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Getting Started

& In this guide, we will cover using
features in the Web Client, The 3CX
Apps for smartphones.

& First, you should receive a Welcome
email with 3CX User Account details
and a link to the Web Client.

& Next, logging in to the Web Client...




Hi Brian,

This email contains important information about your 3CX account. Read it and save it

in case you need to refer to it later! And don't forget to read the user manual onlinel It's LO gglng In
packed with useful information.
Login to your account
& Retrieve your credentials from your
3CX User Account details email.

CLICK HERE

First time you need a password, then login with brian.vietts@venturepointe.com and

the password s @ Go to your Web Client URL

Your Account Details

¢ Login using your extension and

« Your extension number is [ passwo rd .
. Logn «

« et people call you free on your 3CX Talk link:

. features of the Web Client...

s Check your voicemail by dialing 9999 and entering your PIN

s Your voicemail PIN is -

& Let’s look at some of the important

» Host Meetings in your Personal Virtual Meeting Space:




Web Client Overview
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1. Thisis your home (3CX Teams) page and you will land here every time you log in. This will show you all
team members that have 3CX. Select “Team” whenever
a. Select “ Al I groups” and select your department t

2. You can quickly contact team members via the phone, video, chat icons. Selecting the star icon will add that
member to your favorites group which can be found
a. The letter Q means that team member is logged into their assigned Queue. Think of a queue as a
waiting line for incoming calls by department. l.e., if an external caller selects the Sales department
option then all members in the sales department will see that call coming in so a potential new client is
never missed. *If you are not logged into the Q, you will not see the incoming call.




Business Trip 4
© Set Status Temporarily

A Ringer Off

Q Logout from queue

[ Exit client

A N

Manage your Status

o Make the most of the Status

feature to save time and increase
efficiency by seeing which
colleagues are available to take
calls. Avoid distractions and set
your own status to let others know
when you’re away or you don’t
want to be disturbed.

Choose from Available, Away, Do
Not Disturb, Lunch, Business Trip,
and Set Status Temporarily.

From this menu you can also login
and out of all queues.

Always check and verify that you
are logged into your que.



3CX - All - 3CX

Panel Stats

CX Panel

The panel section monitors all 3CX users call
statuses. Great resource for team leaders
needing to monitor ques.

The agent status section will show you which
members are / are not logged into ques.

Down at the bottom you’ll see metrics of call
details for the day.

Select All > Wallboard for real time metrics for
B Agent status calls.

9:57AM - 30X Wallboard

09/21/2023

0

WAITING

0 0 0  00:00:00

AGENTS BUSY

Ext.  Agentname Queue logged into

00:00:00

AVG TALK TIME

0

ANSWERED

0

ABANDONED

Waiting calls Serviced calls Abandoned calls Longest Waiting Average watting Average talking

0 0 0 00:00:00 00:00:00 00:00:00

TOTAL CALLBACKS WAITING TIME




3CX - Settings - 3CX

CX Settings

Team encra enera
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cﬁ; Chat Vietts Brian 6426

&3 Audio/Video

L i
) View
Call Forwarding

- ) H S
= Greeting

= Voicemail

/& Settings

Language

#= English (US)

Select a theme

= Light

Personal Settings

General

Your settings page is only for you and will
not change the settings for the entire
company.

Upload profile picture
Add mobile number (for internal use)
Change color theme. Light/Dark

Friendly Name — used for talk and meet
URL’s that you can add into your email
signature. *Friendlyname must be all
lowercase and no spaces.
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Chat
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Contacts

Settings

General

Chat

Audio/Video

Call Forwarding

Greetings

Integration

Scan QR code

BLF

Personal Settings

On your team homepage, you have the
option of seeing all groups or selecting
individual groups to view.

If you want to see a select few at once,
changing your view settings will
accomplish this.

View View
O
Team
Show unregistered extensions
Sort extensions by number 2
Below is a list of all Groups available in your organization, both lo
you. These will be displayed in the presence and switchboard scr
O

Local PBX

Accounting

Client Engagement
Executive Management
Helpdesk

Inventory

Projects

Technical Training

Simply select/deselect which groups you
want to see on your team page.



3CX - Settings - 3CX

CX

Contacts

Settings

General

Chat

Audio/Video

View

Call Forwarding

Greetings

Integration

Scan QR code

BLF

Available

Away

Do not disturb

Available - Maobile Off

Business Trip

Exceptions

Switch Status

Available

Custom status message

Unanswered calls

Mo answer timeout

20

Forward external calls to

Voicemail

Forward internal calls to

Voicemail

Busy or not registered

Forward external calls to

Voicemail

Personal Settings
Call Forwarding

Call forwarding is tied into your status
selection.

Change timeout increment

Choose what should happen after a

timeout. —
Voicemail

Extension number
My mobile
External number
System extension

Send busy




General

Chat

Audio/Video

View

Call Forwarding

Greetings

Integration

Scan QR code

BLF

Greetings

Select or upload a customized greeting message to be played for each profile status

O Record greeting

Default

Play default

Available

Play default

Away

Play default

Do not disturb

Play default

Available - Mobile Off

Play default

0 Upload

O Upload

0 Upload

0 Upload

0 Upload

wrlaan
ownload

Awnlaar
ownload

awnlnas
ownload

Anlaar
ownload

winlaar
wnload

@

A

Play

Play

Play

Play

Play

. Personal Settings

Greetings

Greetings are also tied to your status.

Record greeting directly from 3cx or use
external recording and upload.

Each time your status is changed, your
greeting will reflect the change.

Great for vacations!




[ ]
: 006
Maklng Calls 2) Enter name or number... Q Chris P Bacon
3 Call using: Browser = bo-18
D
1.To call, click on the dial pad in the top right menu or click on the I .@, 4+
search icon. 1 2 oer Hold Mute New Call
2.Enter the phone number or search by name, extension number or 4 5 ) :
email address. GHI JKL MNO - (B ' A '
3.Choose your device to place a call - You can seamlessly place calls F;S nBN m%’z
from your IP phone, the iOS or Android app, Web Client or the Desktop 0 HH Ch
App.From t he phone selector in the w * - # al e Keypad w2 | e
your preferred device and control calls from the Web Client interface. C
4.C | T fchkastihiessth aon'd sfet, . i.;.ej0 n; "twossstiar 't it LK @ — “ e . E k e
50nhce you’re in a call, you can pe of j u

few mouse clicks.

a. Transferringacall - Clickon“ T r a namd eater'the name or number of the person you want to transfer the call to. The call is
transferred without you speaking to the receiver on the other end - this is known as a blind transfer.To speak to the receiver and get
permission to transfer a call, click “Att.transfer”. This will allow you to put the caller on hold and speak to the receiver before passing the
call through.

b. Creating a conference call - Clickthe® Co n f e button argl €nter the name or number of the person/s you would like to add to the
call. They will be dialed and upon answering, will be added to the existing call.

c. Recording a call - At any time during a call you may record the conversation. Simply click “ R e ¢ t¢orbehih and click again to end the
recording. Recordings can be accessed in the Web Client >“ R e ¢ o r dHrovided you have rights to do so)

d. Initiating a new call - You can start a new call on a separate line without hanging up on the current call. To do this, click®* Bw Cand | ”
enter the name or number of the callee.

e. Switch to video call - You can elevate to a video call by clicking the “ Vi diaroiri the dialpad, without hanging up on the current call.
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Or send this info to others
Meeting link:
hitps:// I 3cx us/mestibrianvietts

o0

BV

Start Now SelfTest 3

Webcam: . Background Blurring
[ ] No device found.

Microphone:
® No device found.

Speakers:

i Operating System's default speaker will be used. It is not possible to set speakers on this

@ Join from Mobile

Audio/Webmeetings

Creating an ad-hoc Web
Conference

1. Click on “Meet” in the web
client on the left.

2. Allow Webmeeting to use
the camera and
microphone.

3. Click on “Invite People” to
add participants.



Using 3CX on your
iPhone

How to set up your extension in the 3CX app for iOS 1009

If you haven’t already, install the iOS app; it’s free and available from the App store.

o Open the app, read and accept the license agreement and authorize the various
permissions the app needs (camera, microphone).

o Scan the QR code from your Welcome Email, or the Web Client in settings, to 1
automatically configure your extension.

4

o You’re now “Ready for calls”.

£
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https://apps.apple.com/us/app/3cxphone-15-for-3cx-phone/id992045982?ls=1

Using 3CX on your
Android Phone

Setting up your Extension

If you haven’t already, install the app from the Google Play Store.

1%

Allow 3CX to access the camera so you can provision your

extension via QR code.

Scan the QR code from your Welcome Email or the web
client in settings and continue to make a test call to the
“Echo service” so that you can grant the app the required

permissions.

Give authorization, make the call and you’re all set!



Using 3CX on your
iPhone

Queue Status

You can easily log in and out of
queues

& Selecting the people icon will log
your extension in or out of the
queue.

% Ifthe icon is blue you are in all
queues.

& Note; Multiple Queues must be
handled in the Webclient

10006 +

3CX




Directory by Name

Setting your Voicemail Name by
Phone.

oBy phone:
oDial the voicemail number as indicated in your user
account information email.
oEnter your PIN and then press
oProceed to follow the prompts to record your First &
Last name.

If you do not record your name,
external callers will not be able to
contact you when searching by
First/Last name.



3CK - Settings - 3CX

CX Settings

[ X 1
il General

Team

Chat
I"\-TE:;t Audio/Video
2% View

SN Call Forwarding
. B Greetings
Integration
Scan QR code

BLF

Web Client Help

General

Vietts Brian 6426

4 X

Mobile

Language
E English (US)
Select a theme

Light



Help

After you’ve explored the many features
available in 3CX, let support know if you have

questions. Our Help Desk Support team is
available 24/7:

P OINTEe


https://portal.venturepointe.com/site/login
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