88 8x8, Inc.

Virtual Office

Group Call Pickup

Version 1.0

Revision 1.0




Copyright © 2015, 8x8, Inc. All rights reserved.

This document is provided for information purposes only and the contents hereof are subject to change without notice. This
document is not warranted to be error-free, nor subject to any other warranties or conditions, whether expressed orally or
implied in law, including implied warranties and conditions of merchantability or fitness for a particular purpose. We specifically
disclaim any liability with respect to this document and no contractual obligations are formed either directly or indirectly by this
document. This document may not be reproduced or transmitted in any form or by any means, electronic or mechanical, for
any purpose, without our prior written permission.

8x8® is a registered trademark of 8x8, Inc.
All other trademarks, service marks, registered trademarks, or registered service marks are the property of their respective

owner/s. All other brands and/or product names are the trademarks (or registered trademarks) and property of their respective
owner/s.



Contents

GROUP CALL PICKUP.....ccvttiiiiiisissneeetisissssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 1
USE CASE .iiiiiiittte e et e ettt e e e e ettt et e e e e e s abbe bt e e e e e e s s ba bt e eeeee s aaan et e e e e e e s aanbbe et e e e e e anteeeeeeeeeaanbeeeeeeeee e nbeaeeeeeeeaanbaneeeeeeesaahnraeaeens 1
SUPPORTED DEVICES....tteutttitieetteenteeesttessteeesttessseeesutesssesesssesssesssssesssessnssesssessnssesssessnssesssessnssesnsessnsessnsessnseesnsessnseesssesenseesasessnsaesne 1
HOW DOES GROUP CALL PICKUP WORK? ...eettutteeieeteeeiitteeesitteeesuteeessusaeessasseessssseeesnsssesssnsseesssssesesansseessnsseesssssesesnnssesssssseessnssenesnnnes 1
How DO YOU CONFIGURE GROUP CALL PICKUP IN ACCOUNT IMANAGER? ....uvveeuttteritertteeitesstesesseessseessssessseessssesssesesssesssssessseensssensesnsens 2

Step 1: Create O MQIlING [ISt .......cocueeeeueeiieeeeeee ettt ettt e st e e st e et e st e e bt e st e e st e eabneenseeeanes 2
Step 2: Create a Group for Group Call Pickup by adding the desired mailing liSts .............cccceeeeveeeeecivieeeciieeesiieeeeciea e 5
Step 3: (optional) Define BLF and Speed Dial Keys for Group Call Pickup NUMBET ............cccoeveeveeoeieiieiisieseeeeieeien, 6

APPENDIX A L. ceeeee ettt et e e e ettt et e e e e e et e et e e e e e s e e et e e e e e s b h e e et et e e e e R h e e et e e e e e eanRereeeteeesanRereeeteeeaa R eReneteeese R nreneteeeaaannrrneeeeeeeaans 12



8x8, Inc Group Call Pickup User Guide

Group Call Pickup

8x8 Group Call Pickup is a simple device based feature that allows an extension user to answer an
incoming call for a teammate in his absence from his desk phone. Group Call Pickup involves creating a
Pickup Group with extension users. All members of this group will be permitted to pick up incoming calls
for other group members in their absence.

Use Case

A small office or group of co-workers do not need formal ring group or DID overflow routing, but want to
answer calls when the intended recipient is unavailable. In this scenario customers often want to pick up
a ringing call from their own desk instead of walking to the recipient’s ringing phone.

Supported Devices

8x8 supports the Group Call Pickup on the following endpoints:

e Polycom VVX 300 310/400/410/500/550/600/1500
e Polycom SoundPoint IP 550/560/670

How Does Group Call Pickup Work?

The PBX administrator creates a Call Pickup group and adds desired extension users to that group. The
extension users then receive a pickup extension number via email. When a group member receives a
call, in their absence, the call can be answered by any other group member using their handset. Use any
of the following ways to answer a call:

e Dial *66 + Pickup Group # such as 5000..

e Press the Speed Dial key pre-programmed for Group Call Pickup on your phone.
For faster dialing, you can set up a speed dial key on your phone. You can configure speed dial
using the menu on your phone set or via Account Manager. You must be subscribed to 8x8
Power Keys to configure via Account Manager Web portal. See Add Speed Dial Key.
Note: Multiple ringing calls are handled on a first-in-first-out basis.

e Press the Group Call Pickup pre-programed BLF key on your phone.
BLF! functions as a one-touch speed-dial key to receive inbound calls to the pickup group. You
can view the status of Group Call Pickup extension from your desk phone and answer the call
when it is ringing. To learn how to set up BLF, click here.

1 BLF is an add-on feature that comes with Line Key Configuration. Contact your support team at 8x8 for more information
regarding this feature.
1
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How do you Configure Group Call Pickup in Account Manager?

Configuring Group Call Pickup in Account Manager involves identifying and creating a mailing list of
desired extension users for the Pickup group.

e Step 1: Create a mailing list of desired extension users or add existing mailing lists.

e Step 2: Create a Group for Group Call Pickup by adding the desired mailing lists.

o Step 3: (optional) Define BLF keys for Group Call Pickup Number (Requires subscription to
Power keys feature).

Step 1: Create a mailing list
The mailing list determines the group members who are permitted to pick up calls for others.

To create a mailing list:

1. Log into Account Manager.
2. Navigate to Phone System tab.
3. Click Group Call Pickup on the left navigation menu.

Account Manﬂger Company Name: Specialty Cookies | Main Number: (510) 962-5321
88 8x8, Inc. Welcome, Sarah Thomas | Sign Out

Email: pliu@8x8.com Account: | Business v

Edit My Profile

HOME \lPHONE SYSTEMlI BILLING | REPORTING | ORDERS | ACCOUNTS | SUPPORT | VIRTUAL OFFIGE ONLINE
Home > Phone System > Group Call Pickups [ Search |

Group Call Pickups @ Help
PHONE SYSTEM

Group Call Pickup allows users to answer calls that come in on a number other than their own. The call can be answered by dialing “56+Group Call Pickup Extension

> Extensions c
number.

> Auto Attendant

2 virtusl and Toll-Free Create Group Call Pickup
HNumbers

> Ring Groups.

> Music on Hokd
> Call Queves

> Shared Lines
> Branches

> Switchboard

> Paging

> Company Setlings

> Group Call Pickup
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4. Click Create Group Call Pickup link to create new extension lists.

Create Group Call Pickup @ Help

Please enter your new Group Call Pickup information below.

Create, View, Edit, Delste, Listis|: age List(s)

'Group Call Pickup Details
Group Call Pickup Name

Group Call Pickup Extension =pp3 iEl Suggest

Members of Group Call Pickup

Create a new group by picking a list

Use the © and @ buttons to Add/Delete an existing list to this Group Call Pickup

Group Call Pickup List

Add! Delete

5. Click Manage List(s).

Home > Phone System > Lists

List @ Help

PHONE SYSTEM
¥ Extensions Create lists of extensions addressable by another extensions for use with services such as Group Call Pickup.
» Auto Attendant
» Virtual and Tolk-Free Retumn to Previous Page

Numbers
> Music on Hold
> Call Queues No Lists Available
» Shared Lines
» Branches

¥ Switchboard

6. Click Create New List.
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Create New List @

Use lists with services such as Group Call Pickup.. -
1. Name your List
I Customer Support I
2. Search for extensions or lists.
First [4] 1-51 of 51 [»] Last
Select

] Extension Service Type Name Phone number
= 1001 Unlimited Extension Phillip Liu (650) 645-3018 N
o] 1002 Metered Extension Sukhanya Rajan (E50) 645-2588
(] 1002 Unlimited Extension John Smith (650) B46-2952
o 1004 Global Extension Sarah Thomas (650) 545-2005
] 1008 Basic Extension Speciatty Cockies (555) B4B-0703
[ 1007 Unlimited Extension Jean Andje (408) 627-8740
o 1009 Unlimited Extension Ramana Gottipati (408) 325-T178
[+ 1012 Unlimited Extension Angela York (408) 3268-7137
(] 1013 Unlimited Extension Julia Zhu (408) 328-7144
(] 1014 Unlimited Extensicn Rika Tandesan (408) 325-7T145

7. Enter a name for the list.

8. Select the extensions you would like to add to the list.
Notes:
-Being a group member denotes permission to answer someone else's phone.
-An extension can be a member of multiple groups.

9. Click Save.
The new list appears under Group Call Pickup List.

List

Create lists of extensions addressable by another extensions for use with services such as Group Call Pickup.

Create New List § Return to Previous Page
[Reset

First [4] 1-1 of 1 [»] Last

List Name Used By Actions

Customer Support List View/Edit | Copy | Delete ‘
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Step 2: Create a Group for Group Call Pickup by adding the desired mailing lists

To create a group for Group Call Pickup:

1. Click Return to Previous Page if you are still in the List page.
OR
Navigate to Phone System page and click Group Call Pickup from the left navigation menu.
2. Click Group Call Pickup link.
Create Group Call Pickup @ Help
Please enter your new Group Call Pickup information below.
Create, View, Edit, Delete, List(s):
Group Call Pickup Name Customer Support Group
Group Call Pickup Extension [sgog| .= Suggest
Create a new group by picking a list
Use the & and & buttans to Add/Delete an existing list to this Group Call Pickup
Group Call Pickup List Addi Delete
| Customer Support List Yl +]
| Save |
3. Enter a name for the new group.
A Group Call Pickup Extension (5000) is automatically assigned to your group.
4. Select the mailing list you just created to add it to the list.

Note: If you have created mailing lists before, you can view and add them here.

5. Click Save.

The new group appears in the list. Navigate to Group Call Pickup link to see the new group.

Group Call Pickups
PHONE SYSTEM

¥ Extensions

> Auto Attendant

> \irtual and Toll-Free

Group Call Pickup allows users to answer calls that come in on a number other than their own. The call can be answered by dialing *66+Group Call Pickup Extension number.

@ Help

Create Group Call Pickup | Delete All Group Call Pickups

Numbers Group Call Pickups

> Ring Groups Customer Support Group

> Music on Hold

Group Extension Group Members. Action

5000 Customer Suppart List Edit | Delete

> Call Queues

> Shared Lines

> Branches

» Switchboard

» Paging

» Company Setlings

» Number Transfer
Request

> Call Recording

> Edit Voic email | Fax
Notifications

* Group Call Pickup

When a pickup group is created, the users get an email notifying them they are part of the group,

the group extension and how to use.
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88 8x8, Inc.

Subject: You have been added to Group Call Pickup

Dear <User Name>,

The Group Call Pickup extension number is : 5000
To pick up a phone call for your group, dial *66 + Group Call Pickup Extension
You can also add: *66 + Group Call Pickup Extension to your phone as a speed dial either directly on the phone (for

more info see: link) or in account manager (for more info see; link)

Sincerely,
Customer Support

Step 3: (optional) Define BLF and Speed Dial Keys for Group Call Pickup Number

BLF is an add-on feature that is bundled with 8x8 Power Keys functionality. You require subscription to
8x8 Power keys to continue with the following procedure:
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To define BLF keys Group Call Pickup number:

1. From the Home screen in Account Manager, navigate to Phone System.

Account Manager Company Name: polycombk
% 8x8, Inc. Welcome, Bill Karbe VWX Test 2010 | Sign Out

Email: bkorbe@8x8.com Account: Business v

Edit My Profile

HOME | PHONE SYSTEM | BILLING | REPORTING | ORDERS | ACCOUNTS | SUPPORT | VIRTUAL OFFICE ONLINE

Home > Phone System > Extensions [Enter keywo
Extensions @ el
PHONE SYSTEM
* Extensions Quick Find / Edit Extension
» Auto Attendant Enter extension number, phone number or caller ID.

> Virtual and Toll-Free
Numbers

% Ring Groups
> Music on Hold View All E Change Extension Download Call Line Key
% Call Queues Extensions E Numbers Recordings Configuration

dit M Outbound Calling
xte Opti

» Switchboard

> Company Seftings

&

Dourioad
Reguest

> Cal Recording

¥ Edit Voic email / Fax
Notific ations

2. Select Line Key Configuration from the menu.
A list of extensions eligible for line key configuration shows.

Line Key Configuration

Below are the extensions that are eligible for Line Key Configuration through the Account Manager.

Callar |0 Firnt Nama  Caller ID Last Nama

1005 (585 1apa5a5+" Silkorbe 1005 PoiycomTost Palycom SoundPrint IP 650 Robooted 2013003-22 03001 PM

(PST Configure Lina Koys

1010 (415 son-sggg="  SMerte 1010 Piot-Test-550 Palycom SoundPoint IF 550 Rebonted 20130322 0X0Z PM (PST] Configurs Lina Keys
1058 (sewy ggagzige’ VUK S00PiotLab BN Ext 1054 Palycom WA 500 Feabooted 201 208-27 (25 PM (PET) Configure Line Keys
183 (sn7yaser2ate’ VVKSOIPEiLab  BNIKExt 1053 Palycom YW 500 Rebooted Z01206-27 023 PM (PST] Configure Lina Kays
1056 (s5mya7rssar’ WVK SO0 Pastleb Bl H Ext 1056 Palycom VWK 500 Rebootsd 20140507 01:16 PM (PST] Configure Line Keys
1055 557y 7554057 VUK S00PiniLab B Ext 1055 Polycom WX 500 Rebooted 014-01-10 04:58 P (FST] Configure Line Keys

3. From the list, select an extension and click Configure Line Keys.
You are prompted to back up the contact directory or speed dials on the phone.
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BILLING REPORTING ORDERS MY ACCOUNT

figuration

Configuration

he extensions that are eligible for Line Key Configuration throu

SUPPORT

VIRTUAL OFFICE ONLINE

ted 2012-08-. PST

= Configure Line Keys (%]

VX 400 ab Ext 1057 Polye 8x8 has a new Line Key feature to backup each phone's local Contact Directory. Account
Manager can now aliow centralized line key editing. In order to access the Line Configuration

Kotbe Test 2010 Polyo page with the new features, users have to make one update to their local phone Contact
Directory on their set to initiate that backup. Please click on the Confirm button if you have

T
n
m

feature again later.

S already done so. Otherwise, please click on No button and try the centralized line key editing

[Coen Vo

ST

8T

Perform the back-up process on your device. See Appendix A.
After completing the back-up on the phone, click Confirm to continue in Account Manager.
The Line Key Configuration screen shows the device key map with assigned keys and unused

spare keys on your phone.

HOME | PHONE SYSTEM | BILLING | REPORTING | ORDERS |

MY ACCOUNT | SUPPORT | VIRTUAL OFFICE ONLINE

Home > Phone System > Line Key Configuration > Extension 1066

PHONE SYSTEM
Plan : Virtual Receptionist 14

Line Key Configuration for Extension 1066 - BK Lab VVX 600 x1066 - Polycom VVX 600

[ Zeaci |

Enter keyword

Double-click (or) Drag and drop

> Extensions

2 Auto Attendant

> Virtual and Tol-Free
Numbers

Une 1
Appearance | 28

the Line Key types onto the
unassigned keys to configure.

Line )
Appearance gy

? Ring Groups Ext. 1066
> Music on Hold
# Availabl
> Cail Quoves valable €
s Line
> i \
2 CN"' ""’:S’;"“‘ Appearance |8 BLF 9
lumber Transfer _
> Call Recording B W
# Available (D)
> Edit Voicomal / Fax
Notifications
> Cordioss Devices
= S L
2 1l
Appearance - i
Ext. 1066 # Available (B

Phone
System
Son

This key map corresponds to the keys on your phone.
On the right-hand side, you have the following assignment key types:

o (BLF) Busy Lamp Field Key—to track the status of other extension users on the same

PBX

o Speed Dial Key—to quickly dial out to most frequently used number.
Note: The number of BLF keys allowed for the extension depends on the Power Keys

plan it is associated with.

Refer to the table for details on the Power Keys Plan and corresponding BLFs. There is no limit

on the number of speed dials.

Drag and drop a desired key type to an unused key in the map.
Note: Chrome does not support drag and drop functionality. Click on the key for the key type

options.

Add BLF Key:

a. Drag and drop BLF Key on an unused key or click on a key for the key type option.
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b. Atthe prompt, select Group Call Pickup under Quick Search.

Line Key Configuration for Extension 10005 - Divina V - Polycom SoundPoint IP 550 © Help

Plan : Power Keys 4 Double-click the Line Key types to

configure.

Line e
) Appearance “

wailable (B
To select an extension, type the extension number, caller ID or phone number and hit the search button. )
You can also use the dropdown to search for a specific number type from the directory. BLF . (7]
n Quick Search @ \wailable
L
Ext iC Speed o
, Group Call Pickup Dial

more Speed Dial Keys
L ilable

In addition to the flashing red BLF phone ringing notification, you can optionally enable additional BLF phone
ringing alerts. (These alerts will apply to all BLF keys for this extension) :

« Enable call screen notification |« Enable call audio tone

Scheduled to reboot on 2015-09-28 05:00 PM (PST) Ea

c. Click Search.

Line Key Configuration for Extension 10005 - Divina V - Polycom SoundPoint IP 550 @ Help
Plan : Power Keys 4 Double-click (or) Drag and drop
the Line Key types onto the
unassigned keys to configure.
i Select the extension to monitor with this key
Appea Line 1 @
Ext. 1000 To select an extension, type the extension number, caller ID or phone number and hit the search button ?pearance “
You can also use the dropdown to search for a specific number type from the directory. wailable E
Quick Search @) f —
Lir i L b &
Group Call Picku hd 3 BLF
Appea P p EE =3 | e (7]
Ext. 1000 Actions  Ext Phone Number vailable
I Select I 5003 Speed
Dial @
Select 5004 nore Speed Dial Keys
able
Addifional B
In addition tc
alerts. (Thes
ENGDIE Covrr s s e scamsmsramnassnn oy e msmarae aemmen amamsmse. mocasae
Scheduled to reboot on 2015-09-28 05:00 PM (PST)
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d. Find the Group Call Pickup extension you just created from the list and click Select.
The Edit BLF Extension window opens.

Line Key Configuration for Extension 10005 - Divina V - Polycom SoundPoint IP 550 (7]
Plan : Power Keys 4 Double-click the Line Key type:
configure.
s
Line % BLF L r" Line 9 )
Appearance | e, Appearance | h it
Ext 10005 # Available (B
Click on the lookup icon to select an extension
BLF Lo
- Extension Q S
AppleJ:reance ’\;‘ Label (8 charactars maximum) # Available (€D
Ext 10003 |#| Enable this user to pick up calls for this monitored extension Sg;ﬁd ﬁ (7]

Mo more Speed Dial Keys

avaiabie
Additional BLF Call Ringing Notifications

In addition to the flashing red BLF phone ringing notification, you can optionally enable additional BLF phone
ringing alers. (These alerts will apply to all BLF keys for this extension) :

«| Enable call screen notification |#/ Enable call audio tone

Last rebooted on 2015-09-25 02:18 PM (PST) Ea

e. Enter the Group Call Pickup extension.
f.  Edit the label that shows on the phone.
g. Optionally, enable the user to answer calls for this monitored extension.

11. Add Speed Dial key:
a. Drag and drop the Speed Dial Key or click on a key for key type option.

b. At the prompt, select Group Call Pickup under Quick Search.
c. Click Search.

10
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d. Select the Group Call Pickup extension from the list.

Select the number for this speed dial key W

Enfer extension, or type the phone number or caller ID and click Search.
Use the dropdown to search the directory for a specific number type.
{Search is optional, for Internal extensions only) . |

| Group Call Pickup

Actions Ext Phone Number Caller ID First Name Caller ID Last Name

| select | 5003

Select 5004

Contact Phone Number

First Name

Last Name

Label (5 characters maximum)
Ring Type Default
Auto Divert Disabled
Divert Contact To

Auto Reject Disabled

<[]

e. To add a new contact, add additional details as desired.

12. Click Save.

11



8x8, Inc Group Call Pickup User Guide

Appendix A

Backing up the contact directory on the phone device is essential before editing any keys on Account
Manager the first time. It is done automatically once the back-up server launches. Configuring line keys in
Account Manager allows central editing after the local directory is saved once to prevent accidental loss
of locally-saved contact data on the phone. You can add a dummy new entry on the phone and save it for
a quick back-up.

To back up contact directory from your phone device:

1. Press to display Home view on the phone.
2. From the menu, tap Directories > Contact Directory.
3. Select a contact to edit or use “+” to create a new contact.
4. To edit a contact:
a. Select a contact and tap Edit icon. Scroll down the list of options and hit Favorite Index, if you
wish to make the contact into a Speed Dial.
b. Assign an index according to where you want the contact to display on phone or SideCar.
5. Press the Save soft key to save the contact and backup the contact directory.

12
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