar and select Empty

Folder.

You will be asked to confirm the deletion.

Caonfirm

@ Are you sure you want to delete all messages in this folder?

Yes || No

Accessing a Public Folder

You can access your Public folders by selecting the folder from the folder tree, or by clicking the link for
the folder on the Public Folders home page.

B» PhonePad 5: Andrew

File Tools View Help

/Hnme\/ Foldefs\/_ Follow Up \/ Settings \\

A CPEHEE e DEaEgnglE B&HE 2100

=) Inbex
g, Outgoing
A, sent
8, Deleted
18, Personal Folders
4 B, public Folders
Ll.»_fJ Compretefl.l Folle
.E, Group Folders

Public Folders Al Messages -

Public Folders

Public Folders provide a central place for storing messages that can be accessed by all users. Anyone can create a Public

Public Folders:
| Foll

8 Add a Public Folder

Unread: 0 Read: 2 Total: 2 VQ 90 Saturday, 23 January 2016 10:40 am
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Changing a Public Folder to a Personal Folder

You can easily change a Public Folder to a Personal Folder by right-clicking on the Personal Folder and
then selecting Change to Personal Folder from the popup menu.

----- =, Inbox Public
----- .ﬁ, Outgoing 4 Search

IC
----- ‘.‘ Sent

----- E, Deleted

b ,ﬁ, Personal Folders

4 B, public Folders :
| :

A Pub
LA Pub f& Add Folder..
..... L;“E Comp F# Edit Folder..

----- F‘E My Pu 5 Delete Folder..

J-&.L Groups | &% Empty Folder
..... & Accou 5 Undelete Messages...

P.& Sales E Change to Public Folder..

IEEM Change to Personal Folder...

y .&, Servicl_
_____ F-, Re x> Refresh Folders
- %> Refresh Groups
. F"@ S o
YA

Refresh Group Folders

Collapse All
Expand All

Group Folders

Group folders are similar to Public folders in that they are shared folders, but they can only be accessed
by members of the group the folders belong to. You have to be given access to a Group folder by an
administrator.
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B PhonePad 5: Steve S>3

File Tools View Admin System Admin Help
" Home  Folders _ Follow Up  Settings _ Admin _ System Admin
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& son & Group Folders
2, Deleted
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|5 UnDeleted
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[y private Stuff Service
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4 &, Group Folders
[ Recalls
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Messages stored in Group Folders can only be accessed by other members of the group. Only administrators can create Group folders.

Group Folders you have access to:

4 11 ] +

Welcome to PhonePad, Unread:4  Read:16  Total: 20 va {92 Saturday, 23 January 2016 12:19 pm

Only administrators can add, edit and delete Group folders. Group folders can also be added, edited
and deleted using the Manage Groups option on the Admin toolbar.

Adding a Group Folder

Select the Folders tab on the toolbar and select Add New Folder, or right-click on Group Folders in
the folder tree and select Add Folder from the popup menu.

Add New Group Folder -~

Group: [sales v @ ok |
Folder Name: Porsche @ Cancel
Description: -

1. Select the Group the folder will belong to. Only members of that Group will be able to access this
folder.

2. Enter a Folder Name.
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3. Enter a Description if you wish.

4. Click OK.

Editing a Group Folder

Right-click on the folder in the folder tree, then select Edit Folder from the popup menu, or double-
click on the folder in the folder tree, or or select the Folders tab on the toolbar and select Edit Folder.

Edit Group Folder: Porsche “

Group: [Sales 'J [ﬁ OK I
Folder Name: Porsche @ Cancel
Description: =

Make any required changes and then click OK to save them.

Deleting a Group Folder

Right-click on the folder in the folder tree, then select Delete Folder from the popup menu, or select the
Folders tab on the toolbar and select Delete Folder.

You will be asked to confirm the deletion.

r Warning “

k Deleting this Group folder will also delete all messages it contains!
F.

Are you sure you want to delete this folder?

Yes No

Any messages in the folder will also be deleted. The deleted messages will appear in the Deleted folder.

If you decide to undelete messages that were previously in a folder that has been deleted, the messages
will be added to a Personal folder called Undeleted. If the folder doesn't exist then PhonePad will
automatically create it.
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If you want to delete all messages in a Group folder, right-click on the folder in the folder tree, then
select Empty Folder from the popup menu, or select the Folders tab on the toolbar and select Empty

Folder.
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Emptying a Group Folder

You will be asked to confirm the deletion.

Caonfirm

@ Are you sure you want to delete all messages in this folder?

Yes || No

You can access your Group folders by selecting the folder from the folder tree, or by clicking the link for

Accessing a Group Folder

the folder on the Group Folders home page.

B PhonePad 5: Steve

File Tools View Admin System Admin Help
" Home  Folders _ Follow Up _ Settings  Admin _ System Admin

L CPRCE SEN PasaE[E

=, Inbox
.f, Outgoing
A sent
O, Deleted
4 B, personal Folders
[ 5] UnDeleted
| Test Personal Fo
{5 Private Stuft
[E=) My Folder
4 B, public Folders
{55 My Public Folder
|- Completed Follc
4 &b Group Folders
|5 Recalls
[ Sales
[ Service

« 11 ] »

Group Folders

& Group Folders

Messages stored in Group Folders can only be accessed by other members of the group. Only administrators can create Group folders.

Group Folders you have access to:

Becalls
Sales
Service

Welcome to PhonePad,

B&'d 2100

Total: 20 "S {92 Saturday, 23 January 2016 12:19 pm
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Sub-Folders

Personal and Public folders can have sub folders. You can go down as many levels as you want although
it's recommended to not have more than 3 levels as it can be unwieldy to manage.

Sub-folders are added, edited and deleted in the same way as top-level folders.

.1, Sent
E, Deleted
v 8, personal Folders
v f:i—Q Folder 1
v | Folder 2
v | i Folder 3
v (o Folder 4
{ o Folder 5
~ { - Folder 6
v { ] Folder 7
{ . Folder 8
v &, public Folders
v {1 Folder A
v | Folder B
(' Folder C

Adding a Sub-Folder

Select Personal Folders in the folder tree and click the Add a Personal Folder link, or select the
Folders tab on the toolbar and select Add New Folder, or right-click on Personal Folders in the folder
tree and select Add Folder from the popup menu.

Add Sub-Folder

Parent Folder Name: |Myl‘u"|essage-s. | @ oK

Sub-Folder Name: |January201£4 | @ Cancel
@ Help

III x

The Parent Folder Name will be shown but it cannot be edited in this window.

Enter a name for the new sub-folder and then click OK.
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Editing a Sub-Folder

Right-click on the folder in the folder tree, then select Edit Folder from the popup menu, or double-
click on the folder in the folder tree, or select the Folders tab on the toolbar and select Edit Folder.

Edit Personal Folder: Januwary 2018 *

Folder Name: :llanuaryzmﬂ

Click OK to save your changes.

Undeleted Folder

The Undeleted folder is a special Personal folder automatically created by PhonePad. The best way to
explain how it works is to give an example:

You have a number of messages in a Personal or Public folder and decide to delete that folder. Any
messages that are in that folder will be deleted as well. Deleted messages always end up in the Deleted
folder of the user that deleted them.

If you decide to undelete any of these messages they have no place to be undeleted to as the folder no
longer exists. PhonePad solves this by placing the messages in an Undeleted folder. If the folder
doesn't exist PhonePad will create it. You can then move these messages to another folder.
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B PhonePad 5: Steve ' =} (B

File Tools View Admin System Admin Help
Home  Folders  FollowUp © Settings . Admin . System Admin

JLPHEUY SN 0 eeah BT 500
L, nbex Undeleted (Personal)
&, Outgoing I Search -
1 S D Date Caller Com, Subj Phone
&, Deleted
4.8, Personal Folders
(=] Undeleted A
{5 Test Personal Fo
[t Private Stuff
{5 My Folder
4 B, public Folders
{5 My Public Foldes
{5 Completed Folic
4 &b Group Folders
[ Porsehe
[ Recalls

[y Service

Followup Notes
Date Notes User

Ready. Unread:4  Read:16  Total20 g [J2 Saturday, 23 January 2016 109 pm

Moving Messages

To move messages from one folder to another, select the message(s) and click the Move Messages to
Folder button on the Folders tab of the toolbar, or right-click on the message and select Move to
Folder from the popup menu.

=

K

The following window will be displayed:

Move Selected Messages to Another Folder ﬁ
Move messages from Inbox to:

(DeletedFoicer |

Inbox
Outgoing Folder

: Sent Folder fisin
Deleted Folder

Personal Folder
I Public Folder
Group Folder

& 5k

|
||
|
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If you select Personal Folder, Public Folder or Group Folder, you will also need to select the relevant

folder:

Move Selected Messages to Another Folder “
Move messages from Inbox to:
|Pem:-nai Folder v|

@ Cancel
Undeleted
Test Personal Folder -ﬂn Help
Private Stuff H
u My Folder
>
I ..
e —

Click OK to move the selected message(s).

Drag and Drop Your Messages

A quicker and possibly better alternative is to use drag and drop to move messages between folders.
Simply select the messages you want to move, then while holding the <alt> key and left mouse
button down drag them to another folder, and then release the mouse button.

Moving Folders

Folders can be moved by dragging and dropping them. Simply select the folder you want to move,
then while holding the <alt> key and left mouse button down drag it to another folder, and then
release the mouse button.

Folders can be dragged and dropped within Personal Folders and Public Folders. They can also be
dragged from Personal Folders to Public Folders, and vice versa.
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A, sent g
8, Deleted
e .E, Personal Folders

v\ Folder 1

~ | = Folder 2
~ | Folder 3
%. ¢ Folder 4
{ | Folder5
v [ Folder 6
- @ Folder 7
[ Folder 8
v [, public Folders
v [ Folder A
v [ Folder B

',j_:l Folder C .

Folder Message Counts

The Folder Tree can optionally display the number of messages in each folder.
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=2, Inbox (78)
E, Outgoing (2)
A, Sent (171)
&, Deleted (9)
4 8, Personal Folders (27)
{1 Completed Messages (5)
{11 My Personal Folder (5) !
(=) Private Stuff (4)
(1= Test Personal Folder (11)
[ =1 Undeleted (2)
4 &, Public Folders (21)
L._'. A Public Folder (0)
(=i Completed Follow Ups (19)
("= My Public Folder (2)
4 2\ Groups (1) :
*, Accounting (0)
&, Sales (0)
4 & Service (1)
[ Recalls (1)
(=4 Service (0}

The Inbox, Outgoing, Sent and Deleted folders will display the total number of messages in each folder
respectively.

Personal Folders will display the total number of messages in all personal folders you have, while each
personal folder will show the total number of messages contained by that folder.

Public Folders will display the total number of messages in all public folders, while each public folder
will show the total number of messages contained by that folder.

Groups will show the total number of messages across all groups that you are a member of. Each group
will display the total number of messages for all group folders under it, and each group folder will show
the total number of messages it contains.

To show or hide message counts, select Preferences from the View menu, then select Messages-4.
Check or uncheck the Show Message Counts checkbox.
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Preferences o w
| B bessnen
I QI Read Messages @ Cancel
General ] Move read messages to this folder:
 Apply
Hel
P Motifications -m
% Inbox Message Filtering F
Messages -1 = ] Filter Messages )
Default filter: | Al Messages |
‘ ges -2 Received Messages
g [ Auto-Display messages
|| Messages- 3
Message Lists
Messages -4 | [ Show Grid Lines Color: ‘B Silver -
= . 1
M Lire Style: ‘Both =
Follow Up
@ Message List Appearance Falder Message Counts
Reminders Font Size: 9 #| Show Message Counts
Address Rank T

Searching Folders

If you end up with a lot of folders and sub-folders it may be difficult to find the folder you're after.
Fortunately the Folder Tree has a search option located at the bottom of the tree.
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.1, Sent "
&, Deleted
¥ .ﬂ, Personal Folders
v [ Folder 1
v {5 Folder 2
v {5 Folder 3
v { - Folder 4
[ Folder 5
v [ Folder 6
v | Folder 7
(i Folder &
v B, public Folders
v [ Folder A
v | . Folder B

(i Folder C .

Search
Folder B I

Enter search text and click the search button.

If more than one occurrence of the text is found you can click the search button to navigate to the next
folder. Once you reach the last occurrence found the search will wrap around to the first one again.

Navigation Bar

If you have a lot of sub-folders it can be easy to forget where you are hierarchy and also to navigate to a
folder further up the line. That's where the Folder Navigation Bar comes in handy.

‘& PhonePad 5: Admin (Steve Gill Pty Ltd) - O *
File Tools View Manager System Admin Help
Homc\/ Folders\/Foliow Up\/ Setti ngs\/Manager\/ System Admin \/Help

A CPERQQEJ- Head OmsasH BHTE 0 €

E‘ Inbox Personal Folders > Folder 1 > Folder 2 > Folder 3 > FUQI _ggrd > Folder 5

.ﬁ QOutgoing )
4, sent £
—_ -

- Company Subject

Copyright © 2024 Cybercom Software




Folders Page 167

The Navigation Bar shows which folder you current have selected in bold. You can easily navigate up the
tree by selecting a folder above the selected folder. For example, in the screenshot above we have
Folder 5 selected. If we hover the mouse button over Folder 4 it becomes highlighted. Clicking on the
folder name will take you to that folder.

The Navigation Bar is only visible when you have either Personal or Public folders selected.
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Following Up

PhonePad's Follow Up features provide a way of tracking and managing your calls more effectively.
They ensure that calls are returned when they should be and that none fall between the cracks.

The Follow Up features include the ability to:

Mark messages to be followed up.

Mark messages when follow up has been completed.

Keep extensive Follow Up notes.

Set reminders to follow up calls and to alert you when they are overdue.
Automatically set follow ups

Mark Messages for Follow Up

You can mark messages to be followed up so that you can easily identify them in your message lists.

To mark a message for follow up, select the message and then click the Mark for Follow Up button on

the Follow Up tab on the toolbar, or select Follow Up/Mark for Follow Up from the File menu.
ao

When you mark a message for follow up, an icon will be displayed next to the message. The message

will also be highlighted in a different color. All users who received the message will also have their
message marked for follow up.

Inbox All Messages -
4 Search 4
o ID Date Caller Company Subject Phone
H K -_ﬂ B4 21/01/2016 8:11 am Abby Brock Mathews Limited Please send conferenc.. 81716..
{:1 'L 271 12/01/2016 6:09 pm Selena Knapp Terrell LLC Friday. 80204...
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Mark Follow Ups as Completed

Once you have completed a follow up, you can mark the message as completed.

To mark a message for follow up, select the message and then click the Mark for Follow Up button on
the Follow Up tab on the toolbar, or select Follow Up/Mark for Follow Up from the File menu.

So

An icon will be displayed next to the message indicating that follow up has been completed.

Inbox | All Messages -
4 Search e
ID Date Caller Company Subject Phone
£ (v)2s4 21/01/2016 8:11 am Abby Brock Mathews Limited Please send conferenc.. 81716..
= 'L 271 12/01/2016 6:09 pm Selena Knapp Terrell LLC Friday. 80204..

All other users who received the same message will also have theirs marked as completed. This lets other
users know that no further follow up action is required.

Unmarking a Message for Follow Up

A message that has been marked for Follow Up can be unmarked by selecting the message and then
clicking the Mark for Follow Up button on the Follow Up tab on the toolbar, or by selecting Follow
Up/Mark for Follow Up from the File menu.

ao

When you unmark a message for follow up, any other user who received the same message will also have
their message unmarked.
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Automatically Marking Messages for Follow Up

Using System Rules, administrators can configure PhonePad to automatically mark all new messages
for Follow Up.

Follow Up Notes

Follow Up Notes provide a way to keep comprehensive notes on all interaction with a caller. You can
add notes on conversations you've had with callers, any follow up action such as call backs, messages
left, etc.

Follow Up Notes are accessible by all users who have received the same message so it provides a great
way to coordinate any follow up action between a group of users.

Add a Follow Up Note

To add a Follow Up Note, select a message and then click the Add a Follow Up Note button on the
Follow Up tab on the toolbar, or select Follow Up/Add Follow Up Note from the File menu, or right-
click on the Follow Up Notes area and select Add Follow Up Note from the popup menu.

The Add Follow Up Note window will be displayed.

-

Add Follow Up Note

o oK

Date: &/01/2016 = Time: 1114 AM =l

Note:  Called bohn and left a message.

The date and time are automatically filled in for you, but they can be changed if required. Enter your
comments in the Note area and then click OK.
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The note will then appear under the Follow Up Notes tab.

Follow Up Notes " Caller Information  Preview
Date MNotes

8/01/2016 11:14 am Called John and left a message.

You can potentially add as many follow up notes as you like.

Edit a Follow Up Note

To edit a Follow Up Note, select a message and then click the Edit a Follow Up Note button on the
Follow Up tab on the toolbar, or select Follow Up/Edit Follow Up Note from the File menu, or right-
click on the Follow Up Notes area and select Edit Follow Up Note from the popup menu, or simply
double-click on the follow up note.

If you create the follow up note you will be able to edit it. If you didn't create the follow up note then
you will only be able to view it.

s . -_

Date: 8/01/2016 - Time 1L14AM =

L=|

o oK
@ Cancel

Mote:  [alled John and left a message. ¥
| © Help
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Make the required changes and then click OK.

Delete a Follow Up Note

To delete a Follow Up Note, select a message and then click the Delete a Follow Up Note button on
the Follow Up tab on the toolbar, or select Follow Up/Delete Follow Up Note from the File menu, or
right-click on the Follow Up Notes area and select Delete Follow Up Note from the popup menu.

You will be asked to confirm the deletion.

o

Confirm .

You can only delete follow up notes that you have created.

View a Follow Up Note

To view a Follow Up Note, select a message and then click the View a Follow Up Note button on the
Follow Up tab on the toolbar, or select Follow Up/View Follow Up Note from the File menu, or right-
click on the Follow Up Notes area and select View Follow Up Note from the popup menu.

The Follow Up Note will open.
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View Follow Up Note 3
Date: 8/01/2016 Time: 11:14 am
Mote:
Called John and left 3 message. a
User: Steve]

Printing Follow Up Notes

You can print all of the Follow Up Notes for a message. Right-click in the Follow Up Notes area and
select Print Follow Up Notes from the popup menu.

Reminders

To ensure that follow ups are done in a timely manner you can set up reminders.

Adding a Reminder

To add a reminder, select a message and then click Add Reminder on the Follow Up tab on the toolbar,
or right-click on the message and select Add Reminder from the popup menu.

C

The Add Reminder window will be displayed.

Add Reminder ) “
Reminder Date: 25/01/2016 [~
Reminder Time: 12:33 PM = @ Cancel
Enabled "

|

| [+] Display alert when reminder is due |
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Reminder Date | Thisis preset to the next day. You can change the date to whatever you want.

Reminder Timer | This is preset to the current time but you can also change this.

Enabled When checked, the reminder is enabled.

Display alert When checked, a reminder will be displayed when a reminder is due.
when reminder

is due

Editing a Reminder

To edit a reminder, select a message and then click Manage Reminders on the Follow Up tab on the
toolbar.

Q

The Manage Reminders window will be displayed.

You can manage all of your reminders on this screen.
|

Date and Time ID Caller Company Subject Alert | Enabled Due
23/01,201¢ 3 Aaron Wheeler Weber Limited RE: f'es es Due in 21 hrs
24/01/2016 2:33 pm 302 Aaron Wheeler Weber Limited RE: Yes Yes 52 mins overdue
22/09/2015 1254 pm 148 Jacklyn Foster Nelson Co test Yes Yes 124 days overdue
17/06/2015 8:14 pm 148 Jacklyn Foster MNelson Co rest Yes Yes 220 days overdue

| Edit | (3 Delete | |5 Refresh | (@ Close

Click the Edit button.
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Edit Reminder ot

Reminder Date:  |31/03/2018 @~ |O oK |

Reminder Time: | 2:44 PM E| @ Cancel

@ Cancel |
Enabled

Display alert when reminder is due

Reminder Date | Thisis preset to the next day. You can change the date to whatever you want.

Reminder Timer | This is preset to the current time but you can also change this.

Enabled When checked, the reminder is enabled.

Display alert When checked, a reminder will be displayed when a reminder is due.
when reminder

is due

Viewing Due Reminders

The Reminders icon on the status bar shows how many due reminders you have. In the example below
there are 3 reminders that are due or overdue.

Total: 22 -, | (33| Sunday, 24 January 2016 2:43 pm

You can view all of your due reminders by clicking on the icon, or by selecting View Reminders from
the Follow Up tab on the toolbar.
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These reminders are now due.

1D Caller Company Subject Due
Aaron Wheeler Weber Limited

148 Jacklyn Foster Melson Co test

148 Jacklyn Foster Melson Co test

7 mins overdue
124 days overdue
220 days overdue

'I 68 ViewMessage | (2 Release | ({3 Manage | (@ Ciose

View Click to view the message the reminder is linked to.

Message

Release Click to dismiss the reminder. Do this when you no longer require the reminder.
Manage Click to manage all of your reminders.

Close Click to close this window.

Managing Reminders

If you want to manage your reminders, click the Manage Reminders button on the Follow Ups tab on
the toolbar.
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-

Manage Reminders - ‘ ‘ -

| You can manage all of your reminders on this screen.

Date and Time ID Caller Company Subject Alert | Enabled Due

23/0152016 1233 pm 302 Aaron Wheeler Weber Limited RE: Yes Due in 21 hrs

24/01/2016 2:33 pm 302 Aaron Wheeler Weber Limited RE: Yes Yes 52 mins overdue

22/09/2015 1254 pm 148 Jacklyn Foster Nelson Co test Yes Yes 124 days overdue

17/06/2015 8:14 pm 148 Jacklyn Foster Nelson Co test Yes Yes 220 days overdue
N

@ Edit | [@ Delete | |5 Refresn | [© Close_J

All reminders will be shown: due, overdue and not yet due.

Edit Click this button so that you can change details of the reminder.
Delete Click this button to delete the reminder. You will be asked to confirm the
deletion.

[ Confirm “

@ Are you sure you want to delete this reminder?

I Yes No
Refresh Click to update the reminder list.
Close Click to close the window.

Reminder Alerts

You can configure PhonePad to display alerts when reminders are due.
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The Reminder icon will flash on the status bar. You can click the icon to view all of your reminders.

g, | @ 3 | sunday, 24 January 2016 2:33 pm

A reminder alert will appear just above the right-side of the Windows taskbar. You can click View
Reminders to display all of your due and overdue reminders

Reminder Alert

@ You have reminders due.

View Reminders

The View Due Reminders window will be automatically displayed.

These reminders are now due.

1D Caller Company Subject Due

Aaron Wheeler Weber Limited LE: 7 mins overdue
148 Jacklyn Foster Melson Co test 124 days overdue
148 Jacklyn Foster Melson Co test 220 days overdue

'I &3 ViewMessage | |(3  Release | |3 Manage | [® Ciose

You can configure the reminder alert settings by selecting Preferences from the View menu and then
selecting Reminders.
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Caller ID

Caller ID is a handy feature that enables you to see who's calling whenever the phone rings.

PhonePad's Caller ID feature will display a popup window that shows details of the call. Standard Caller
ID information shows the phone number and sometimes the caller's name. With PhonePad, if the caller's
details are in the Address Book this extra information will also be shown.

PhonePad 5 - Incoming Phone Call =
Incoming Phone Call
770-263-7111

Name: Aaran Fisher
Company: Fisher Enterprises
Address 1: Suite 14, Level 23
Address 2. 123 Main Street
City: Mew York

State: MY

Country: USA

l'L TakeaMessageI |@ Close |

CallerID.com

PhonePad incorporates support for Caller ID devices from CallerID.com.

They sell a number of devices which support multiple phone lines. PhonePad is compatible with any of
the Ethernet devices (not the Serial Port versions).

The bare minimum device is the Basic model with Ethernet connectivity. These are available in 2,4 and 8
line configurations.
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Images are copyright CallerID.com.

How It Works

The CallerID.com devices connect to your phone system and network. The Caller ID data is transmitted
over your network to all computers where it is received by PhonePad.

i Back Room

H Workstations
Incoming Phone Lines @ e
Ethernet Link bﬁ
Whozz Calling? %
—
i Phane
. Switch = Q
i (IfPresent) | [
o Metwark
i Switch

Extension

Fhones

Image: Copyright © callerid.com

The CallerID.com devices work with virtually any phone system.

Installing the Caller ID Service

Before you can use Caller ID you will need to install and start the Caller ID Service using Control Center
on your Server or Host PC.
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()

Home

e

Auto Update

el
2
Caller ID Service

a

MessageSender

@

PhonePad Server

3%

Service Monitor

&) PhonePad 5 Service Control Center

Caller ID Service

Manage the Caller ID service,

Install
Start
Stop

Uninstall

Settings

Server IP Address: 192.168.0.2

Install the service.
Start the service.
Stop the service.
Uninstall the service.

Change Caller 1D Settings

View Caller 1D logs.

Service Status: @ Service is NOT installed.

Copyright © 2015-2017 Cybercom Software. All rights reserved.

Exit

About

1. Run Control Center.

2. Select Caller ID Service.

3. Click Install.

4. Click Start.

Configuring CallerID.com

If you have a Caller|D.com device on your network you can configure PhonePad to receive the Caller ID
data from it by selecting Caller ID Settings from the View menu, or by clicking the Caller ID Settings

button on the Settings toolbar. Select CallerlD.com from the 3 options, then click OK.
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Caller ID Settings =

To use Caller 1D you need to have the appropriate hardware installed on your
computer or network. Select the system you use,

Caller ID System @ Cancel
2 None

i® CallerlD.com

O TAPI ' v

V Don't see your Caller ID system here? Contact us and we'll do
our best to add it

Warning: You can also set the port number but do not change it from the default unless you know for
sure that it is different from port 12605.

Q The CallerID.com devices broadcast the Caller ID data on a different port. This data is received
by the PhonePad 5 Caller ID Service running on your Server or Host PC. It broadcasts this data
to PhonePad 5 on all workstations and logs the data in the PhonePad 5 database. This is how it
maintains a history of all calls.

Caller Information

When you receive an incoming call this window will be displayed.

PhonePad 5 - Incoming Phone Call b4

Incoming Phone Call

770-263-7111

Mame: Aaron Fisher
Company: Fisher Enterprises
Address 1: Suite 14, Level 23
Address 2: 123 Main Street
City: Mew York

State: MY

Country: UsA

IL TakeaMessagEI |@ Close |
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It shows the caller's phone number. PhonePad will also check the Address Book to see if the caller has
called before. If they have, their information will be displayed.

If you click the Take a Message button PhonePad will open a new message and prefill the caller's
details.

Call History

This screen is only available if you have a CallerID.com device installed on your network.

Depending on the version of CallerID.com hardware you have connected to your network, PhonePad
will maintain a complete history of all incoming calls, or both incoming and outgoing calls for all of your
phone lines. This includes answered and unanswered calls.

To access this screen, click on the Call History button on the Follow Up toolbar, or select Call History
from the View menu.

Call History b4
-
|Line Date Duration Caller Company Phone Number | @ Close
1 29/09/2017 11:57:00 .. 2 mins 3 secs Smith, John 800-240-4637
1 29/09/2017 11:28:00 .. 2 mins 3 secs Smith, John 800-240-4637
1 28/09/2017 4:11:00 PM 2 mins 3 secs Smith, John 800-240-4637
2 28/09/2017 4:04:00 PM 2 mins 3 secs Aaron Fisher Fisher Enterprises 770-263-T111
2 28/09/2017 3:54:00 PM 2 mins 3 secs Aaron Fisher Fisher Enterprises 770-263-T111
1 28/09/2017 3:54:00 PM 2 mins 3 secs Smith, John 800-240-4637
1 28/09/2017 3:53:00 PM 2 mins 3 secs Smith, John 800-240-4637
1 28/09/2017 3:52:00 PM 2 mins 3 secs Smith, John 800-240-4637
2 28/09/2017 3:4%:00 PM 2 mins 3 secs Aaron Fisher Fisher Enterprises 770-263-7111
4 28/09/2017 3:4%:00 PM 2 mins 3 secs No-CallerlD
1

28/09/2017 3:48:00 PM_2 mins 3 secs Smith, John 800-240-4637 v

=

QOutgoing Calls

|Line Date Duration Caller Company Phone Number |
4 28,/09/2017 4:06:00 PM 2 mins 3 secs Mao-CallerlD

4 21/08/2017 5:42:00 AM 2 mins 3 secs Smith, John Fisher Enterprises 770-263-7T111

4 21/08/2017 5:41:00 AM 2 secs Smith, John Fisher Enterprises 770-263-7T111

History List < History Graph

Print | Displays the Call History, enabling you to print the list or export it to PDF.

Close | Closes the Call History window.
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History List

The History List displays a history of all Incoming Calls. Depending on the Caller ID hardware you
have it may also display all Outgoing Calls as well.

Call History

Incoming Calls

@
0
8
*

|Line Date Duration Caller Company Phone Number | *
29/09/2017 11:57:00 .. 2 mins 3 secs Smith, John 800-240-4637
1 29/03/2017 11:2&00 .. 2 mins 3 secs Smith, John 800-240-4637
1 28/09/2017 4:11:00 PM 2 mins 3 secs Smith, John 800-240-4637
2 28/09/2017 4:04:00 PM 2 mins 3 secs Aaron Fisher Fisher Enterprises 770-263-7111
2 28/09/2017 3:34:00 PM 2 mins 3 secs Aaron Fisher Fisher Enterprises 770-263-7T111
1 28/09/2017 3:54:00 PM 2 mins 3 secs Smith, John 800-240-4637
1 28/05/2017 3:53:00 PM 2 mins 3 secs Smith, John 800-240-4637
1 28/09/2017 3:52:00 PM 2 mins 3 secs Smith, John 800-240-4637
2 28/09/2017 3:49:00 PM 2 mins 3 secs Aaron Fisher Fisher Enterprises 770-263-T111
4 28/09/2017 3:4%:00 PM 2 mins 3 secs No-CallerlD
)

28,/05/2017 3:48:00 PM 2 mins 3 secs Smith, John 800-240-4637 v

=

Qutgeoing Calls

|Line Date Duration Caller Company Phone Number |
4 28/09/2017 4:06:00 PM 2 mins 3 secs MNao-CallerlD

4 21/09/2017 5:42:00 AM 2 mins 3 secs Smith, John Fisher Enterprises 770-263-7T111

4 21/09/2017 5:41:00 AM 2 secs Smith, John Fisher Enterprises 770-263-7T111

@

History List < History Graph

Double-clicking on a call in the Incoming Calls list will open a new incoming phone message with
the caller's details prefilled. You can also double-click on a call in the Outgoing Calls list to
create a new outgoing message with the caller's details prefilled.

History Graph

The History Graph shows a visual representation of all Incoming Calls (shown in blue) and Outgoing
Calls (shown in orange).
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Call Histary b4
History of Incoming and Outgeing Calls
- 7 |® cose |
Legend
%0 = ICOming MEssbjes
85 — CQuigoing Messages
80

Mumber of Calls
5 8 & & B R B R

140812017 z2/08/2017 3/08/2017 40872017 5/08/2017 6/08/2017 708207 8/08). ‘.M‘)
History List . History Graph

You call scroll through the dates by holding your left mouse button down on the chart and dragging it
left or right.

TAPI
PhonePad supports the Microsoft Windows Telephony Application Programming Interface (TAPI). You
will require a TAPI-compliant device (eg. a modem) to use this feature.

How It Works

PhonePad doesn't communicate directly with your TAPI devices. Instead it connects through the
Microsoft Windows Telephony Application Programming Interface (TAPI) to communicate with any TAPI
devices on your workstation or network.
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Computer

Windows 0OS

TAPI Device

Microsoft TAPI § @

Telephone

If you have problems with the Caller ID features make sure that your TAPI devices are 100% TAPI
compatible and that you have the latest drivers. We have sometimes found that the default drivers
installed by Windows don't work.

Configuring TAPI

If you have a TAPI device on your network you can configure PhonePad to receive the Caller ID data
from it by selecting Caller ID Settings from the View menu, or by clicking the Caller ID Settings button
on the Settings toolbar.

1. Select TAPI from the 3 options.

2. Select the TAPI-compliant device you have installed.

3. Click OK.
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Caller ID Settings

To use Caller ID you need to have the appropriate hardware installed on your
computer or network. Select the system you use.

x
Caller ID Systerm

) Mone
O CallerlD.com 3520
® TAPI MetComm 56K USE Modem

, Don't see your Caller ID system here? Contact us and we'll do
U our best to add it.

Caller Information

When you receive an incoming call this window will be displayed.

PhonePad 5 - Incoming Phone Call -

Incoming Phone Call

770-263-7111

Mame: Aaron Fisher

Company: Fisher Enterprises

Address 1: Suite 14, Level 23

Address 2: 123 Main Street

City: Mew York

State: MY

Country: UsA

IL Takeal'.-lessage‘ |{E|- Close |

It shows the caller's phone number. PhonePad will also check the Address Book to see if the caller has
called before. If they have, their information will be displayed.

If you click the Take a Message button PhonePad will open a new message and prefill the caller's
details.
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Received Calls

PhonePad keeps a history of all calls received, whether you're in the office or not (obviously PhonePad
has to be left running). This feature is only available if you have a TAPI device connected.

Received Calls =
Date/Time Phone Number Name Company | t. Message |
11/12/2015% 1x17 am 2718171612 Abby Brock Mathews Ltd E Dial
11/12/2015 0531 am 5495602336 Jacklyn Reese Callakan [ng ]

® Close
@ Help ]-

This is a good way to check who has called while you've been out. You can then create phone messages
for each of the missed calls by clicking the Message button.

You can call the user back using TAPI by clicking the Dial button.

Dialling a Number

You can use the TAPI feature of PhonePad to call back callers.

Dialling a Number from the Inbox

Select a phone message in your Inbox and click the Dial Number button, or select Dial Number from
the File menu.

All available phone numbers for the caller will be displayed.
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Dial Phone Number

[ )\ [Message Phone 8171612 B cal
Business Phone 8171612

== Business Alt Phone 8171614 & Hang Up
Business Cell/Mobile 8894563

Home Phone 8795641 © Ciose | [
Home Cell/Mobile 8997412

I!

@ Help

|
po——

Select a number and then click the Call button.

Dialling a Number from Received Calls

From the Received Calls window click the Dial button.

Received Calls =X
Date,Time Phone Mumber Name Company | t. Message
- [:[:I
11/12/2015 10c17 am 2718171612 Abby Brock Mathews Ltd B Dial
L 11/12/2015 05231 am 5495602336 Jacklyn Reese Callahan [nc ]
® Close |
@ Help
L
L -

The number of the selected call will be displayed. Click the Call button
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Dial Phone Mumber -i
D 6275551234 B G
s H
O
@ Hep

I!E
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Global Searching

In addition to the search feature that each message list has, there is a broader, global search option
available.

Click the Search button on the Home toolbar, or select Search from the Tools menu, or press the <F3>

key.

The Global Search screen allows you to search all messages in the database, including those that have
been archived, by Caller, Company, Phone Number, Subject and Message Text.

B PhonePad 5: Steve (Fluffy Rabbit Corporation) = o X
File Tools View Manager System Admin Window Help
Home * Folders * Follow Up Settings Manager System Admin Help

LLPPMEGO B o mEn h BLLH 500

=, Inbox F5 Global Search
= "o Search for: l Vl Search in: | Caller V‘ Search l l Clear l (G Return to |"b<%
5y
I Sent oD @lalpb Date Caller Company Subject Phone (Reference™= iofl
&u Deleted D= \. 700 21/04/2018 11:58 am Abby Delaney Mcdonald Pty Ltd Reschedule Appointm... 9884925
=8, Personal Folders & 701 21/04/2018 11:58 am Abby Delaney Mcdonald Pty Ltd Reschedule Appointm... 9884925
F c leted D= \. 3074 4/02/2018 4:05 pm Abby Mckinney Stafford Corp Late Payment. 6614732
54 Complete RN 3075 4/02/2018 405 pm Abby Mckinney Stafford Corp Late Payment. 6614732
@ My Stuff = \. 20392 3/03/2018 12:22 pm Abby Mclaughlin Mcmahon and Associ.. Schedule an Appoint.. 8153766
= Public Folders D= \ 20393 3/03/2018 12:22 pm Abby Mclaughlin Mcmahon and Associ.. Schedule an Appoint.. 8153766
R ) = \. 21317 28/12/2021 12:48 pm Abby Drake Fischer and Sons Meeting on Friday. 6864659 N
{75 My Public = 21318 28/12/20211248pm  Abby Drake Fischer and Sons Meeting on Friday. 6864659 ¢
-3 Groups
Found 23 messages.
&N p . = T ]
= a Manufacturing Follow Up Notes <_Caller Information Preview
(]
@ Recalls To: Date: n/a
= Time: n/a
{5} Warranty Claims |, : ” ' /
a rom: n/a
&, Marketing Subject: n/a
&, Sales Message:
Search J

Server: 192.168.0.144  5.83.0 Read: 10 Unread:27 Total: 37 ‘53 o117 Thursday, 29 February 2024 4:02 pm

Enter your search text in the Search for field, next select where you want to search using the Search in
drop-down list, and finally click the Search button.

The Search for field remembers your previous searches so you can perform an earlier search by
selecting the search text from the drop-down list.

Copyright © 2024 Cybercom Software




Global Searching Page 197

=, Global Search

Search for,

Anderson

Use the Search in drop-down list to select the field to search

Search in: lii"ﬂ vl Search
Aler  Caller —SI..IbJE{
Company [
Phone Mumber
Message Text
Subject
Category
Reference

aller

Right-click on the Search message list to show the popup menu.

Mew Phone Message..  Shift+Ins
View Message...

Quick Print...

Print Message List...

Export to CSV..

Forward Message...

Reply to Message...

Moaove to Folder..

B & Tl E W oap|ds| & o~

Archive Messages...

So once you have finished searching, how do you get back to the rest of PhonePad, like the Inbox.
Simply select the Inbox folder, or click on the Return to Inbox link.
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Passwords

Changing Your PhonePad Password

You can change your PhonePad 5 password at any time by clicking on the Password button on the
Settings tab of the toolbar, or by selecting the Password button from the Tools menu.

&

The Password window will appear.

Change PhonePad Password w

Current Password: [secssens

Mew Password: .11"-0"11

You will not be able to enter a new password until you enter your current password. Once you have
entered your current password, enter your new password. You will need to enter this twice to verify that
itis correct.

Click OK to save the new password.
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Preferences

You can customize many parts of PhonePad via user preferences.

To access Preferences, click on the Preferences button on the Settings tab on the toolbar, or select
Preferences from the View menu.

8

The Preferences window will be displayed.

General

Select the General option for General settings.

Preferences

X
% Toolbar Hints |
Jalloon

General Poy Hint Style: ~
pup Hint Sty Apply
I Mew Version Check @ Help
Startup
D Show notification when a new version is available
Motifications Add-On Launch
% Launch ControlBar when PhonePad starts
Messages - 1 Activity Logs
[zﬂ PhonePad maintains a set of logs. If you experience any issues with

PhonePad, these logs are used to investigate them. Mormally this option
can be left unchecked as errors are always logged.

E [C] Activity Logs
Messages - 3

6

Messages - 4

Messages - 2

(]
had
Follow Up

Reminders o :a
Toolbar Hints
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Popup Hint
Style

New Version

Show
notification
when a new
version is
available

Launch
Control Bar
When
PhonePad
Starts

Add-On Launch

This setting affects the appearance of the popup hints displayed when you hover the
mouse over toolbar buttons.

Check

Displays a popup message when a new version of PhonePad 5 is available for
download. This option only appears for administrators.

When checked, the Control Bar will start when PhonePad starts.

Launch ToDo
List When
PhonePad
Starts

Activity Logs

‘ Activity Logs

When checked, the ToDo List will start when PhonePad starts.

When checked, PhonePad will log lots of different processes. To improve system
performance this is normally left unchecked. However, it may need to be checked for
support purposes.

Errors are always logged regardless of this setting.

Startup

Select the Startup option for PhonePad startup settings.
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e (© o

| PhonePad Startup Options @ Cancel
General [#] Run from system tray

, [# Run on Windows startup

Startup [# Run minimized on startup

Apply

© Help

ik

I: 1! Application minimizes when X button clicked

Maotifications

i

System Tray Icon

09 Double Left Click: | Open PhonePad -
Messages - 1

>4

Messages - 2

b8

Messages - 3

g

Messages - 4

&
v
Follow Up

Q. . *

Reminders

PhonePad Startup Options

Run from system tray | When checked, PhonePad will run from the system tray.

Run on Windows When checked, PhonePad will start automatically when Windows starts.
startup

Run minimized on When checked, PhonePad will minimize when it starts.

startup

Application minimizes | When checked, PhonePad will minimize instead of closing when the X
when X button clicked | (close button) is clicked.

System Tray Icon

Double Left Click You can specify what happens when a user double-clicks on the PhonePad
icon in the system tray:

e Open PhonePad
e Create a New Phone Message
o Create a New Outgoing Message

Copyright © 2024 Cybercom Software




Preferences Page 205

o Create a New Text Message
e Display Address Book

Overridden Settings

Your PhonePad system administrator can override these settings using System Rules. If this has been
done then you will be unable to change any of these settings.

d startwp RN

PhonePad Startup Options @ Cance

&
34

Run from system tray

# Apply

Fun on Windows startup

]

Fun minimized on stariup

&
o
g
B

Application minimizes when X button clicked

I

1L}

Notifications System Tray loon
m Double Left Click: | Open PhonePad w
Messages - 1

These settings have been overridden by System Rules.

&

=
i
&
o
&
r

3
8 &
|

-

=
b
g
;
.

£y}

Follow Up

o K o

Notifications

The Message Notification options can alert you whenever a new message arrives in your Inbox.
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ﬁ

B Notcatons
| Message Notification
General [7] Beep when messages received T Display popup messages -
, Receive other user notifications 1 Switch to Inbox ¢ Aeply
Hel
Startup est @ g

L,__| Taskbar Motifications

Notifications

E i

Flash when messages received

i

E Flash only when urgent messages received
Messages - 1 @ Do not flash
E Systern Tray Notifications
Messages - 2 [”] Display popup balloon in system tray
|| Display alert window in system tra
% play syst ¥
Messages - 3 ¥l Close after 5 . seconds
|
E MNotification Sound
Messages - 4
" @ Default Sound
"
| | Sound File: - I3
Follow Up .

Remindere = ) :9
‘ Message Notification

Beep when A standard Windows beep will sound whenever a new message is received in your
messages Inbox. If you select a Notification Sound then that sound will be heard.
received

Display popup | Displays a popup message when a new message is received in your Inbox.
messages

PhonePad Message Motification E

| —T" You have new m es,
! L= essag

OK

Receive other This option is only enabled if you have access to other user's folders. When
user checked, you can receive new message notifications for other users. However, you
notifications have to have the user selected in the user list to receive their new message
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notifications. This means that you can only receive notifications for one user at a
time. To receive notifications for all users you will need to use the soon-to-be-
released MessageAlert application (which will be included in an update).

Switch to Inbox

When checked, PhonePad automatically switches to the Inbox when new
messages are received.

Test

Flash when
messages
received

‘ Taskbar Notifications

Click the Test button to test these settings.

PhonePad's icon on the taskbar flashes when a new message is received in your
Inbox.

Flash only when

PhonePad's icon on the taskbar flashes only when a new urgent message is

Display popup
balloon in
system tray

urgent received in your Inbox.

messages

received

Do not flash Flashing is disabled.

Test Click the Test button to test these settings.

‘ System Tray Notifications

When checked, a popup balloon will be displayed in the system tray.

,

@ PhonePad W\ X

Steve, you have new messages!

Display alert
window in
system tray

When checked, an alert window will be displayed in the system tray whenever new
messages are received.

New Message Alert - PhonePad 5

E Andrew, you have new messages!

View Inbox
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Close after x When checked, the New Message Alert window will automatically close after the
seconds specified number of seconds. The minimum is 5 seconds and the maximum is 30
seconds. The default is 5 seconds.

If unchecked, the message alert window won't close until you close it.

Test Click the Test button to test these settings.

‘ Notification Sound

Default sound | When selected, plays the default Windows beep when a new message is received.

Sound file Instead of using the default Windows beep for alerting you about new messages,
you can play a WAV file. Click on the button and select the WAV file to play. 30
sounds are included with PhonePad but you can also add your own. It's best to
using a sound file that has a short duration.

Click the sound button to preview the sound.

Messages -1

Messages-1 contains the first of a number of message settings.
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Preferences b4
z
M Deleti
- sesage Deleton
General #| Confirm Message Deletions
i ¥| Canfirm Message Deleted - Apply
@ Help
o
Message Colors User List
; ) Phone Messages: CJ Default ~ I+ Show Message Counts
Motifications Text MESS-HI;IGSC ] Default 7] Show Zeroes
@ Outgoing Messages: [ Default ~
Messages - 1
essage ation 5 on Top
W M Confirmation Dialog Messages on T
7 . .
Messages - 2 Show Sent Dialogs Phone messages
| Show Confirmation on Cancel Outgoing messages
% + Show Outgoing message logged #| Text messages
Messages - 3
Eﬂ Message Information Pane
Messages - 4 Default tab:  |Follow Up o
L
' ¥ Show Follow Ups tab ¥| Show Message Preview tab
Follow Up ¥ Show Caller Information tab :
Reminders 1 a

Message Deletion

Confirm
Message
Deletions

When checked, you will be prompted to confirm any message deletions.

Confirm
Message
Deleted

When checked, a message will be displayed when a message is deleted.

Message Colors

Phone
Messages

Set the color of the Phone message form.

Text Messages | Set the color of the Text message form.

Outgoing
Messages

Set the color of the Outgoing message form.

Message Confirmation Dialogs
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Show Sent When checked, a message will be displayed when a message has been sent.
Dialogs

Show When checked, you will be prompted to confirm a message cancellation.
Confirmation

on Cancel

User List

Show Message | When checked, the User List will display message counts for Unread Messages and

Counts Uncompleted Follow Ups.

Show Zeroes When checked, and Show Message Counts is checked as well, zeroes will be
displayed where the user has no Unread Messages and/or Uncompleted Follow
Ups.

If unchecked, blank spaces will be shown instead of zeroes.

‘ Message Information Pane

Default Tab Specifies which tab should be selected by default when PhonePad starts.

Show Follow When checked, the Follow Ups tab will be displayed in the Message Information
Ups Tab Pane located below the Inbox messages list.

Show Caller When checked, the Caller Information tab will be displayed in the Message
Information Information Pane located below the Inbox messages list.

Tab

Show Message | When checked, the Message Preview tab will be displayed in the Message
Preview Tab Information Pane located below the Inbox messages list.

Messages - 2

Messages-2 contains additional message settings.

Copyright © 2024 Cybercom Software




Preferences

Preferences b4
.
lg?!i Default Telephone Message Font )
General Font: | % Tahoma | Size: 11 .
¢ Apply |
’ Default Text Message Font
_' Help
Startup Font | T Tahoma v Size: 1 5
L,—] Default Outgoing Message Font
Notifications font [% Tahoma v| Sizer | 11
M Auto Address
Messages - 1
Automatically address messages to these userss Applies to:
@ ) Phone Messages
Messages - 2 [+ () Text Messages
% [x] () Bath
Messages - 3 = eone
M Font Preview
Messages - 4 [] Font Preview in Messages
E-
"
Recipient (To:) List
Fallow Up
@ [ Refresh Recipient list on new message (Mormally not required) #
Reminders >l ] Q

Default Telephone Message Font

Font Specifies the default font to be used for message text of new Phone messages.
Size Specifies the default font size to be used for message text of new Phone messages.
Default Text Message Font

Font Specifies the default font to be used for message text of new Text messages.

Size Specifies the default font size to be used for message text of new Text messages.

‘ Default Ongoing Message Font

Font Specifies the default font to be used for message text of new Outgoing messages.
Size Specifies the default font size to be used for message text of new Outgoing
messages.

Auto Address
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Automatically | The auto address feature allows you to automatically add recipients to new

address messages. If you tend to send messages to the same recipients all the time, this
messages to option can save you a bit of time by adding the recipients for you. Use the plus
these users and minus buttons to add or remove users to/from the list.

Select the type of messages this applies to.

Font Preview

Font Preview in | When checked, the font drop-down list will display a preview of the font in a small
Messages window in Phone, Outgoing and Text messages.

Recipient (To:)

List

Refresh If you have added some new users and they are not appearing in the To list then
Recipient List you can use this option to force them to appear. You won't normally need to do
on New this as the recipient list is usually updated automatically.

Message

Messages - 3

Messages-3 contains additional message settings.
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Preferences

-

General

4

Startup

(=)

Motifications |_

b6
Messages - 1

9
Messages - 2

=
Mes-sage:; -3

ey
Messages - 4

E

o
Follow Up

Q

Reminders

Recipient List

Message Lists

] Disable mouse in Recipient List

1 Jump to latest message

Spell Checking Message Sorting
Configuration... Latest messages at bottom

Message List Colars

Unread Messages: M Blue -

Read Messages: W Default -

Urgent Unread Messages: |18 Red -

Urgent Read Messages: M Red -

Private Messages: M Green -

Follow Up Messages: B Fuchsia -

Completed Follow Up: M Teal -

Group Messages: M Purple -
Message Text Separator

Separator Character:  * Separator Length: 40

‘_

& oK
@ Cancel
Apply

@ Help

ol

3

‘ Recipient List

Disable mouse
in Recipient List

Select latest
message

‘ Spell Checking

When checked, the mouse cannot be used to select names in the Recipient List in
telephone messages. This option is generally used to prevent accidental selection
of names when using the keyboard for recipient selection.

Message Lists

When checked, the Inbox message list will always scroll to the latest message
when new messages are received.

Allows you to specify the settings for Spell Checking.
Message Sorting

This option allows you to specify the sort order of all message lists in PhonePad,
including the Follow Up Notes list. You can set this option to either display the
newest messages at the bottom of the list or the top.

Message
Sorting

‘ Message List Colors
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Unread Defines the text color to be used for Unread Messages in message lists.
Messages

Read Messages | Defines the text color to be used for Read Messages in message lists.

Urgent Unread | Defines the text color to be used for Unread Urgent Messages in message lists.
Messages

Urgent Read Defines the text color to be used for Read Urgent Messages in message lists.
Messages

Private Defines the text color to be used for Private Messages in message lists. Affects
Messages only unread messages. Read messages will appear in the Read Messages color.
Follow Up Defines the text color to be used for Follow Up Messages in message lists.
Messages

Completed Defines the text color to be used for Completed Follow Ups in message lists.
Follow Up

Group Defines the text color to be used for Group Messages in message lists. Affects
Messages only unread messages. Read messages will appear in the Read Messages color.

Messages - 4

Messages-4 contains additional message settings.
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Preferences Ex |
:
General #| Move read messages to this folder:
. ) Apply
, Read Messages - e ]
Startup g
L/— Inbox Message Filtering
Motifications || Filter Messages .
[ Default filter: | All Messages -
08 -
Messages - 1 Received Messages Mew Message Forms
3‘6 O] Aute-Display messages [7] Show new message forms on top
Messages - 2
26 Message Lists
Messages - 3 Show Grid Lines Color: 3 Silver -
[Ei Line Style: | Both -
Mes:s.agels =4
; Message List Appearance Folder Message Counts
Follow Up Font Size: 9 [] Show Message Counts
Reminders il ) :@

Read Messages

Move read When checked, when you finish reading a message it will automatically be moved
messages to to the folder you specify.
this folder

Inbox Message Filtering

Filter Messages | When checked, the Inbox will apply the Default Filter when PhonePad starts.
Received Messages

Auto-Display When checked, new messages received will automatically be displayed as they are
Messages received.

New Message Forms

Show new When checked, new messages will be displayed on top of the main window.
message forms
on top

‘ Message Lists
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Show Grid Lines | When checked, grid lines will be displayed in each message list, based on the
settings below.

Color Specifies the color of the lines.

Line Style Specifies the lines to be displayed: Horizontal, Vertical, or Both.

Message List Appearance

Font Size Allows you to specify the font size used in all message lists.

Follow Up

The Follow Up page contains options for customizing message Follow Up settings.

Preferences b4
o Folowp
- Follow Ups
General O Show follow ups on startup . Aooly
I ] Change read message color only when follow up has been completed
) Help
Startup Set Follow Up By Date to 5 -| days after message date
D 4 Create Reminder for Follow Up
Maotifications
Follew Up Completion Options
@ i Move Completed messages to this folder
Messages - 1 : )
FDHFLETEO MESSAGES (Public) I
Messages - 2
E B automatically refresh Follow Up Notes
Messages - 3
Messages - 4
e
'
Follow Up :
Remindears sl | J @

Show follow When checked, the Inbox will be filtered to show messages that require follow up.
ups on startup | This overrides the Inbox Message Filtering option.
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Change read
message color
when follow up

Normally, the color of a message will change in the Inbox message list when the
message has been read. If this option is checked, the color will only change when
the message has been followed up.

message date

has been

completed

Set Follow Up Sets the default Follow Up By Date to the specified number of days after the
By Date to x current date, when the Follow Up By check box is checked.

days after

Create
Reminder for
Follow Up

Move
Completed
messages to
this folder

Follow Up Completion Options

When checked, when a Follow Up is marked as Completed it will be moved to the
specified folder.

When checked, a reminder will be automatically created when you mark a
message for follow up. If you then unmark the message for follow up, or
complete the follow up, the reminder will be automatically deleted.

Automatically
refresh Follow
Up Notes

When checked, the Follow Up Notes will be automatically refreshed. Otherwise,
you may occasionally need to refresh it manually.

Reminders

Reminders are an important part of PhonePad. You can customize some of their behavior here.
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B Remindors

| When Reminders Are Due

I
=]
-~

@ Cancel

General [# Show Due Reminders Popup Test -
£ 7 Flash Reminders lcon *Apply
Startup [ Show Reminders Window @ Help

I_V__| [] Play Sound: - I

Matifications Reminder Optigns

i

0o [# Highlight Overdue Reminders: | B Default -
Messages - 1 Highlight When 1| Day(s) or More Overdue

E [+ Show Reminders on PhonePad Startup
Messages - 2

b8

Messages - 3

g

Messages - 4

v

vl
Follow Up

o . B

Show Due When checked, a reminder popup will be displayed above the system tray.
Reminders
Popup Reminder Alert

@ You have reminders due.

View Reminders

Use the Test button to test this setting.

Flash When checked, the reminders icon on the status bar will flash.
Reminders Icon

Show When checked, the reminders window will be displayed when a reminder is due.
Reminders
Window
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Play Sound When checked, the selected sound will play when a reminder is due.

Reminder Options

Highlight When checked, overdue reminders will be highlighted in the reminders window
Overdue using the selected color.
Reminders

Highlight When | When checked, reminders will be highlighted when they are the specified number
x Days(s) or of days overdue.
More Overdue

Show When checked, due reminders will be displayed when PhonePad starts.
Reminders on
PhonePad
Startup

Address Book

These settings apply to the PhonePad Address Book.

— 5
Messages - 1 Address Book
@ Phone Number Updating , . @ Cancel
Messages - 2 @ Automatically update field: |Telephone - 5 Apply
Prompt field to update
@ © Help
Messages - 3 Address Book List
Sort by:
H _ by _Fullname Zl
Messages - 4 [# Show the ALL tab
E| ¥ Set'A’ as default tab
Follow Up [T Show Grid Lines Color; = Silver -
@ Line Style: | Both -
Reminders
@] z
Address Book
Telephone
Setup
Message |
Alert = 0
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Phone Number Updating

Automatically | When selected, automatically updates the specified field in the Address Book
update field whenever the phone field is changed in a phone message. You can set it to
update the Telephone, Alt. Phone, Fax, or Cell/Mobile field.

Prompt field to | When selected, you will be prompted for the appropriate field to update in the
update Address Book.

Address Book List

Sort by Use this option to set how you want the Address Book window sorted. Select
from Firstname, Lastname, Fullname or Company.

Show the ALL When checked, the ALL tab will be displayed, allowing you to view all Address
tab Book entries at once. Uncheck this option to improve performance if you have a
large Address Book.

Show Lines When checked, the Address Book list will have horizontal and vertical lines making
it easier to view.

Set ‘A’ as When checked, the ‘A’ tab will be displayed when you open the Address Book
default tab instead of the 'ALL' tab. The Address Book will load the entries faster.

Telephone Setup

This page relates to Caller ID functionality within PhonePad 5.

Copyright © 2024 Cybercom Software




Preferences Page 221

P — e C— e
— _ e
! ﬂJ I Telephone Setup & oK
Motifications Caller ID @ ol
I [+ Caller ID Enabled
9 . .
Messages -1 [ [] Display Caller Informaticn
| Ig TAPI Device; - I © Help L
|| Messages - 2 LSI USB 2.0 Soft Modem | |
I |
g () Touse the PhonePad TAPI features, you must have a TAPI compliant
| Messages - 3 "‘J device (eg. modem, telephony card, etc.) connected to your
* 9 computer. Please note that not all modems support TAP] so you
| % should check with the manufacturer or vendor first if you are
ges - 4 purchasing one. If
- 11
vl |2 |
Follaw Up
Reminders
Address Book l
Telephone
Setup E Q

Caller ID

Caller ID When checked, the Caller ID feature will be enabled.
Enabled
Display Caller When checked, the Caller Information window will be displayed when a phone call
Information is received.
TAPI Device When checked, the reminder is enabled.
Short Messaging

Short messaging gives you the ability to send quick, ad-hoc messages to cell phones and mobile devices
that have an Internet connection. Currently you can send SMS messages and also messages via
Pushover (which are free for up to 7500 messages per month).

Please note: This is different from the Automatic Message Forwarding feature.
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Pushover Messages

There are optional default settings you can set for Pushover messages.

Preferences “
I e |
6 M LSMS M '
gt - 3 Pu:]:‘:“': S:::ages SMS Messages @ Cancel
au ings
56 N
| ges - 4 Default Subject: . ‘ @ Help |
M Default Sound: [Bugle x|
Follow Up Default Priority: ‘Normal |
Reminders
| Address Book
Telephone  |=
Setup
Short
Messaging
Message
Alert =l Q
Default Subject | This text will be automatically added to all new Pushover messages.
Default Sound | This is the default sound that will be played on the receiver's mobile device, eg.
cell phone.
Default Priority | Sets the default priority for all new messages.

SMS Messages

There are optional default settings you can set for SMS messages.
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Preferences

i AP Short Messaging

¢ ( M SMS M '
e :Pushn'-rer essages | SMS Messages
Default Settings

i
DE
Ead

e
]

b
<
=
=

% .4 Default Subject:

M

FollowUp

o Q

Reminders

Address Book

t

Telephone
Setup

|

¥

| Short
Messaging

©
Message
Alert - L ] #@

Default Subject | This text will be automatically added to all new SMS messages.

(3
§

1

Message Alert

These settings enable you to start and stop Message Alert automatically.
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Preferences

e '-*_ Message Alert

Messages - 3 [#] Start MessageAlert when PhonePad starts
E [¥] Clase Messagedlert when PhonePad closes F

Gi
DH
=

g%
= | | R

Messages - 4
ol
v
FollowUp

Q

Reminders

Address Book

I

Telephone |E
Setup

(3
§

Message
Alert = @

Start Message | When checked, PhonePad will launch Message Alert for you on startup.
Alert when
PhonePad starts

Close Message | When checked, PhonePad will close Message Alert when you exit PhonePad.
Alert when
PhonePad
closes

Voice Announcements

With the Voice Announcements settings you can have PhonePad greet you when you log in, say
goodbye when you log out, let you know when you have new messages, and more.

You can select either a Female or Male voice for each announcement. Click the musical note button to
preview the selecting announcement.
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x
gl Voice Announcements
M -
essages - 2 Play a voice announcement for the following events:
g .
" . F Welcome on startup Female v B £ Apply
essages - § X
&1 New message received  Female vl P © Help
L > |
Messagﬁes 4 Message sent Female | >
@ & Due reminders Female vl
Follow Up B Overdue reminders Female «| »
t@ & New version available  |Female  ~| D
Reminders £ Goodbye on close Female vl
Address Book
Telephone Setup
Message Alert
Voice
Announcements Q
Welcome on When checked, PhonePad will greet you when you log in.
startup
New message When checked, PhonePad you tell you when there are new messages.
received
Message sent When checked, you will receive a voice notification when a message is sent.
Due reminders | When checked, due reminders will be announced
Overdue When checked, overdue reminders will be announced.
reminders
New version When checked, PhonePad will let you know if there is a new version available.
available
Goodbye on When checked, PhonePad will farewell you when you log out.
close
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Automatic Message Forwarding

Automatic Message Forwarding allows you to receive your PhonePad 5 messages via email, or have
them sent directly to your cell/mobile phone using SMS or Pushover. This is ideal for users that work
remotely, are on the road, or are temporarily out of the office. To use this feature your PhonePad
administrator must install MessageSender and configure PhonePad to use Automatic Message

Forwarding.
Automatic Message Forwarding “
Introduction
o PhonePad's Automatic Message Forwarding feature "
Introduction enables wsers to have their PhonePad phone and text
o messages forwarded to them when they're not in the @ Help
el office.
Forward via
PhonePad Whether your organization has users that are
on-the-road, working from home, or otherwise out
E > of the office, with Automatic Message Forwarding
Forward via they can get their messages wherever they are.
| Email
I Some of this functionality requires the
! MessageSender add-on to be installed on your
. server or Host PC.
| Forward via
i SMS
)
Forward via
Pushowver
Availability

Forward to Other PhonePad Users

If you're away from the office for an extended period then you might want to have your messages
forwarded to other users who can handle the messages for you in your absence.
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Automatic Message Forwarding

Forward to Other PhonePad Users
o When [ receive a phone or text message, forward the message to other @ Cancel
Introduction PhonePad users (does NOT require MessageSender),

i

@ Help
() Do not forward my messages via PhonePad

Forward via ) Forward my messages when my status is: |In b
PhonePad (® Forward my messages within my available times
=4 () Forward my messages outside of my available times
4 () Always forward my messages
Forward via
Email Forward my messages to these users:
|"| Fred
z Jahn
Forward via
SMS

B [Abigail ~|[ add | [Detete]

fi Forward via

Pushaver [ Do MOT forward PRIVATE messages
a [T] Only forward URGENT messages
Availability

Do not forward | No messages will be forwarded to other users.
my messages
via PhonePad

Forward my Select this option to forward your messages when your WhereRU status matches
messages when | the selected value from the drop-down list.
my status is x

Forward my When selected, messages will be forwarded based on your availability.
messages
within my
available times

Forward my When selected, messages will be forwarded based on your availability
messages
outside of my
available times

Always forward | Your messages will always be forwarded to the specified users.
my messages

Forward my Enter the names of the users you want messages to be forwarded to by selecting
messages to their names from the drop-down list and clicking the Add button.
these users
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Users can be removed by selecting their name in the list and clicking the Delete
button.

Do NOT When checked, only non-Private messages will be forwarded.

forward

PRIVATE

messages

Only forward When checked, only Urgent messages will be forwarded.

URGENT

messages

This feature does not require MessageSender.

Forward Via Email

When you're not in the office, or maybe even when you are, you can have your PhonePad 5 messages
forwarded to one or more email addresses.

Automatic Message Forwarding “
Forward via Email
o When [ receive a phone or text message, send it 1o one or more email ll
I Introduction addresses (requires MessageSender).
@ Help
m () Do not forward my messages via Email
Forward via ) Forward my messages when my status is:
PhonePad (® Forward my messages within my available times

) Forward my messages outside of my available times
() Always forward my messages

-
Forward via
Email Forward my messages to these email addresses:
petel23456@hotmail.com -
Forward via
SM5
0 '
Forward via F.1.:I~. email address should be on a separate ling.
Pushover [l Do NOT forward PRIVATE messages
e [ Only forward URGENT messages via Email
Availability
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Do not forward | No messages will be forwarded to other users.
my messages
via Email

Forward my Select this option to forward your messages when your WhereRU status matches
messages when | the selected value from the drop-down list.
my status is x

Forward my When selected, messages will be forwarded based on your availability.
messages
within my
available times

Forward my When selected, messages will be forwarded based on your availability
messages
outside of my
available times

Always forward | Your messages will always be forwarded to the specified users.
my messages

Forward my Enter the email addresses you want to forward your messages to. Each email
messages to address should be on a separate line.

these email
addresses

Do NOT When checked, only non-Private messages will be forwarded.
forward
PRIVATE
messages

Only forward When checked, only Urgent messages will be forwarded.
URGENT
messages

This feature does require MessageSender to be installed on your Server or Host PC by your PhonePad
administrator.

Forward Via SMS

You can have your messages sent to your cell/mobile phone via SMS (Short Messaging Service).
Whether you're a lawyer in court, a business person in a meeting, a tradesman on the road, or a doctor
doing your rounds, it's a great way to receive your phone messages when you're not in the office.
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Automatic Message Forwarding “

Introduction

Pzt
Forward via
PhonePad

i)

3

Forward via
Email

Forward via
SMS

)
Forward via
Pushowver

&

Availability

Forward via SMS
When | receive a phone or text message, send the message 1o one or more |

mobile/cell phone numbers using SMS (requires MessageSender)
@ Help

() Do not forward my messages via SMS

) Forward my messages when my status is:
() Forward my messages within my available times

) Forward my messages outside of my available times
() Always forward my messages

Forward my messages to these mobilefcell phones:

6725556789 -

Each phone number should be on a separate hne
[} Do MOT forward PRIVATE messages
[7] Only forward URGENT messages via SMS

Do not forward
my messages
via SMS

No messages will be forwarded to other users.

Forward my
messages when
my status is x

Select this option to forward your messages when your WhereRU status matches
the selected value from the drop-down list.

Forward my
messages
within my
available times

When selected, messages will be forwarded based on your availability.

Forward my
messages
outside of my
available times

When selected, messages will be forwarded based on your availability.

Always forward
my messages

Your messages will always be forwarded to the specified users.

Forward my
messages to
these

Enter the email addresses you want to forward your messages to. Each
cell/mobile number should be on a separate line.
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cell/mobile
numbers

Do NOT When checked, only non-Private messages will be forwarded.
forward
PRIVATE
messages

Only forward When checked, only Urgent messages will be forwarded.
URGENT
messages

This feature does require MessageSender to be installed on your Server or Host PC by your PhonePad
administrator.

Forward Via Pushover

Have your phone messages forwarded directly to an app on your mobile device without using an SMS
network.

Automatic Message Forwarding “

I’ o When [ receive a phone or text message, send the message to one or more ll

Introduction mobile devices using Pushover (requires MessageSender):
@ Help

m () Do not forward my messages via Pushover
Forward via (O Forward my messages when my status is
PhonePad () Forward my messages within my available times
[?I ® Forward my messages outside of my available times
4 () Always forward my messages
Forward via
Email Forward my messages to these devices:
Andrew_iPhone -
Forward via
SM5
)
Forw-.-ia. F.1.:I~. dewvice name should be on a separate line.
Pushover ) Do NOT forward PRIVATE messages
e [T Only forward URGENT messages via Pushover
Availability
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Do not forward | No messages will be forwarded to other users.
my messages
via Pushover

Forward my Select this option to forward your messages when your WhereRU status matches
messages when | the selected value from the drop-down list.
my status is x

Forward my When selected, messages will be forwarded based on your availability.
messages
within my
available times

Forward my When selected, messages will be forwarded based on your availability
messages
outside of my
available times

Always forward | Your messages will always be forwarded to the specified users.
my messages

Forward my Enter the email addresses you want to forward your messages to. Each device
messages to should be on a separate line.
these devices

Do NOT When checked, only non-Private messages will be forwarded.
forward
PRIVATE
messages

Only forward When checked, only Urgent messages will be forwarded.
URGENT
messages

This feature does require MessageSender to be installed on your Server or Host PC by your PhonePad
administrator.

Availability Settings

The Availability tab allows you to specify what days and times you are (and aren't) available by
selecting the check boxes for the relevant days and setting the start and end times. The settings affect all
of the previous options.
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Automatic Message Forwarding “

Availability
o [ am available on the following days, during these times: |

I' .
Introduction
[ Sunday From 08:00 AM = To 0500 PM = € Help
ey
e # Monday  From 0B00AM = To 0500 PM =
Forward via w7 : ) s T ) =
PhonePad ¥ Tuesday rom 08:00 AM 5 To 0500 PM =
54 7 Wednesday From 08:00 AM = To 0500 PM =
4 & ) =] ! =]
Forward via I#| Thursday  From 08:00 AM - To 05:00 PM
Email ¥ Friday From 08:00 AM = To 1230 PM
] Saturday  From 08:00 AM == To 05:00 PM =
Forward via

SMS | setAl
;1 (Reset AT

Forward via
Pushowver

Availability

When the check box for a day of the week is checked, the times for that day are used by Automatic
Message Forwarding based on the settings you make with Forward via PhonePad, Forward via Email,
Forward via SMS and Forward via Pushover.

Important Information About Automatically Forwarded Emails

When an email is sent by MessageSender, it will add a special code to the Subject that's called an MID
(Message Identifier).

MIDs are unique codes that are used by MessageSender to track emails. They are not only unique in
your system, but also unique amongst every PhonePad site in the world.

It is essential that, when replying to received emails, that the user doesn't alter or remove this code.
They can alter the rest of the Subject line but not the MID code. Otherwise, email replies, Read Receipts

and Message Delivery Failures won't get sent back to PhonePad.

Here's an example of what we're talking about.
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Message from PhonePad [MID:1E5959DF59D734

Q Tell me what you want to do

¥

ignore P Q @ @ "~ Mesting ONLINE ORDER... (= To Manager Yo FRules v Y
<« <« =1 Team Email v/ Done [ send to OneNote

Delete Archive Reply Reply Forward = Move Mark Cat
Junk ¥ [ More v . - i
& Al 3L ) Reply & Delete ¥ Create New « [P Actions v Unread
Delete Respand Quick Steps ] Move T
online on behalf of PhonePad <steve@cybercom-software.com> steve@

703357806B748563C94D3
Message from PhonePa

Phone Message

[MID:1E5959DF59D7389C8EE]

To: steve
Date: 28/02/2024
Time: 12:47:45 PM

Caller: Roxie Berg
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Address Book

PhonePad has its own built-in Address Book for storing all of your contacts. Any caller information you
enter when sending a message will be automatically added to the Address Book if the information
doesn't already exist. You can add entries to the Address Book manually or import them from file.

To access the Address Book, click on the Address Book button on the Home tab of the toolbar, or
select Address Book from the Tools menu.

The Address Book main window will be displayed.

‘B Address Book m| *
Fullname i Lastname o Company ig Add
Mathew Abbott Mathew Abbott Lester Enterprises 181838 — -
Ashlee Abbott Ashlee Abbott Avery Co 8018747 &J |4 Edit
Kaye Abbott Kaye Abbatt Bullock Enterprises 5860522 2 Delste
Tammi Acevedo Tammi Acevedo Castillo Inc 6043750 e
Amold Acevedo  Amold Acevedo Wilkinson Pty Ltd 9054361 (5 ]
Freddie Aceveda Freddie Acevedo Espinoza Emterprises 6998896 = -
Inez Acevedo Inez Acevedo Hendricks and Associates 6277135 @ m
Mallory Acosta Mallary Acosta Riddle and Associates 9670982 -
Natalie Acosta Matalie Acosta Montoya Limited 9546962 e
Miguel Acosta Miguel Acosta Dudley Corporation 5810452 (8 ]
Angela Acosta Angela Acosta Stevenson Corporation 9866973 —
Misty Adams Misty Adams Meclaughlin LLC 6337445 9
Sherri Adams Sherri Adams Summers ne 6859756 ® T Columns
barcella Adams Marcella Adams Berry Company 9143066 =
Pansy Adams Pansy Adams Ashley Enterprises 9492276 0 t: CallFlow
Cheri Adams Cheri Adams Reeves Co 6182083
Concetta Adams Concetta Adams ‘Welch Corp 807658 ME@
Lawrence Adams Lawrence Adams Barron Limited 7423405
Sally Adkins Sally Adkins Petersen Corporation 5338454 @
Tramomia Adlime gmin M Al mae Dama ine Tgﬂm m |a HEIF‘ I

Search for L2 m| inthis column: :Fullname v: é I
afale[ciole[Flau[1]1k[Lm[nTolrlalr]s [T ulvIwx]Y Z]® $=H*
Status: Found 164 entries under Lastname starting with A

1 | The Address Book list is where all of your contacts will appear. You can click a column heading

to sort by that column.
2 | Click to Add a new entry.
3 | Click to Edit the selected entry. You can also double-click on the entry.
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4 | Click to Delete the selected entry.

5 | Click to View the selected entry.

6 | Click to Print all Address Book entries.

7 | Click to Import Address Book entries.

8 | Click to Export all Address Book entries.

9 | Click to delete all Address Book entries. WARNING: This complete delete all Address Book
entries and cannot be undone.

10 | Click to select the columns you want displayed in the Address Book list.

11 | Click to view a complete history of all phone messages and follow up notes for the selected
contact.

12 | Click to open the Address Book settings page in Preferences.

13 | Click to close the Address Book.

14 | Click to display online help.

15 | You can search all Address Book entries using the search facility. Enter search text under the
Search for field.

16 | This is the Search button.

17 | This button clears the search.

18 | Select the column you want to search, then click the Search button.

19 | You can use the letter tabs to view entries that begin with the selected tab.

Some buttons may be disabled, depending on what Address Book access your PhonePad administrator
has given you.

Address Tabs

At the bottom of the Address Book window there is an address tab, similar to what you get with paper
address books.

P e Jc[o]e]F[c[n]1]sk]L]m]n]o]r]efr]s]T]ulv]w]x]¥]Z]

Click a tab from A to Z to view contact names starting with that letter (either the firstname or lastname,
depending on your Address Book settings under View/Preferences/Address Book).
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Click the All tab to view all entries in your Address Book. If you have a lot of entries this may take a few
seconds.

Add an Address Book Entry

To add a new Address book entry (or Caller), click the Add button.

The top part of the screen contains the Caller Information area. The Fullname field is a mandatory field
as it is used by PhonePad to look up caller information.

The rest of the screen contains a number of tabbed pages:

¢ General

e Business

e Postal

e Home

e Map

e Family

e Notes

e Documents

Your PhonePad Administrator can configure which tabs are displayed on this screen, so not all of the
tabs described here may appear.

Caller Information

Fullname This field is mandatory. When you enter a name in the Fullname field it will be
automatically separated into the Firstname, Middlename and Lastname fields. Of
course, you can always edit this fields if you wish.

Job Title You can enter a job title or position in this field.

Company Enter a company name if relevant (you can rename this to something else if it
makes more sense for your business).
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LrUpdate Entry X
|

Caller Information

Fullname: ‘haron Barnett ‘

Company: |Jones Company ‘

S General < 7 Business < [ Postal < % Home < @ Map < &% Family' ) _ B8R @ Help

Title: | v

Firstname: |Aaron ‘

Middlename: ‘ ‘

Lastname: ‘ Barnett ‘

Suffix: ‘

Job Title: | ‘

Date of Birth: Age Now:

Date of Death: I:|

Identification: ‘ ‘ | Load... | | Save... | | Clear...
Contact Type: | v ‘
"| Private Address Book Entry
Best Contact Number: ‘ ‘
Added by: Updated by:
Date: 30/12/2022 7:58:09 AM Date: 30/12/2022 7:58:09 AM

General Tab

Title Select or enter a title, eg. Ms.

Firstname This field is automatically populated when you enter a name in the Fullname field,
but you can also manually enter a Firstname.

Middlename This field is automatically populated when you enter a name in the Fullname field,
but you can also manually enter a Middlename.

Lastname This field is automatically populated when you enter a name in the Fullname field,
but you can also manually enter a Lastname.

Suffix Anything that comes after the name, like Esq.

Job Title Their position title, eg. CEO.

Date of Birth When you select a birth date the Age Now will be automatically calculated.

Age Now This field is automatically populated with the caller's age, based on the Date of
Birth.
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Date of Death It's a bit morbid but your business may need this.

Identification You can enter text in this field that identifies the entry. For example, you could
enter a client number, patient number, etc.

Contact Type Select a Contact Type from the drop-down list. These are added by your
PhonePad administrator.

Best Contact Contacts can have a lot of phone numbers in the Address Book, so this field can
Number contain the best number to contact them on.

Load Use the Load button to load a photo for the contact.

Save Use the Save button to save the photo.

Clear Use the Clear button to clear the photo.

Private Entry When checked, only you will be able to view this entry.

Business Tab

These fields on the Business tab should be self-explanatory.

Company: Janes Inc

[ Add Entry B
Caller Information
Fullname: Michael lones @ Cancel
Job Title:

© Heip
& General (% Business < =1Postal < #f Home < EMap < &k Family - [ Notes
Address 1: 123 First Avenue
Address &
City: Mew York State: NY Postal Code: 10003
Country: Usa '
Telephone: 555 6666 Ext: Alt. Phone:  |355 7777
Fan: Cell/Mobile: |555 8838
Email:

Website:
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Postal Tab

These fields on the Postal should be self explanatory.

[ Add Entry
Caller Information
Fullnarme: Michael Jones
Job Title: |
Company: Jones Inc

ik
1hkg

(2]
==
13
=]

& General & Business - [=1Postal < ff Home < BMap < & Family < [ Notes
Address 1:
Address
City: State: | Postal Code:
Country: .

Home Tab

The fields on the Home should be self explanatory.
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Add Entry
Caller Information

b

Fullnarme: 'Mi:hael Jones
Job Title:
Company: Jones Inc

®
:

(-]
-
11
o

& General i Business < [S1Postal - #f Home < @BMap < &hFamily < [# Notes
Address1: |
Address 2
City: : | State: | Postal Code:
o : | . . .
Telephone: : : Alt. Phone:
Fanz Cell/Mobile:

Email:

Map Tab

The Map tab can show the caller's location using Google Maps based on their Business, Postal or
Home address. You will need to enter an address on the Business, Postal and/or Home tabs before
you can use the Map feature.
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[ Add Entry

=]
Caller Information
Fullnarme: Michael Jones | @ Cancel
Job Title: | | & _pune |
Company: Jones Inc
@ Help

- &hGeneral < ¥ Business < =1Postal < M Home - @HMap < & Family - [ Notes
Use this address: | Business Address v] | Update

e . BRI PR T TP ',‘1:‘ - w
* L o Beard sl Mg - S
= BLACKMAN pior e’ 2 v -

& Plumbirg Supoly
Morthern Bhvd a8
g 2 & Shetp
= IMAGE - Sroeabes el
7 Consignment Shop = Maongolian Hot Pat
] ! fl
fath Ave
Jow's Shanghai
o 2 :L
[ 1 AT R

= Aamada Flushng Oueens

-

L I.'l.lpdnt.::umﬁmﬁa M TemasflUss Repom amap eror

To load the map, select Business Address, Postal Address or Home Address and click the Update
button. It may take up to a minute or so, depending on the speed of your Internet connection.

A marker will show the address. You can zoom and pan the map, just as you can on the Google Maps
website.

When you save the new address book entry the map will be saved in the database as a static image. This
avoids having to load the map each time from Google Maps.

If you want to update the map you can do this at any time by clicking the Update button.

Family Tab

The Family tab allows you to enter a spouse's name and date of birth, as well as the names and dates of
births for up to 6 children. It includes email address and phone numbers for their Spouse.
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r
Update Entry

Caller Information
OK

Fullname: “Aaron Barnett ‘

@ Cancel
Company: |Jone5 Company ‘

S Print
& General = Business [ Postal < # Home < Map - & Family - @ Help
Spouse

X

Date of Birth Age Now

| | JL ]

‘ Work Phone: | ‘

Fullname:

Firstname:

Lastname:

|
|

Middlename: | | Mobile/Cell: | \
|

Email: ’

Children
Date of Birth Age Now

Child 1

|

Child 2: \
Child 3: \
|

|

|

Child 4:

Child 5:

Child 6:

Notes Tab

The Notes tab is divided into 10 tabs which allow you to keep an almost unlimited amount of notes.
The names and colors of the tabs can be customized in System Rules.

Copyright © 2024 Cybercom Software



Address Book Page 247

Update Entry *
Caller Information & or
Fullname:  Mathew Abbott =

| Cancel

Company: :Les‘tef Enterprises

£ Postal - ﬁ' Home @ Mal:.r. £ Faml'ly; Y E.i‘ Notes - E] Documents _
nreNntﬁ. More Motes otes4 " MNotes3 “Notest II'
Notes 1 a

af -
o
$

Documents Tab

On the Documents tab you can store documents for the Address Book entry.
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Updste Entry x
Caller Information
Fullname: | Michael Jones
coma s

_ -Hel

_~ ElPostal < #f Home @ Map < & Family < [ Notes [} Documents - Il =l o ®
s Search
4/11/2021 44252 PM  Form 123A - New Client.pdf Form 123A
+ Add Hx‘ Edit Hx Delete > Open HE| save |

Please refer to Documents for more details.

Buttons
Click the OK button to add the new entry to the Address Book.
Click the Cancel button to cancel the addition.

Click the Print button to print the entry. Here is an example of a print out:
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Caller Details
Firsiname: Michael

Company: Jones Inc.

Business Address

Address 2:
City: New York
Country: UsA

Postal Address
Address 1:

Address 2:
City:
Country:

Home Address
Address 1:

Address 2:
City:
Country:

+

Jhrywainr "z BRO
#

BNY Mellan oy
L]

L
B
k>

Printed at 9:05459 AM on 8052018

h o’

Lasiname: Jones

Address 1: 123 First Avenue

State: NY
Phone: 555 0606

State:

State:
Phone:

™ Cafe Orlia

rphaurt Theatar

itan Famous Foods

u1 E

Postal Code:
CeliMobile:

Postal Code:

Postal Code:
CeliMobile:

gy

o,

Theatre AN 5t Marks '
s B Tl Cafe Mogatke

Abrazo Epreczo W

£ T

Tl T e hm T

kig ay Ize Lream %hop

Uzstete 1 o

Map daiz 22010 3oge 30 111 R T 15 I.JrL..b-E RepanL d risy 21w

&

10003

555 BEBa

B
5
&

=
&

lap

f@{y Flacse Dor't Tel

B

PhonePad &
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Edit an Address Book Entry

To edit an Address Book entry (or Caller), select the entry and click the Edit button, or double-click on
the entry.

The information for adding an Address Book entry also applies to editing (or updating) an Address Book
entry.

Delete an Address Book Entry

To delete an entry, select the entry and click the Delete button.

You will be asked to confirm the deletion.

[ i ——

@ Are you sure you want to delete this entry?

View an Address Book Entry

To view an Address Book entry, select the entry from the list and click the View button. You will not be
able to edit the entry.

Print Address Book Entries

You can print an Address Book entry by editing or viewing the entry and clicking the Print button.

If you want to print the Address Book list, click Print on the Address Book main screen.

Importing Your Contacts

You can import contacts from a CSV file into the PhonePad Address Book. Click the Import button.

Copyright © 2024 Cybercom Software



Address Book

Page 251

‘D Address Book Import

You can import your contacts into Address Book using this import option. The file containing your contacts must |
be in C5V (Comma Separated Value) format.

CSV Impert Details ¥ Import

£ ]

O
&
] x

Import File: | D:\temp\Contacts.csv -~ ® Close

Separator.  |Comma ® [ Enclosed Fields Enclosing Character: _-Double Quotes VI @ Help

The first row in the CSV file must contain valid field names for each column of data.

Mandatory Field Names: Click Here MNeed to change the column field names?
Complete List of Field Names:  Click Here Get the CSV Header Editor
Loaded Contacts
|First Last & Company & Address1 & City G
Aaron Bamett Abbott Company
Aaron Fisher Fisher Enterprises Suite 14, Level 23 MNew York
Aaron Tate
Aaron Wheeler
Lucinda Abbott
Abby Barlow Snyder and Sons
Abby Barlow
Ak Bemele Bemel imm 122 Main Straat Camaiibhara "
< >

& Columns marked with a check mark will be imported. All others will be ignored,
Mo of Columns: 32 Mo of Rows: 6052

The first row of the file you are importing must contain column names.. The column names can be in
any order but some of the columns must match required Address Book fields..

There are links you can click to view the list of Mandatory field names, and a list of all Address Book field

names. If your CSV file doesn't contain the required column names, there is a link for downloading the
CSV Header Editor.

List of All Address Book Field Names
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X

Address Book Field List

FirstName ) II:E Copy I

MiddleMame
LastName
Fullmame

Title

JobTitle

Company

Addressi

Address?

City

State

Postcode

Country

BusinessPhone

BusinessAltPhone

BusinessFax

BusinessMobile

BusinessEmail i

You can take a copy of the list by clicking the Copy button. If your CSV doesn't have the exact field
names you will have to edit the names using a text file editor.

Importing From a CSV File

1. Select a file to import from.

2. The default settings will work with most CSV files. If necessary, select a Separator from the drop-
down list, check the Enclosed Fields check box if needed, and select the Enclosing Character.

3. Click the Load button to load the contacts from the file.

4. Columns that correctly match the field names used by PhonePad will be marked with a green check
mark icon. All other fields will be ignored and won't be imported.

5. Review the data to make sure it is correct, then click the Import button to import your contacts.

\J The Import button will be disabled unless all mandatory fields are present in the CSV file..
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Exporting Your Contacts

If you need to export your Address Book, click the Export button.

et . %]
Export all of your Address Book entries to a file in CSV (Comma Separated Value) format.

|| Select or enter the name of the file you want to export the entries 1o, then click the

Export button.
7]

Export File:
Filemame: DATemp\MyAddressBook.csy -

| —

Enter a folder and filename to export to, then click the Export button.

Deleting All Entries

If you need to start over with your Address Book you can delete the entire Address Book by clicking the
Clear button.

You will be asked to confirm this.

P X ]

Are you sure you want to DELETE
all Address Book entries?

” No |

— i

IMPORTANT: Once you have deleted all entries they cannot be recovered.

Setting the Columns

You can set some of the columns for display in the Address Book list. Click the Columns button.
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| # Fullname & oK

[#] Firstname
[#] Lastname
¥ Company
[ Address 1 8. tisle
7] Address 2
[ City

Il | ] state

|| | ] Postal Code
[Tl Country
¥ Bus Phone
[7] Bus Cell/Mobile
Wl Bus Alt Phone

1

€ B

Select the columns you want displayed. Column g F
positions can be changed by using the up and down i C
buttons, or by dragging and dropping them. E—

To display a column, make sure its check box is checked.

You can change the order of the columns by using the up and down arrow buttons. Alternatively you
can move columns by dragging and dropping them.

Address Book Settings

This is a shortcut to the Address Book settings page in Preferences.

Searching

The Address Book has a built-in search function which is simple to use.

Search for: James £ inthis column: |Firstname A

1. Enter your search text under Search for.

2. Select a column to search from the drop-down list.
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Search for: James £ in this column: h
s |ciofefrc[n]r]sfxfr]m|n]ofr|a|Rr|s|T " name
Company
City
Country
Business Phone
Business Alt Phone
Cell/Maobile Phone -

3. Click the Search button (the small button with the magnifying glass icon).

4. The results will be displayed in the Address Book list.

H

s - :

Fullname Firstname Lastname Company BusPhon |3 Add |
James Castillo James Castillo Bauwer Co 9652239

James Edwards Jlames Edwards Pruitt Inc 3623832
Jarmes Faulkner Jarmes Faulkner Sharp Corp 6611697

James Levine James Levine Thomas Corp 7149541
|James Mccray James Mccray Beasley Inc B948519

James Mills James Mills Lewy Corp 3422887 3 View
James Pickett James Pickett May Inc 5791557

Jarmes Pickett Jarmes Pickett Mecarty Pty Ltd 9114128

James Stafford James Stafford Porter Corporation 9014664

4] T | ¥

RCIEIGEIEIE
T|lo fa) 5
£8|12|5|8£|8

Status: Found 9 entries under Firstname matching “James™.

Search for: James L inthis column: |Firstname '| é

[

e [cole[rFle[n]1]a]k]LImInToT e Q]r]s T ulvw]x]v]zZ] :

Documents

The PhonePad Address Book has a feature that enables you to stored an unlimited number of
documents for each Caller (Address Book entry).
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Update Entry
Caller Information & oK
Fullname: | Michael Jones

Company: :Jones Inc.

e
o
8
*

- Hel
.~ EPostal A Home @D Map &k Family [ Notes [ Documents - Il | i g
# Search ;

41172021 442:52 PM  Form 1234 - New Client.pdf Form 1234

.+ Add | [~/ Edit ||x Delete = Open |[A save |

Add Add a new document.

Edit Edit the selected document.
Delete Delete the selected document.
Open Open the selected document.

Save Save the selected document as an external file.

Documents stored here are only for the selected Caller (Address Book entry). Each Caller has
their own set of documents.
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Adding a Document

To add a new document to the Address Book entry for the selected Caller, click the Add button.

Add Address Book Document *
Filename: DAtempiForm 123A - New Client.pdf —
Document Name; .Cumpleted Form 123A for Michael Jones,

| J ancel
Document Type: .Form 123A v)

. © |@ Help
Description: Form has been completed. :
Keywords: (New Client ) (Jones ©

New Keyword. Form 1234 ﬂ

Filename Select or enter the location and name of the document.

Document Enter a name for the document. By default, the filename will be added but you can replace
Name that text.

Document Select the Document Type from the list of types (these are set up under Lookup List
Type Management). Optional.

DescriptionEnter a description for the document. Optional.
Keywords Enter keywords to make it easier to find the document.

To enter a keyword, type in the New Keyword field, then click the Plus button or press
<enter>.

To remove a keyword, click on the red cross button on the keyword.
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Editing a Document

To edit a document, select it and click the Edit button, or double-click on the document name.

Edit Address Book Document: Form 1234 - Mew Client.pdf *
Filename: Completed Form 123A for Michael Jones, = & OK
Document Name: Form 123A - New Client.pdf @ Cancel
Document Type: .Form 123A v)

. - @ Help
Description: Form has been completed. o
Keywords: (New Client €)) [Jones €

New Keyword: . ﬂ.

Editing a document is pretty much the same as adding a document. You can change the document file,
the Document Name, Document Type, Description and Keywords.

Deleting a Document

To delete a document, select the document and click the Delete button.

You will be asked to confirm the deletion.

Warning )4

1 Are you sure you want to delete this documnent?

|‘l’u|_Nu
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Opening a Document

You can open a document by selecting it from the list and clicking the Open button.

Saving a Document

If you need an external copy of a document, select the document and click the Save button.

You will be prompted to select the location to save the file.

T Save Docurment *

Sovei: | | Documerts v| @& > @~

Date modified Tepe

* Mame
Ne iterns match your search,
Cuick access

|
Desktop

"
Libraries

=
This PC
* £ >
Fetwork
Fibe name: Form 1234 paf v| E

Sarve s hpe: | | Cancel

Searching for Documents

The Document tab in the Address Book provides an easy way to find documents for the selected Caller
(Address Book entry).
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Updete Entry
Caller Information & 0K
Fullname: | Michael Jones '

X
Company: _.Iunes Inc. _

[ Postal < Home < @) Map < & Family < [ Notes - [} Documents 3 K

Mame

1. If the Search panel is closed, click on the + button to open the panel.

2. Select a keyword from the Keywords list.

3. Click the Search button.

Update Entry
Caller Information & oK
Fullmame: .Ml'thael lones .

X
Company: _Jo-nes Ine. |

- Hel
_E1Postal M Home < @ Map < & Family <& Notes - [ Documents Jl= © Help
5 Search '
Search for Keyword: |
Form 1
Jones

5/11/2021 3:04:54 PM | Client Details
51172021 20500 PM |porm 2

Farnily Information

4. The document list will display all documents that have that keyword.

To clear the search results, click the Cancel Search button.
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Update Entry
Caller Information
Fullname: | Michael Jones

Company: .Junes Ing.

) & Postal - :ﬁ-Home . _@Ma:; ; ,'#Farnil:.'- < [# Notes £ Documents
3 Search

Search for Keyword:  Client Details

Mame

5/11/2021 3:04:54 PM  Form 1 Form 123A

Close the Address Book

To close the Address Book click the Close button.
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The System Information windows displays information that can be useful for support staff trying to
diagnose an issue.

Select System Information from the Help menu.

You can click the Copy button to copy these details to the Windows clipboard.

L A KA AT

System Information =
Server Port 12600 |Q oK
Database Engine Version |2.24 Build 3
Encrypted Connection MNo
DATABASE STATISTICS
Address Book 6046 contacts.

Archived Messages 20 messages.
Deleted Messages 10 messages.
Group Folders 8 folders.
Group Users 4 users.
Groups 3 groups.
Inbox Messages 263 messages.
Messages Total £18 messages.
Personal Folders 5 falders.
Public Folders 3 folders,
Rerninders 339 reminders.
Uszers 26 users,

Last Backup 5/01/2017 1:20:06 PM

System Information displays:

Application information
Database information
Database Statistics

User Information
License Details

System information

Anti-virus, anti-spyware and firewall software details
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Control Bar

The Control Bar is a toolbar that appears on your desktop and can be displayed anywhere on the
screen. It will be displayed even when PhonePad is minimized.

The Control Bar gives you quick and easy access to common PhonePad 5 functions while leaving
PhonePad minimized.

PhonePad 5 Control Bar [ x|
QLWCPLOE BT M &k

It features 12 buttons that allow you to access these features:

Inbox Opens PhonePad and displays your Inbox. It also shows the number of unread messages.
Phone Opens a new phone message.
Message

Outgoing Opens a new outgoing message.
Message

Text Opens a new text message.
Message

Reminders Opens the Manage Reminders screen. It also shows the number of due reminders.

Appointment Opens the Appointment Calendar.
Calendar

Address Opens the PhonePad Address Book.
Book

Instant Chat Opens Instant Chat.

To Do List  Opens the To Do List.

WhereRU Opens the WhereRU application.
Settings Opens the Settings window.

Exit Closes ControlBar.
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When hovering the mouse over Control Bar buttons, the buttons will show a hint revealing the name of
the button.

PhonePad 5 Control Bar TaDo List n

el EBIFMEL*E

Control Bar Settings

Click the Settings button to open the Settings window. You can set Control Bar to only show the
buttons you want to see.

Settngs "
Button Display
[ & oK
Select which buttons to show:
€ Cancel
[+] Inbox (] Appointment Calendar
[+] Phone Message (] AddressBook
[+] Qutgoing Message ] Instant Chat
[+] Text Message (] Where RU
[+] Reminders [+] ToDo List
Control Bar Display
Button Size: ILarge V]
Ornentationc  Honzontal ~
Control Bar Opacity
T 100%
Opacity: r .
Alerts
[] Show Unread Messages Alert
[] Show Due Reminders Alert

Inbox When checked, the Inbox button will be displayed on the Control Bar.
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Phone When checked, the Incoming Phone Message button will be displayed on the
Message Control Bar.
Outgoing When checked, the Outgoing Phone Message button will be displayed on the
Message Control Bar.

Text Message

When checked, the Text Message button will be displayed on the Control Bar.

Reminders When checked, the Reminders button will be displayed on the Control Bar.
Appointment | When checked, the Appointment Calendar button will be displayed on the Control
Calendar Bar.

Address Book

When checked, the Address Book button will be displayed on the Control Bar.

Instant Chat

When checked, the Instant Chat button will be displayed on the Control Bar.

WhereRU

When checked, the WhereRU button will be displayed on the Control Bar.

Control Bar

Display

Button Size

You can choose the size of the Control Bar buttons: Small, Medium, Large or
Larger.

Orientation

You can set the orientation to Horizontal or Vertical.

Control Bar

Opacity

Opacity

This control allows you to set the transparency of the Control Bar. When you
change the Opacity you can see the change immediately. When you click the OK
button, the change will be applied to the Control Bar.
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Settings }'C

Button Display
& oK

£ Cancel

elect which buttons to show:

[+] Inbax [+] Appointment Calendar

%

| Phone Message | AddressBook
[~*] Dutgoing Message [~] Instant Chat
| Text Message

] Reminders

)

| Where RU

%

| TaDo List

Control Bar Display - & = — e I
Button Size; il_arge .
: - [ - I
LDnentatlurr Horizontal . i {
; Control Bar Opacity

I

™ 100%
Opacity: [ |
Alerts

Show Unread Messages Alert

Show Due Reminders Alert

QB ol 3
Sortware

Alerts

Show Unread | When checked, the Inbox button will show the number of Unread Messages in the
Messages button hint (it will be green rather than yellow). The button will also flash.
Alert
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rol Bar n

2P0 BE BT M&*E

Show Due When checked, the Reminders button will show the number of Due Reminders in
Reminders the button hint (it will be green rather than yellow). The button will also flash.
Alert

PhonePad 5 Control Bar

QLD

K
= M & 3k &

Launching ControlBar

To launch the Control Bar, select Control Bar from the Tools menu.

You can set the Control Bar to start automatically when PhonePad starts by checking the Launch
Control Bar when PhonePad starts check box under Settings/Preferences/General.
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Preferences *
2 & o
- Toolear Hins
General Po Hint Style: ' ]
pup Hint Style:  EEISEY _ ¥ Apply
i Mew Version Check @ Help
Startup
El Show notification when a new version is available
Maotifications Add-On Launch
04 Launch ControlBar when PhonePad starts
Messages - 1 Activity Logs
E PhonePad maintains a set of logs. If you experience any issues with
M 3 PhonePad, these logs are used to investigate them. Normally this option
essages - can be left unchecked as errors are always logged.
26 [T Activity Logs
Messages - 3
Messages - 4
o
v
Follow Up
Reminders ! :a‘
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Shortcuts

To make it quicker and easier to access some features in PhonePad, a number of shortcuts are available.
Main Screen
<shift> <insert>

<ctrl> <insert>
<alt> <insert>

New Phone Message
New Outgoing Message
New Text Message

Delete Selected Message <delete>
View Selected Message <enter>
View Address Book <F4>

Check Inbox <F5>

Refresh Inbox <shift> <F5>
Refresh User List <F6>

Exit PhonePad

Phone Message Form

<ctrl> <alt> <x>

To <F2>

Date <F3>

Time <F4>

Caller <F5>

Phone <F6>
Company <F7>
Category <F8>

Subject <F9>
Reference <F11>
Message <F12>

Email <shift> <F7>
Custom <shift> <F8>
Date of Birth <shift> <F9>
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Instant Chat

PhonePad 5 includes a simple, easy-to-use instant messaging application designed to operate within
your network.

To open Instant Chat, click the Instant Chat button on the Home tab of the toolbar, or select Instant
Chat from the Tools menu, or click the Instant Chat icon on the status bar.

Starting a Chat

When Instant Chat starts you will be presented with the Users screen.

|
Chat Users
&33 @ Adam
@ Andrew
| @ Jane
@ Jen
| Settings @ Mike
@ Pete
H @ @®  Rikke
@ Samantha
| Exit
About
Help Start Chat Refresh ”

A green status indicator means the user has Instant Chat running and is available. A red status indicator
means the user does not have Instant Chat running and is not available.

To start chatting with someone, select their name from the list and click Start Chat. The chat window
will appear in the bottom right corner of your screen.
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2 Chatting with Andrew () = [ -

Steve: Hey Andrew what's happening? 9

Andrew: Just trying to work out this new protocal.

e 5 Send

300 of 300 chars left.

1 | The title bar of the chat window shows who you are chatting with.

2 | This is the conversation area where all of the chat text appears. The text you send will be blue
and the text you receive will be green.

3 | This is where you enter the text you want to send to the other person.

4 | Click Send to send your text, or just press the <enter> key.

Although you can only chat to one person in the chat window, you can have multiple chat windows
open at the same so you can chat with as many people as you like individually.
Receiving a New Chat

When someone else initiates a chat with you, a new chat window will open and a popup notification will
be displayed.
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Chat Alert

@ Andrew wants to chat.

Ending a Chat

To finish a chat just close the chat window. You will be asked to confirm this (unless you have disabled
this option).

Confirmation

g Closing this window will end the chat. Are you sure you
want to continue?

| Don't show this again Yes ] | No

Click Yes to close the chat or click No to continue the chat. If you don't want these confirmation
messages again check the Don't show this again check box before clicking Yes or No.

If the other person closes the chat window before you, you will receive a notification message from the
system. System messages are always shown in black.
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£2 Chatting with Andrew =)

Steve: How are you?
Andrew: Amazing!

System: Andrew has left the chat.

o Send

L - J 1]
H 300 of 300 chars left.

Once the other party has left the chat you will not be able to send any further text (so you don't end up
talking to yourself).

Settings

Select Settings from the side menu to access the Instant Chat settings.
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-

22 InstantChat: Steve

)

Users

§

Settings

©

Exit

About

@)

Help

Application

[ Confirm chat window close

[] Confirm application close

window close

Confirm chat When checked, you will be asked to confirm closing a chat window.

application
close

Confirm When checked, you will be asked to confirm closing Instant Chat.

Closing Instant Chat

To close Instant Chat (rather than minimizing it), click the Exit button. You will be asked to confirm this

(unless you have disabled

this option).
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Help

22 InstantChat: Steve

Application

[#] Confirm chat window close
[] Confirm application close

-

Confirmation

Q Are you sure you want to close InstantChat?

| Don't show this again Yes || Mo
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Message Alert

If you have access to multiple Inboxes then it can be awkward trying to monitor them all for new
messages. That's where Message Alert comes in.

Message Alert will display a notification message above the system tray area each time one of the
Inboxes you are monitoring receives a new message.

PhonePad 5 Message Alert

There are new messages for the following users:

Adam
Andrew

e O El e i P O M

You can launch Message Alert by selecting Message Alert from the Tools menu. If you don't have
access to other users' Inboxes then the option will be grayed out.

On start up Message Alert will minimize to the system tray/notification area.

Menu

Right-click on the Message Alert icon in the system tray/notification area to access the menu.

Settings...
Show Popup...
About...

am | % @7 il I‘ZI v

Settings Opens the settings window.
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Show Shows the popup notification window.

Popup

About Displays information about MessageAlert, eg. Version Number.
Exit Closes the application.

Setting Up Message Alert

Before you can start using Message Alert you will need to set it up:
1. Launch Message Alert by selecting Message Alert from the Tools menu.

2. Message Alert runs in the system tray/notification area of the Windows toolbar. When Message Alert
starts it will minimize to that area.

3. Right-click on the purple Message Alert icon in the toolbar and select Settings.

Settings...

Show Popup...

4. The Message Alert options window will open.
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PhonePad 5 Message Alert w

You Have Access to These Inboxes

H Save
Select the Inboxes you want notifications for

[# Abigail ey
£ Ay
[# Andrew

[T Barry

[ Bill

[+ George

1 Jen

[# Rachel

Message Checking

Check far messages every seconds

Motification Display

[ Close after seconds

Select the Inboxes You Want to Monitor

This window displays a list of all Inboxes you have access to (your PhonePad Administrator sets this
access).

You Have Access to These Inboxes

Select the Inboxes you want notifications for:

Abigail
1 Amy
Andrew
[C] Barry
Bill
George
] Jen
Rachel

Select which Inboxes you want to receive new message notifications for by checking the check box next
to each name
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Set the Message Checking Frequency

Set how often you want Message Alert to check for new messages. The default is 30 seconds.

Message Checking

-

Check for messages every 30 || seconds

Set the Notification Display

This setting determines how long the new message notification is displayed.

Motification Display

-

[] Close after 10 .| seconds

If you check the Close after x seconds check box, the message notification will automatically close after
the specified number of seconds.

If you leave the Close after x seconds check box unchecked, the message notification window will stay
open until you close it.

Save Your Settings

Click the Save button to save your settings, or click the Cancel button to cancel the changes.

Using Message Alert

When a new message is received in an Inbox you are monitoring, the user's name will appear in the
Message Alert notification window.
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PhonePad 5 Message Alert

There are new messages for the following users:

Adam
Andrew
Jane

You can go directly to the Inbox for that user by clicking their name.

When new messages are read by a user their name will drop off the list.

Starting and Stopping Message Alert Automatically

You can either open and close Message Alert manually via the Tools menu, or you can set PhonePad to
open and close it for you (see Preferences - Message Alert).
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ToDo List

The ToDo List add-on provides a "to-do" list style application that can be used to track tasks that you

need to do. It complements the Follow Up features of PhonePad.

One of the main differences between PhonePad's ToDo List and other "to-do" lists integrates tightly with

PhonePad.

To access the ToDo List, click on the ToDo List button on the Follow Up tab of the toolbar, or select

ToDo List from the Tools menu.

v
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WhereRU

WhereRU provides a simple way for an organization to keep track of their staff. A quick glance at the
screen tells you the availability of everyone in your office. Used in conjunction with PhonePad, you can
pass on information to callers while taking a message for the person they called.

To open WhereRU, click the WhereRU button on the Home tab of the toolbar, or select WhereRU from
the Tools menu.

User Interface

Main Window

The main window of WhereRU features a menu bar, a toolbar, a User Details pane, and a status bar.
There is a splitter between the user list and the User Details pane that can be resized, opened or closed.

3 Proncrod Wherei:sive QT . e

File Tools Help (@)

® ® ® O O O G A td = O

| In e Out  Meeting  Busy Away  Returning Refresh Reset Status  Maintain Status Test Auto Forward  Exit  About

| Status Person Status Text Retumning Comment |
|| @ Abigail a
W Admin o |
| @ Alfred
| @ Amy
® Andrew |
@ Barry
|| @ Fred 0
|| @ George Username:  Jane
sition: CFO
| @ Jen 9 G
‘ @ John Area: Finance
@ Michael Location: Level 12 |
. @ Steve
@ Tony Phomne: 123456
Cell/Mobile: 987654
| Status: MEETING

Status Text:  In a meeting
Returning:
Last Updated:

Comment:

ll| i A r|

9 @ You are IN,

1 | The title bar shows the name of the user logged in.

2 | Menu bar.

3 | Toolbar.

Copyright © 2024 Cybercom Software




WhereRU Page 293

4 | User list.

5 | Status text field, which can be edited directly in the list.

6 | Comments field, which can be edited directly in the list.

7 | User information panel.

8 | Your status.

Toolbar

WhereRU has its own toolbar.

© © © 6 06 0 o 6 o oo
o o0 @ 6 ¢ & =& ¢ 40

Out Meeting Busy Away Returning Refresh Reset Status Maintain Status Text Auto Forward Exit  About

cle

-—

Change your status to IN.

2 | Change your status to OUT.

w

Change your status to MEETING.

4 | Change your status to BUSY.

5 | Change your status to AWAY.

6 | Set the time you will return.

7 | Refresh the user list.

8 | Reset your status.

9 | Maintain status text used by all users. Only accessible to administrators.

10 | Set your Automatic Message Forwarding settings. Administrators can also change these settings
for other users.

11 | Close WhereRU.

12 | Display information about WhereRU.

Menus
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File Menu

Tools Help

In

Out
Meeting
Busy
Away

Returning...
Refresh
Exit

h @O e ¢ ...g

In Change your status to IN.

Out Change your status to OUT.

Meeting | Change your status to MEETING.

Busy Change your status to BUSY.

Away Change your status to AWAY.

Returning | Set the time you will return.

Refresh Refresh the user list.

Exit Close WhereRU.

Tools Menu

Tools | Help

C# Auto Forward...
G Maintain Status Text...
AL Sort Userlist...

Show User Details

Auto Set your Automatic Message Forwarding settings. Administrators can also change these
Forward settings for other users.
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Maintain | Maintain status text used by all users. Only accessible to administrators.

Status

Text

Sort Used to specify the order of users displayed in the user list. Only accessible to
Userlist administrators.

Show User | When checked, the User Details panel will be visible.
Details

Help Menu

Help
© Contents.. F1
O About.

Contents Display help.

About Display information about WhereRU.

Setting Your Status

Setting your current status is easy. Just select your name in the list of users and click the appropriate
status button (In, Out, Meeting, Busy or Away).
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A PhonePad WhereRU: Jane | (B8]

File Tools Help

® 6 ® &6 © G & | s = ©

Out  Meeting  Busy Away  Rewming Refresh ResetStatus  Maintain Status Text Auto Forward Exit  About

|Status Person Status Text Returning Comment |

| @ Abigail

| @ Admin

| @ Alfred |

| @ Amy |

| @ Andrew |

| @ Bamy |

| @ Fred 1

@ George | Username:  Jane
Paosition: CFO

| @ len

| @ John Area: Finance

| @ Michael Location:  Level 12

@ Steve

| @ Tony Phone: 123456
Cell/Mobile: 987654

| Status: IN

Status Text:
Retuming:
Last Updated:
Comment:

< i 3
@ You are IN.

Setting a Return Time

You can specify the time you expect to return. Select your name in the list, then click the Returning
button on the toolbar, or select Returning from the File menu.

C)

Returning

The Time You Will Be Back window will be displayed.

Time You Will Be Back

Returning at:  06:46 PM -
@ Cancel

You can edit the time directly, or you can use the up and down arrows keys on your keyboard to change
the hour, minutes and am/pm. You can also use the up and down arrow buttons of the Returning at
field. Click OK when you have entered a time.
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Fred

@

® George

O Jane 6:46 PM
® Jen

@ John

The time will be displayed next to your name in the user list.

Clearing a Return Time

To clear the return time, right-click on your name and select Clear Return Time from the popup menu.

In

@® Out

@ Meeting
i Busy

@ Away
(® Returning
(B

G

Cg

Clear Return Time

Reset Status for Selected User...

Auto Forward...

Setting Status Text

Pre-defined status text can be added to your status (or another user's status if you're an administrator)
by clicking in the Status Text column and selecting from the drop-down list.

@® George

® Jen F
t Lunc

@ JD_hn Away sick

@® Michael In a meeting

i Ctavea
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Comments

Comments can be entered directly in the user list against your name by clicking in the Comments
column typing in a comment.

ricu

George

In a meeting 2:30 PM Meeting with Dr Anderson,

w
]
® Jlen
@ John

Resetting Your Status

You can reset your status by selecting your name and then clicking the Reset Status button on the
toolbar and selecting Reset Status for Selected User from the menu.

& .

Feset Status

£L. Reset Status for Selected User
£ Reset Status for All Users

Administrators can reset other users' statuses by using the same option. They can also reset the status of
all users at once by clicking the Reset Status button on the toolbar and selecting Reset Status for All
Users from the menu.

& .

Reset Status

LY. Reset Status for Selected User
£2 Reset Status for All Users

User Details

When a user is selected in the user list, their details will be displayed in the User Details panel on the
right side of the main window.
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Username: lane
Position: CFO
Area: Finance

Location: Level 12

Phone: 123456
Cell/Mobile: 987654
Status: MEETING

Status Text:  In a meeting
Retuming: 2:30 PM
Last Updated:

Comment:
Meeting with Dr Anderson.

Maintain Status Text

If you are an administrator you can maintain the status text that is used in WhereRU. Click the Maintain
Status Text button on the toolbar, or select Maintain Status Text from the Tools menu.

>

Maintain Status Text

Use the Add, Edit and Delete keys to manage the status text, then click OK to save your changes.
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Maintain Status Text

At Lunch ®& oK
Away sick

In a meeting

kg

@ Hep

© Add | |G+ Edit | @ Delete | |

Sorting the User List

The user list in WhereRU defaults to alphabetical order. If you are an administrator you can manually
change this order. Select Sort Userlist from the Tools menu.

[ User Sort Order i Ts

Set user sort order by dragging and dropping the order
of each name,
Abigail
Admin
Alfred

Amy

‘ Andrew

i | Bany

Fred

George

lane

len

Johm

Michael
Steve

Tony

Del|o
il g

o
2

L

Order the usernames and by dragging and dropping them. Click OK to save your changes.

You can reset the list back to the default order by clicking the Reset button.
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Automatic Message Forwarding

You can change your Automatic Message Forwarding settings (you can also do this in PhonePad) by
clicking the Auto Forward button on the toolbar, or by selecting Auto Forward from the Tools menu.

=

Auto Forward

If you are an administrator you can change these settings for other users.
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WorkstationConfig

The WorkstationConfig program is used to correct any issues you may have with PhonePad 5
Workstation.

It has 4 tabs:

Server Auto Discovery
Settings
Comms
Support

Server Auto Discovery

7 PhonePad 5 Workstation Configuration - %

Server Auto Discovery  Settings  Comms  Support H Save

Q" If your workstation is unable to find the PhonePad 5 Server =] Exit
ﬁ' an your network, you ¢an use this application to override

the auto-discovery system and manually set the server’s

address.

You will need the IP Address of your Server or Host PC.

@ Enable Auto-Discovery of Server

) Disable Auto-Discovery of Server
Server IP Address:  192.168.0.33

O Use Server Access Key

Server Access Key:

~o~ﬂu

ersion 5.16.0
Copyright © 2016 Cybercom Software. All rights reserved.

These settings are used to override the server auto-discovery system. You would use this in the
following circumstances:

o UDP broadcasts are blocked on your network and so PhonePad is unable to find a server.
e You have a Wide Area Network.
¢ You have more than one PhonePad Server on your network.
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Enable Auto-Discovery of Server

This is the default setting. PhonePad will try to locate a PhonePad Server on your network and establish
a connection.

Disable Auto-Discovery of Server

If PhonePad is unable to locate a PhonePad Server on your network, and you have checked to make sure
the server is running, then you may need to turn Auto-Discovery off and specify the IP Address of the
Server.

There is a downside to using this method. If the Server's IP Address changes then the IP Address you
entered here will no longer be valid. This means you will have connection problems again until you
enter the Server's new IP Address.

If the Server's IP Address is likely to change, you are better off using the Server Access Key option
instead of just disabling Auto-Discovery.
Use Server Access Key

This option also disables Auto-Discovery. Instead of specifying the Server's IP Address, it uses a Server
Access Key to find out the Server's IP Address.

The way this works is that your PhonePad Administrator creates a Server Access Key on the Server using
Control Center. They then give you this Access Key to enter under Server Access Key. Your PhonePad
Server will regularly contact the Server Access Key system on our web server, updating its IP Address.
When you start PhonePad it uses the Server Access Key to retrieve the Server's IP Address from the
Server Access Key system using the Server Access Key.

In order for this to work, PhonePad needs to be able to access our web server via the Internet.

Settings
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;-

7 Phonefad 5 Workstation Configuration - ¥
Server Auto Discovery  Settings  Comms  Support H Save
Auto Login W Activity Logs = Exit
Disable Auto Login Log Retention: 30 days
[ Override
Connection Settings
Connection Timeout: 30 seconds
Remote Timeout: 30 seconds
Remote Read Size: 5000 TOWS

] Wait for network connection on startup
1 1 1 ] 1 1 1 ] [} [}

Remote Compression: |
0 9

Reconmection retries: 20

Message Polling
[ Use Message Paliing

ersion 5.16.0

Copyright © 2016 Cybercom Software. All rights reserved.

Disable Auto
Login

Click this button to disable Auto Login for the logged in user.

Override

When checked, Auto Login is disabled.

Activity Logs

When checked, the workstation will produce activity logs. It is recommended
you leave this option checked.

Log Retention

Specifies the number of days logs will be kept for. Any logs older than the set
period will be automatically deleted. The default is 30 days.

Connection
Timeout

Specifies how long PhonePad will wait to establish a connection.

Remote Timeout

Specifies how long PhonePad waits for a response from the server after a
connection has been established.

Remote Read Size

Specifies how much data should be read for each data request.

Wait for Network
Connection on
Startup

When checked, PhonePad will wait for a network connection to become
available before attempting to connect to the server.
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Remote Determines whether or not data exchanged between the workstation and
Compression server is compressed or not, and the level of compress used. The default is 0.
Reconnection Specifies the number of times PhonePad should try to establish a connection
Retries with the server when the connection times out on initial connection.
Use Message When checked, PhonePad will poll the server checking for new messages. This
Polling option will override the Message Notification Service and can adversely affect
performance.
Comms
L Phonefad 5 Workstation Configuration - %
= Server Auto Discovery  Settings  Comms  Support H Save

Qﬁ Notifications Port: 12601 5 Exit

Do not change these settings unless absolutely necessary.

ersion 5.16.0

Copyright © 2016 Cybercom Software. All rights reserved.

Notifications Port | This is the port used by PhonePad for notifications sent from the server. The
default is 12601 and it should be left at this value.

Support
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7 Phonead 5 Workstation Configuration - %
E' 'I II Server Auto Discovery  Settings  Comms  Support H save
Q* These settings are used to diagnose issues with PhonePad =] Exit

and should normally be left unchecked.
Diagnostics

[J Use Diagnostics

Remote Tracing (for debugging purposes)

[ Remote Trace
Warning: Can adversely impact system performance.

Do not leave this option activated for more than 30 minutes
and only when requested by Support staff.

Service Control

ersion 5.16.0
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Use Diagnostics When checked, the workstation will add detailed information to activity logs.
It is recommended you leave this option unchecked unless asked to turn it on
by Support.

Remote Trace This option is used to trace communication between a workstation and the

server. It is strongly recommended you leave this option unchecked as it can
severely impact application responsiveness and is only intended to be used for
very short periods.

Service Control Allows an administration to restart PhonePad services running on the Server or
Host PC from any workstation.
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Workstation Service Center

This application is used to control the PhonePad Windows services installed on a workstation. It is
similar to the Control Center on the Server.

Currently there is only one PhonePad service running on workstations and you should normally never
need to use this application.

To start Workstation Service Center, you need to right-click on it and select Run as Administrator
from the popup menu (this is required by Windows because the application has to run with “elevated
access".

% PhonePad 5 Workstation Senace Center - e
Manage the Workstation Notifications Service. Exit
Install Install the service.
Start Start the service.

Stop Stop the service.

Uninstall | Uninstall the service. A

Logs View Server logs.

Service Status: @ Service is installed and running.

version 5.0.0
Copyright © 2020 Cybercom Software. &l rights reserved.
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Example Scenarios

This section covers examples on how PhonePad can be set up for different types of offices. More
examples will be added in the future.

Setting Up a Common Inbox

If you want an Inbox that is easily accessible by all users, there are a couple of ways you can set this up.

A. Disabled User Account

The first method is to use a disabled user account:

Select User Management from the Admin menu.

Add a new user, eg. Sales.

Uncheck the Login Enabled check box.

Select a user from the list of users and click the Access button.
Give the user access to the new user account you created.
Repeat steps 3 to 4 for each user.

oV A WN =

You can grant the selected user access to the folders of other users. The

selected user will be able to access the folders as if they were that person.

Users

Hel
Amy Sl Sales's Folders

Andrew
Angelina Select the folders to access:
Barmry ! ¥ Inbox

Bill

Bozo

David

Frank

Fred

Jane

Mark

Oscar

Peter

Rachel

Rikke

|Tnn1.r -

11

The new user will appear in the user list for each user.
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= Inbox for Sales

Abigail 24 14 H Search
Amy 1 ]

Andrew 58 40 e e
Barry 3 2 =
Bozo 5 4

Frank ] ]

Rachel 1] 1]

Steve 45 28

When logging phone messages simply send them to the user you created. All users will be able to
access the messages from that Inbox via the user list (as shown above).

B. Group Inbox

The second method is to create a Group Inbox:

1. Select Groups from the Admin menu.
2. Click Add to add a new group (or select an existing group and click Edit).
3. Select Use a Group Inbox for receiving messages.

m

Group Name:  Sales | 1@ oK

Description: .Sales Department

1 Allow Group members to receive messages

@ Use a Group Inbox for receiving messages
' None

4. Click OK.

The Group Inbox will appear in the user list for each group member, usually at the top. Group Inboxes
are always in uppercase and are prefixed with a #.
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=, Inbox for Steve

#SALES 1 0 # Search

Abigail 24 14 D

Amy 1 0

Andrew 58 40 =AW 64

Barry 3 = 64

Bozo 5

Frank 0 E " - 63

Rachel 0 = & 263

(1§, v 62
;B ‘. W 62
(=0 & w62
&= & 26l
=S 61
2B e
=x-
1= L 3L 60

When logging phone messages, address them to the Group you created. Users will then be able to
access the Group Inbox via the user list (as shown above).

The added advantage of using groups is that you can set up Group Inboxes for different areas within
your organization. For example, auto details may want to set one up for Sales and another one up for
Service.

When you click the OK button, PhonePad will create a Group Inbox and all group members will
automatically be given access to it.

PhonePad for Answering Services

We often get asked if PhonePad can be used by an answering service. This is how many answering
services use PhonePad 5 to manage their calls (this will need to be done by a PhonePad 5 administrator).

Step 1: Create a User Account for Each Client
1. Select User Management from the Admin menu.

2. Add a new user, eg. John_Smith.
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3. Uncheck the Login Enabled check box.

4. Select your username from the list of users and click the Access button.

5. Give yourself access to the new user account you created.

6. Repeat steps 3 to 4 for each user.

Step 2: How to Use It

When logging phone messages simply send them to the relevant client you created.

The client's names will appear in your user list. You can access each client's messages by selecting their
name from the user list.

When you have passed on a message onto a client, select the message and click the Mark as
Completed button.

You could use MessageSender to automatically forward client's messages to an email address or
their cell/mobile phone.
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Connecting Remotely Over the Internet

With PhonePad Remote you can connect and login to PhonePad in the office no matter where you are.
All you need is a Windows desktop computer or laptop and an Internet connection.

Server/Host PC

L
Internet _-_

[ w-__ —

— Router

Remote Users
Office Users

Before you can start connecting remotely there are some things that need to be done:

e Your PhonePad Administrator has to enable remote connections in PhonePad, and configure your
router to allow the connections.

¢ You will need a Remote Access Code from your PhonePad Administrator.

e PhonePad 5 Workstation should be installed on the computer you will be using to connect
remotely.

Once that's all be done, run PhonePad Remote on your remote computer.

1. Enter your Remote Access Code.
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PhonePad

Remote

Remote Access Code; ABB51B81CBOTEEFCBGOS

Version 5.0.0

Copynght @ 2016 Cybercom Software. All nghts reserved.

2. Click the Connect button
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PhonePad

Remote

Remote Access Code; ABB51B81CBOTEEFCBGOS

Verifying access code..

P Addre
Public IP Address is 124.171.82.
Connecting to the PhonePad Server at 124.171.82.3 --
Established connection with the PhonePad Server.
Checking for updates...
Starting PhonePad..

Version 5.0.0

Copynght @ 2016 Cybercom Software. All nghts reserved.

3. PhonePad Remote will attempt to connect to the PhonePad 5 Server in your office. If all goes well
you should be presented with the PhonePad 5 login window.

PhonePad 5 Login ﬁ

9 Username: .Peteri

Password: esssssss @ Cancel

1forgot my password

4. Login as you normally would. You will then be able to use PhonePad the same as you would when
you are in the office.

PhonePad Remote will only be as fast as your Internet connection. If you have a slow connection
then you should avoid using any features in PhonePad 5 that may take a long time to execute.
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Updating PhonePad

PhonePad 5 includes an easy way to update your software to the latest version whenever one is released.
Instead of going to the PhonePad website to look for updates, you can check from within PhonePad.

There are basically 3 types of updates in PhonePad 5:
e Server Updates

e Workstation Updates
e Database Updates

Server Updates

A server update includes updates to the server itself, support applications (eg. Database Restore), and
documentation (help files, user guides, etc.).

These updates are handled by the application updates.
Workstation Updates

This includes updates to the PhonePad workstation applications (PhonePad5.exe, PhonePad5Run.exe,
InstantChat.exe and WhereRU.exe) as well as documentation (help files, user guides, etc.).

These updates are handled by the application updates.
Database Updates

Database updates are changes to your PhonePad 5 database. These include altering your database to fix
problems or adding new features.

These updates are handled by the application updates.

Iﬁl_ IMPORTANT WARNING: Unless you want to start with a new blank database, do not try
updating PhonePad by downloading the latest full server installer from the website. It is
designed for fresh, clean installs not updates. You need to download updates using the
Application Updates feature, or by downloading updates from your account at
www.myphonepad.com.

If you use the full server installer to update your Server or Host PC it will delete your existing
PhonePad database.
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How Updating Works

PhonePad 5 has a built-in update system that makes it easy to update your Server or Host PC and each
workstation.

9 Update downloads to
Server or Host PC

. ' e Admin runs update
@ installer.
‘ e Database updated.
e Workstations updated

by PhonePad loader, @

'o Update downloads tu
o PhonePad connects Server ar Host PC

with web server to
check for updates,
__ =X

When you install an update on your Server or Host PC, each workstation will be automatically updated
the next time the user logs in. No more walking around to each computer and installing an update
manually - it's all done for you.

Your PhonePad database will be analyzed and updated to the latest version of the database.

Installing Server Updates

All PhonePad 5 updates are done in the form of server updates. These are always done on the Server or
Host PC.

Select Server Updates from the System Admin menu, or click the Server Updates button on the
System Admin tab.
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Server Updates b4
Automatic Server Updates
© oK
B Automatically update PhonePad when new versions are released
- @ Cancel
Server Update Check
There is an update available!
Your Version: 5.16.2
New Version: 5.21.0
Update Name; Phonefad 5.21.0 Server Update
Release Date: 14/06/2017
For detailed information: Click here
Login to My PhonePad to download
=]
=]
@2 Check for Update !"ﬂ
Iy

Automatic Server Updates

Check the Automatically update PhonePad when new versions are released checkbox to install
server updates whenever they are released. They will then be propagated out to the workstations when
users start PhonePad.

Set a time each day for PhonePad to check for new versions. Whenever one is found it will be
automatically installed.

For Automatic Server Updates to work the ServerAutoUpdates service must be installed on the Server
or Host PC.

Server Update Check

You can manually check for new versions at any time by clicking the Check for Update button. If there
is one available, the details will be displayed. If you don't want to use automatic updates then you can
login to your MyPhonePad account to download it. Remember, it must be downloaded to and installed
on your Server or Host PC.
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Updating PhonePad from My PhonePad

Login to your My PhonePad account at www.myphonepad.com.

1. Select My Downloads.

22 MyPhonePad - My Downloads

Welcome Steve.
b

— My Downloads I

PhonePad Downloads ’

Company Details o .
This is where you can download the latesl’on of PhonePad and related software, or an earlier
e — version if you need it. Click on the link for version you want to download, or right-click and
select Save As (or Save Target As).

Login Account Version “uild Released Download Link
License Information PhonePad 5.9.0 Server Update 1590 | 2016-07-12 Click to download m
PhonePad 5.9.0 Server Setup 5.9.0 2016-07-12 li nl |
My Downloads PhonePad 5.9.0 Workstation Setup 5.9.0 2016-07-12 li wnl T
PhonePad 5.8.3 Server Setup 583 2016-06-24 li il
Support PhonePad 5.8.3 Server Update 483 2016-06-24 Click to download
Log Me Out PhonePad 5.8.3 Workstation Setup 5.8.3 2016-06-24 Click to download
PhanaPad & & 7 Servar lIndata 5R7 IMA-NR-1R Clirk tn dewnload

2. The latest version will appear at the top of the list.
3. Select the latest Server Update and click the Click to Download link.

4. Save the download and run it on your Server or Host PC.

With each release there are 3 setup programs:

Server Update eg. PhonePad 5.9.0 This setup program is used to update your PhonePad 5 Server
Server Update and PhonePad 5 Workstation to the specific version.

Server Setup eg. PhonePad 5.9.0  This setup program is used for new installations of the
Server Setup PhonePad 5 Server on your Server or Host PC.

Caution: If you run it on a Server or Host PC that already has
PhonePad 5 Server installed, it will overwrite your existing
PhonePad 5 database.

Workstation eg. PhonePad 5.9.0  This setup program is used to install PhonePad 5 Workstation
Setup Workstation Setup ~ on a new computer.
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It should not be used to update a workstation, unless you
really want a fresh install.

Update Notifications

In addition to being able to check for new versions of PhonePad manually, administrators will get a
popup notification in the system tray when a new version is available for download.

MNew Version Available

| | A new version of PhonePad is available.

Update

Clicking the Update link will take you to the Server Updates screen.
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Troubleshooting Problems

These are the most common problems users have experienced.

Startup Problems

This section describes some of the most common start up errors.

Login Validation Error

If this error appears when starting PhonePad, it's usually an indication that your database configuration
file has been damaged.

Server Login Error =

Error

PhonePad was unable to validate login information with your PhonePad 5 Server.

Cause
This can happen for one of these reasons:
& There is no database for the Server to connect to.
€ Your database configuration file is damaged.
Solution
(1) Make sure your PhonePad 5 database exists on your Server or Host PC.
{2) Run Config Restore on your Server or Host PC and restore your configuration from a recent backup.
(3) If you still get an emror then contact Cybercom Software Support.

A damaged configuration file can be caused by:

A Operating System issue.

A hardware issue or fault.

The Server or Host PC is powered down without going through the normal Windows shutdown
process.

The Server or Host PC crashes.

e Power surges or lightning strikes.

The PhonePad 5 Server automatically backs up your database configuration file on a daily basis, so if
you do get this error you can quickly restore a backed up configuration file (provided that is not
damaged as well).
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Windows Startup

If you have PhonePad configured to start automatically when Windows starts, in some cases PhonePad

may not be able to establish a connection with the Server or Host PC.

Sometimes it can take a few seconds or more for the workstation's network adapter to connect to your
network. If this happens then PhonePad will be unable to locate your PhonePad 5 Server will probably

display a connection error or may just sit there in a state of limbo.

To resolve this, you can configure PhonePad to wait until a network connection is available:

1. Go to the PhonePad 5 folder on your workstation.
2. Run Workstation Config.

3. Select the Settings tab.

7 Phoneirad 5 Workstation Configuration

Server Auto Discovery  Settings  Comms  Support

Q-. Auto Login W1 Activity Logs
a Disable Auto Login

Log Retention: 301> days

[ Override

Connection Settings
Connection Timeout: 30 seconds
Remaote Timeout: 30 seconds
Remote Read Size: 5000 FOWS

[ Wait for network connection on startup
i [ L i [ | |
Remote Compression: |

0 9
Reconnection retries; 20 -
Message Polling
] Use Message Polling
ersion 5.16.0

Copyright © 2016 Cybercom Software. All rights reserved.

H save
=] Exit

4. Check the Wait for network connection on startup check box.

5. Click Save.
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When you start PhonePad now you will see that it waits for a network connection before proceeding.

PhonePad 5 B

3 - Waiting for network connection.....
- Ethernet network connection | ilable.
- Connecting to the PhonePad Server at 192,

14 - Established connection with the PhonePad 5
- Checking for updates...

Cancel

Version 5.23.0

Freezing on Startup

If PhonePad freezes when starting it on your workstation, the most common cause is anti-virus software
(or anti-malware, anti-spyware, etc.). This can happen in the following situations:

¢ You have installed PhonePad for the first time.
¢ You have updated PhonePad to a new version.
e Your anti-virus software has been updated.

Check your anti-virus software to make sure it is configured to allow PhonePad to run, and that it does
not perform any type of real-time scanning of PhonePad. Unfortunately we cannot offer advice or

instructions on how to do this as there are dozens of anti-virus products available, and their interfaces
change frequently.

You may need to do these checks on both your workstation(s) and Server or Host PC.

Connection Issues

If PhonePad has trouble connecting to the PhonePad 5 Server, there is a program in the PhonePad 5
Server folder on your Server or Host PC called Process Monitor. You can use Process Monitor to check
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to make sure that PhonePad 5 Server has the appropriate ports open, which are: 12600, 12601, 12602,
12603 and 15350.

Run ProcessMonitor. You should see the following screen.

4% PhonePad 5 Process Monitor - *
Process 1D Local Address Local Port  Protocol | Status
PhonePadSServerexe 14220 JUPITER2 12600 TCP Listen
PhonePadSServerexe 14220 192.168.0.2 12601 TCP Listen
PhonePadSServerexe 14220 192.168.0.2 12602 TCP Listen
PhonePadSServerexe 14220 192.168.0.2 12603 TCP Listen
PhonePadSServerexe 14220 JUPITER2 15350 upp

When PhonePad 5 Server is running you should see similar results. If course, the process ID and Local
Address will be different, but the Local Ports and Protocols should be the same.

If port 12600 is not displayed then there is a problem with the port.
1. Try stopping and starting the PhonePad 5 Server using Control Center to see if that resolves it.
2. Check to make sure there are no firewalls blocking the connection.

3. Check your anti-virus/anti-malware/anti-spyware software to see if that is blocking the connection.

Process Monitor can also be started from the Control Center. Just select PhonePad Server and
then click the Processes button.

1/0 Error 103

If you get this error when starting or using PhonePad 5, it is a Windows permissions problem, ie. you
don't have sufficient access rights to specific folders on your workstation.
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PhonePad often needs to be able to write to these folders so that it can automatically install updates
and record log events.

Fortunately this is easily fixed, although you will need to login as a Windows administrator on the
workstations getting this error.

What you need to do is set the user permissions to at least Modify for the following folders:
e C:\PhonePad5
e C:\ProgramData\Cybercom Software\PhonePad5

On many computers the C:\ProgramData folder is hidden by default by Windows. In that case you may
need to type the path in on Windows Explorer's address bar.

These are the permissions that need to be set for both folders:
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K Permissions for PhonePad5 -]

Sacunty

Authentcated Users
T EYETEN
B2 Administrators (JUPITERZ\Administrators)
B Users (JUPITERZ\Users)

Permmissions for Authenticated
Users Allow Deny
__Full contral Il o
| Modiy 72 1o [
Read & execule Cal "0 |5
List folder contents v ]
Read 4 [
L . -
m ntrol @n NS SIgN

| Permissions for PhonePad5
Secunty
Objectname:  C\PhonePads
Group or user names:
B purthenticated Users
2. SYSTEM
L Administrators (JUPITE inistrators)
ers
| Add. || Remove |
Permissions for Users HAllow Deny
k Full contral | A
| [T Woddy @ B L
~Read & execute _ 0 (3
List folder contents o B
o Read 4 [
m ntrol @n g 3i0n
[ ok J[ cancel [[ Ay ]
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Checking Windows Permissions

You can easily check to see if your PhonePad folders and files have the correct permissions by
downloading and running the PermissionsCheck application on your Server or Host PC, and your
workstations.

. PhonePad 5 Permissions Check ="
Use this application to check the Windows permissions for PhonePad 5 folders and files on your
Server/Host PC and workstations. [}

Print

| Workstation Files . Workstation Folders < Server Folders

All listed files should be set to Medify access for Authenticated Users. In some cases, Users may

J also need the same level of aceess.
File Authenticated Users  Users =
| CA\PhonePadS\InstantChat.exe Modify Read
ChiPhonePad3yibeay32.dll Modify Read
CAPhonePads\Messagedlert.exe Modify Read
Ch\PhonePad 5\ PhonePadSFirewall Rule.exe Modify Read
| Ch\PhonePad 5\ PhonePadSAdminGuide.chm Modify Read =
CAPhonePads\PhonePadSAdminGuide.epub Modify Read
Ch\PhonePad S\ PhonePadSAdminGuide, pdf Modify Read
CAPhonePad 5\ PhonePadSUserGuide.chm Modify Read
CAPhonePad 5\PhonePadSUserGuide.epub Modify Read
C\PhonePad5\ PhonePadSUserGuide.pdf Modify Read
C\PhonePad5\PhonePads.exe Modify Read
CAPhonePad5\ PhonePadSRemote.exe Modify Read
ChPhonePad 5\ PhonePadSRunexe Modify Read -

Permission checks have been completed.

ght & 2016 Cybercom are. All rights

Any potential access rights problems will be show in red.

You can download it here.

Speed Issues

If you're experiencing performance problems with PhonePad 5 then there are a number of things that
can cause this
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Anti-Virus and Anti-Spyware Software

Anti-virus and anti-spyware can severely impact the performance of PhonePad 5. Read more about this
in the section entitled Anti-Virus, Anti-Spyware and Other Security Software in the Other
Information section of the Admin Guide.

Network Connectivity

If your network experiences connectivity issues like dropouts, loss of data packets, etc. this can
significantly impact performance.

Loss of data packets will cause the data has to be resent, and this will be repeated until the complete
packets are received at the other end.

Connectivity drop outs will trigger PhonePad to attempt to re-establish the connection. This takes time.
Frequent dropouts will definitely slow things down.

You can check if there have been connection problems:
1. Select System Logs from the System Admin menu,
2. Click the System Events tab.

3. The following example screenshot shows that there were some network problems that caused
loss of connection between the workstation and server.
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) System Log - System Events )
|Log Date Category Function Name Error Code  Description |
24,/09/2016 5:36 pm Error Reconnect Session [.} 1107 The session ID 4 is no longer present on the senver
24/09/2016 5:32 pm Error Reconnect Session 1107 The session ID 4 is no longer present on the server
24/09/2016 5:31 pm Error Reconnect Session 1107 The session ID 4 is no longer present on the server
[4] i 3

A 2 Information @ Errors S Refresh l [-g- Print l [@ Close J

High Network Traffic

If your network is congested with activity this can also affect the speed of PhonePad. While you may be
able to open documents over your network without much delay, keep in mind that PhonePad is a
networked based data application that can access a lot of data within a short amount of time, so in some
way it can be more sensitive to high levels of network traffic.

Heavy Server Load

An overworked Server can definitely affect the performance of any database-based system. A high
number of users, high memory usage, and excessive disk activity can all reduce performance.

If you have a Host PC instead of a dedicated server, high amounts of processing on the Host PC can also
affect the response time.
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Connection Issues

If PhonePad has trouble connecting to the PhonePad 5 Server, there is a program in the PhonePad 5
Server folder on your Server or Host PC called Process Monitor. You can use Process Monitor to check
to make sure that PhonePad 5 Server has the appropriate ports open, which are: 12600, 12602, 12603
and 15350.

Run ProcessMonitor. You should see the following screen.

L7, PhonePad 5 Process Monitor - *
Process 1D Local Address Local Port  Protocol | Status
PhonePadSServerexe 14220 JUPITER2 12600 TCP Listen
PhonePadSServerexe 14220 192.168.0.2 12601 TCP Listen
PhonePad5Serverexe 14220 192.168.0.2 12602 TCP Listen
PhonePad5Serverexe 14220 192.168.0.2 12603 TCP Listen
PhonePad5%erverexe 14220 JUPITER2 15350 upp

When PhonePad 5 Server is running you should see similar results. If course, the process ID and Local
Address will be different, but the Local Ports and Protocols should be the same.

If port 12600 is not displayed then there is a problem with the port.
1. Try stopping and starting the PhonePad 5 Server using Control Center to see if that resolves it.
2. Check to make sure there are no firewalls blocking the connection.

3. Check your anti-virus/anti-malware/anti-spyware software to see if that is blocking the connection.

Q Process Monitor can also be started from the Control Center. Just select PhonePad Server and
then click the Processes button.
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Support

We have been supporting our products for over 20 years.

If you have any problems with downloading, installing, configuring or using PhonePad 5 please contact
us instead of your normal IT support provider. As good as your IT people are, we know PhonePad better
and can probably pinpoint the problem and fix it a lot faster.

Please visit the Support page for information on support options: https://www.cybercom-
software.com/support
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Update Plan

Developing software is a time consuming and expensive business. So that we can continue to develop
PhonePad and provide more frequent releases, we have annual Update plans. An Update Plan provides
you with all major and minor updates that are release during the period of the Update Plan. A 12 month
update plan is provided with your purchase of PhonePad 5. After 12 months you have the option of
renewing your update plan. PhonePad will continue to work regardless of whether or not you renew
your update plan.

To check your Update Plan, select Update Plan from the Help menu.

In the first example it shows a current Update Plan that doesn't expire until the date shown.

Update Plan x

Update Plan: CURRENT
Plan Mumber.  SP-357C25-D2E805

Expiry Date: 31/07/2020

Your Update Plan is current and does not expire until
31/07/2020.

Renew J | Close

In the next example the Update Plan has expired.

Update Plan *

Update Plan: EXPIEED
Plan Mumber.  SP-357C25-D2E805
Expiry Date; 10/10/2018

Your Update Plan expired on 10/10/2018. PhonePad will

continue to work but you will not be able to install any
updates unless you renew your plan.

k Renew J | Close
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The Update Plan can be renewed at any time, either while your plan is current or when it has expired. If
you renew your Update Plan while it is still current you will get a full 12 months added on to the end of
your plan's expiry date, so you don't lose anything by renewing early.

If you are in the Trial period you will be on the Trial Update Plan. You are still eligible to updates during
this period.

Update Plan X

Update Plan: TRIAL
Plan Number.  N/A
Expiry Date; N/A

You are entitled to updates during your trial period.
Please contact support@cybercom-software.com and
request a link to the latest version.

Renew Close

Renewing Your Update Plan

1. When you're ready to renew your Update Plan, click the Renew button.

Update Plan "

Update Plan: EXFIRED
Flan Number:  UP-8157EB-F2C15A

Expiry Date; 3/11/2019

Your Update Plan expighifon 5/11,/2019. PhonePad will
continue to work bu will not be able to install any

Renew | | Refresh | | Close |

2. The Update Plan Renewal window will be displayed.

Copyright © 2024 Cybercom Software




PhonePad 5 User Guide Page 344

Update Plan Renewal

Click the Renew button to go :
E update plan. If you have already renewe n enter

Update Plan Number and click the Activate button.

Y
]
b

b

Activate

Client Number: CB46269
Serial Number. P5-1234-5678-9012-3456

Update Plan Number: | UP-56C797-878DE4

3. Click the Renew button on this screen. You will be taken to the Update Plan Renewal website.

"
' Cybercom

Software

Update Plan Renewal

Renew your Update Plan today for another 12 months and continue te receive major updates and minor updates.

Client Number: C846269

Company: Fluffy Rabbit Corparation
Serial Number: P5-1234-5678-9012-3456
Mo of Users: 5

Price: $29.00

Your IP Address is 124.180.203.185

3 PayPal SECURED BY, Safe and secure
g 6 positive online ordering
&
(COMOD D
SECURE

MOTE: Prices shown are in US dollars,

4. Your details will be automatically filled in and the renewal amount for 12 months will be calculated.
5. Click the Renew Now button to pay for the renewal and follow the prompts.

6. Once your payment has been processed you will receive an email containing your Update Plan
Number.
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7. Enter the Update Plan Number and click the Activate button. PhonePad will be updated with the
new Update Plan.

Refreshing Your Update Plan

If you have renewed your Update Plan and haven't received an email from us, or you believe your
Update Plan details aren't correct, you can click the Refresh button to retrieve your Update Plan details
from our system and update your PhonePad database.

Update Plan x

Update Plan: EXFIRED
Plan Number: UP-8157EB-F2C15A

Expiry Date: 3/11/2019

Your Update Plan expired on 5/11,/2019. PhonePad will
continue to work but you will not be able to install any
updates unless you renew your plan.

Renew | | Refresh Close

Update Plan x

Update Plan; CURRENT
Plan Number:  UP-8157EB-F2C15A

Expiry Date: 3M11/2020

Your Update Plan is current and does not expire until
5/11/2020.
Renew | l Refresh ‘ | Close
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Anti-virus 264

I n d ex Anti-Virus and Anti-Spyware Software 335

anti-virus software 330
Application information 264

" Application minimizes when X button clicked 203
- - Application Updates 326
"o-do" list 290 Archive Messages 35
Attachment 109
Auto Forward 294, 301
- < - auto-discover 16, 19
Automatic Message Forwarding 30, 35, 106, 228,
<alt> 111, 161 293, 294, 301
automatically forward client's m 314
- A - Automatically Marking Messages for Follow Up
172
AtoZ 239 Automat?cally refresh Follow Up Notes 216
About 31 Aut(.)ma'tnlcally set follow ups 170
Access 312 Availability 234
access rights 334
Access the PhonePad Address Book 28 - B -
Accessing a Group Folder 158
Accessing a Personal Folder 149 Basic 36, 53
Accessing a Public Folder 154 built-in update system 323
Activate 343 Button Size 267
Activity Logs 202
Add a Follow Up Note 172 - C -
Add Follow Up note 30
Add New Caller 69 cal 191
Add Reminder 30 Call History 186, 187
Adding a Document 257 Caller ID 30, 182, 188, 189, 220
Adding a Group Folder 156 Caller ID hardware 187
Adding a Personal Folder 147 Caller ID Service 183
Adding a Public Folder 152 Caller ID Settings 30, 189
Adding a Sub-Folder 159 Caller Information 36, 39, 51, 185, 190, 208
Address Book 35, 44, 71, 219, 238, 239, 254 Caller Notes 60
Address Book settings 254 CallerID.com 186
Address Tabs 239 CallerlD.com. 182
Address Type 69 CallFlow 36, 238
Admin Guide 31, 38 calls received 191
administrator access 126 CAPS LOCK 24
Advanced 36, 53, 54 Category 44
alert window 205 Change PhonePad 30
Alltab 239 Change read message color when follow up has been
announcement 224 completed 216
answering service 314 change the order of columns 45
answering services 314 change the width of columns 46
anti-spyware 264 Change to Personal Folder 155
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Change to Public Folder 150

Changing a Personal Folder to a Public Folder
Changing a Public Folder to a Personal Folder
Changing Your PhonePad Password 200
Check for new messages 28

Check Inbox 33

Checking Windows Permissions 334
Clear 253

Clear Return Time 297

close the chat window 278

Closing Instant Chat 280

Color Coding 48

Columns 44, 253

columns displayed in the message lists 46
Comments 298

Company 69

complete history 115

Configuring a TAPI Device 189
Configuring the Toolbars 54

Confirm Message Deleted 208

Confirm Message Deletions 208
congested 336

connecting 330, 338

connection 318

Connection Issues 330

Connection Troubleshooter 16
connectivity 335

connectivity issues 335

contact names 239

Contact Type 44, 240

Control Bar 35, 202, 266, 267

Control Center 183, 310, 330, 338
correct permissions 334

Create a new folder 29

Create a User Account for Each Client 314
Create new incoming phone message 28
Create new outgoing phone message 28
Create Reminder for Follow Up 216
Create text message 28

Creating a Text Message 95

Custom 36, 53, 54

Customize Toolbar 36

-D -

damaged configuration file 328
data packets 335
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database configuration file 328
Database information 264
Database Statistics 264
Database Updates 322

Date of Birth 240

Date/Time Stamp 81

Default Message Action 208
Default Phone Message Settings 208
Delete 250, 258

Delete a folder 29

Delete a Follow Up Note 174
Delete Follow Up note 30
Delete Message 28, 33
Deleted 40, 160, 163

Deleted Folder 114, 145
Deleting a Document 258
Deleting a Group Folder 157
Deleting a Personal Folder 148
Deleting a Public Folder 153
Deleting All Entries 253
Deleting Messages 114
Description 257, 258

Dial 191

Dial Number 33, 191

Dial phone number 28

Display alert window in system tray 205
Display Caller Information 189

Display Follow Up Notes window on completion
216

Display popup balloon in system tray 205
Display popup messages 205
Document Name 257, 258
Document Type 257, 258
Documents 255

Documents Tab 240

Double Left Click 203

double-clicks 203

drag 161

dragand drop 111, 161

Drag and Drop Your Messages 161
dragging and dropping 162
dropouts 335

-E -

Edit 250
Edit a folder 29
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Edit a Follow Up Note 173

Edit an Address Book Entry 250
Edit Follow Up note 30

Editing a Group Folder 157
Editing a Personal Folder 147
Editing a Public Folder 152
Editing Received or Sent Messages 113
Email 228, 230

Email Message 33, 125

email message header 107
Email Message Settings 126
Email messages to these addresses 125
Email selected message 28
Empty a folder 29

Emptying a Group Folder 158
Emptying a Personal Folder 149
Emptying a Public Folder 154
Enter an email address 125
establish a connection 329
Ethernet 182

Example Printouts 119
excessive disk activity 336

Exit 280

Exit (and Logout) 33

Exit PhonePad 28

Export 253

Exporting Your Contacts 253
external copy of a document 259
external user 65

External Users 65

-F -

Family Tab 240

Female 224

File 125

File Menu 33

Filename 257

Filter Messages 214
firewall software 264
Firstname 69

flashing 55

Folder Message Counts 163
Folder Navigation Bar 166
Folder Tree 40

Folders 140, 161
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Follow Up 33, 170, 171, 172, 173, 174, 186, 216,

290
Follow Up By Date

216

Follow Up Notes 39, 50, 172

Follow Up Notes tab
Follow Ups 208
FollowingUp 170
Forward message

50

28

Forward to Other PhonePad Users 228

Forward Via Email

Forward Via SMS

-G -

230
Forward Via Pushover
231
Forwarding Messages

233

109

General settings 202

Getting Started 16
Global Search 196

Global Searching 196

Google Maps 69
group 42

group folder 161, 163
group folders 155, 163
Group Inbox 42, 313

Group Inboxes 42
Groups 163, 313

Groups Folders 40

-H -

Heavy Server Load
Help 31, 264
Help Menu 38

336

high amounts of processing 336

high memory usage
High Network Traffic
high number of users
History 112
History Graph 187
History List 187
Home tab 238
Horizontal 267
How Updating Works

336
336
336

323




| Forgot My Password 24
Identification 44, 240
Import 250

Important Information About Automatically Forwarded
Emails 235

Importing Your Contacts 250
Inbox 39, 40, 140, 163, 196
Inbox Filtering 33

Incoming Calls 187

Insert Separator at Bottom 81
Insert Separator at Top 81
Installing the Caller ID Service
Instant Chat 35, 276
insufficient access rights 22
Introduction 14

183

Keywords 257, 258

-L -

Lastname 69
Latest News 31, 38
left mouse button 111, 161
License 31, 38
License Details
Local Address 330, 338
Local Ports 330, 338
Logging In 24

Login Enabled 312
Login Validation Error

Maintain Status Text
Male 224
Manage Reminders 30
Map 69

264

328

294, 299
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Mark as Completed 314

Mark Follow Up as Completed 30
Mark Follow Ups as Completed 171
Mark for Follow Up 171

Mark Messages for Follow Up 170
Mark messages to be followed up 170

Mark messages when follow up has been completed
170

Mark/unmark message for Follow Up 30
Menus 32

Message Alert 35, 284

Message Colors 208

Message Confirmation Dialogs 208

Message Counts 140, 163
Message Filter 39, 142
Message Filtering 142

Message History 112

Message List Columns 46
message lists 43, 45

Message Notification 205
Message Notification Service 55

Message Preview 36, 51, 208
Messages 60

Messages -1 208
Messages-2 210

Messages -4 214
Messages-4 163
MessageSender 228, 233, 314
MID (Message Identifier). 235
MIDs 235

minimize 203

Move Completed messages to this folder 216
Move messages to another folder 29

Move Messages to Folder 161

Move to Folder 161

Moving Folders 162

Moving Messages 161

Moving Messages to Another User's Inbox 111

multi-tab toolbar 28

My Downloads 325
My PhonePad 325
Navigation Bar 166
network adapter 329

network connection 329
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new Address Book entry 240
New Outgoing Message 33
New Phone Message 33
New Text Message 33
Notes 60

Notes Tab 240

notification 326

Notification Sound 205

-0 -

online PhonePad account 31
online support center 31
Opacity 267

Open Instant Chat 28
Open WhereRU 28
Opening a Document 259
Options 60, 81

order of columns 45
Orientation 267

Outgoing 40, 163
Outgoing Calls 187
Outgoing Folder 144
overworked Server 336

-P-

Password 35, 200

performance 334

PermissionsCheck 334

Personal 166

Personal Folder 161

Personal Folders 40, 146, 162, 163
Phone Messages 82

Phone Messages (Incoming) 60
Phone Messages (Outgoing) 82
phone number 69

PhonePad 5 Server software 22
PhonePad 5 Workstation software 22
PhonePad freezes when starting 330
PhonePad Home Page 31

PhonePad license details 31
PhonePad Remote 318

PhonePad Web Password 35
PhonePad Workstation Service Center 55
Popup Hint Style 202
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popup notification 277

ports open 330, 338

Position 267

preferences 36, 142, 163, 189, 202
Preview 39, 116

Print 33, 116, 250

Print message 28

Print Message List 28, 33, 124
Print Messages 116

Print Setup 33

Printing Follow Up Notes 175
Printing Messages 116
Printing Options 118

Private Entry 240

Processes 330, 338
ProcessMonitor 330, 338
Protocols 330, 338

Public 166

Public Folder 161

Public Folders 40, 151, 162, 163
Purchase 38

Pushover 228, 233

Quick Print 33, 124
Quick print message 28

-R -

Read Receipt 106

real-time scanning 330

reassign 111

Received Calls 36, 191

red icon 55

Reference 44

Refresh 294, 345

Refresh User List 35

Refreshing Your Update Plan 345
Reminder 216

Reminder for Follow Up 216
Reminders 217

Remote Access Code 318
Renew Now 343

renewal 343

Renewing Your Update Plan 343
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Reply to message 28 SMS 228, 231
Replying to Messages 110 SMTP Port 126
Resend message 28 SMTP Server 126
Resending Messages 111 Sort Userlist 294
Reset Status 298 Speed Issues 334
Reset Status for All Users 298 splash screen 24
Reset Status for Selected User 298 Splitters 52
Reset your status 293 Standard 36, 53
Return Time 296 Start Chat 276
Return to Inbox 196 starting PhonePad 19, 328
Returning 294, 296 Startup 203
Run as Administrator 310 Startup Errors 328
Run from system tray 203 Startup Options 203
Run minimized on startup 203 status 293, 295
Run on Windows startup 203 status bar 43, 55
status text 297, 299
- S - sub-folder 159
sub-folders 166
Saving a Document 259 Subject 235
search 35, 39, 49, 165, 196, 254 suggestions 31
Search Bar 49 Support 38
Search for a message 28 Support Plan 38
Search Text 49 Switch to Inbox 205

259 Switch User 33
System Events 335
System information 38, 264

Searching for Documents
Searching for Folders 165
Sending Options 33

Sent 40, 163 System Logs 335
Sent Folder 144 systemtray 203, 284
Server Setup 325 System Tray Notifications 205
Server Update 325
server updates 322, 323 - T -
Set Follow Up By Date to x days after message date

216 Take a Message 185, 190
Set reminders 170 TAPI 182, 189, 191
Setting Up the Connection to the Server 16 TAPI Device 189
Setting Your Status 295 TAPI devices 188
Settings 126, 279 TAPI-compliant device 189
Short Messaging Service 231 taskbar 266
shortcuts 274 Taskbar Notifications 205
Show Due Reminders Popup 217 Telephone Setup 189, 220
Show follow ups on startup 216 Text Messages 93
Show Follows Ups 36 Time You Will Be Back 296
Show Message Counts 140, 163, 208 Tip of the Day 26, 31, 38
Show new message forms ontop 214 ToDo List 290
Show Platform 267 toolbar 54
Show User Details 294 Toolbar Configuration 53
Show Zeroes 140 Tools 290
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Tools menu 35, 301
total number of messages
track emails 235
transparency 267
Trial Period 23
Trial Update Plan

-U -
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