There are a few different states that they can be in, which are as follows.
•

Solid green - The extension isn't on a call and isn't ringing

•

Flashing red - The extension is ringing

•

Solid red - The extension is on a call

•

Grey - The extension's status is unknown

Using Communicator
Let's say you'd like to use Communicator to call David. You can do that in one of the following ways:
•

Click David’s name from the list on the left

•

Dial David’s number in the dialler and press the green Call button.

•

Search for David in the search box above the dialler and either click his name, or use your arrow keys
to select him and press Enter to dial.

Once you've started a call with David, you'll see a few more buttons appear.

From left to right, the buttons in the black bar are as follows:
•

Mute - Mute the call so they cannot hear you, but you can still hear them

•

Volume - Change the volume of the call
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•

Hold - Place the call on hold, or remove the call from hold

•

Dialler - Show the dialler so you can press keys during the call

•

Transfer - Initiate a transfer of the call to another extension

Just below these buttons you will see a list of all of your ongoing calls, along with a Plus button that will
allow you to place the current call on hold and start another call.

Transferring a Call
Let's say we receive an incoming call from David and, after speaking to him, we discover that he'd like to
be transferred to Chris. We now have two options of how to transfer the call; blind transfer or attended
transfer.
If we were to do a blind transfer we would just send Davids's call directly to Chris without speaking to
Chris first. An attended transfer, on the other hand, lets us speak to Chris first to make sure he wants to
accept the call and, if he does, we then transfer David straight through.

Blind Transfer
Performing a blind transfer is very simple. While speaking to David we first press the Transfer button,
which will light up to indicate we're initiating a transfer. Then, we can either key in Chris's extension
number (506) and press transfer, or just click on his name on the left-hand side. Chris's phone will start
ringing and the call will disappear from Communicator as it has been successfully transferred.
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Attended Transfer
Performing an attended transfer involves a few more steps, but it has the added benefit of allowing you
to speak to the person you'd like to transfer the call to first to ascertain whether or not they'd like to
accept the call.
To perform an attended transfer, we first need to start a new call to Chris, which we can do by just
clicking his name in the extension list on the left. This will place David on hold and immediately start
dialling Chris.
Once Chris answers, we can ask if he'd like to take the call. If he wouldn't, we can just end our call with
him, and go back to speaking to David as normal by clicking his name in the Ongoing Calls list at the
bottom. If, on the other hand, Chris would like to take the call, then we transfer David through to him.
To do this, we just need to press the Transfer button, which will light up to show that we've initiated a
transfer, and press the new green Transfer button that has appeared next to David's name in the Ongoing
Calls list at the bottom to transfer the call. David will immediately be speaking to Chris and the call will
disappear from Communicator as it has been successfully transferred.
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Switching Extension
If the user you're logged in as has access to multiple extensions, you're able to switch between which
extension you're using with the dropdown menu on the right-hand side of the search bar at the top. Once
you've switched to another extension, you will start receiving all calls to that extension, and any
outbound calls you make will be made from that extension.

If you'd like any help more help using Communicator please don't hesitate to get in touch!

Birchills Telecom Ltd
200 Rookery Lane
Walsall WS9 8NP
Tel 01922 21 33 33
Email Support @Birchills .net
www.birchills.net
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