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To Make a Phone Call

To make a call you must enter the option "Calls" in the left panel. If you do not see the keypad,
you must press the "Dial a number" button.

Busque o escriba un comando

Llamadas Marcacion rapida

. Marcadén rapida
[ Contactos
@ Historial

= Correo de voz

L

Agréguelos aqui y llameles

i Marcar un nimero

To define the telephone number to call you can position yourself in the field that is located on the
keyboard, and type it with the computer keyboard, or you can use the keyboard that shows
TEAMS on the screen.

Busque o escriba un comando

Llamadas Contactos

. Marcacién rapida
[2) Contactos
® Historial

= Correo de voz

L8

Agréguelos aqui y llameles

&' Agregar contacto
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Answer or Reject a Call

When a call enters, a pop-up window will appear in the lower right corner of the screen, as shown.

e The purple button, located on the left, allows you to answer the call.
e The red button, located on the right, allows you to reject the call.

Busque o escriba un comando

Llamadas Marcacion rapida
. Marcacién rapida

[® Contactos

@ Historial

[ Correo de voz

b 4

Agréguelos aqui y llamc les

i Marcar un nimero

** The pop-up window will be displayed, even though MS TEAMS is not in the foreground.

Call Pick-Up

To pick-up a call you must follow the same process as to make a call, and dial any of the following
codes, as appropriate:

. 3

Allows you to pick up a call in your ring group, without knowing the ringing extension
number.

e 8+ “Ringing extension number”

Allows you to pick up the specific extension that is ringing.
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Mute a Call

To MUTE a call click the Icon ( & ).

Busque o escriba un comando

Once the button is pressed, the icon will change to a microphone with a crossbar (g ). If you wish
to activate the audio, you must press the button again, then it which will change back to (& ).

Busque o escriba un comando
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Dial on an Active Call

On some occasions, in the middle of an active call you will need to dial one or more digits, such as
when calling a telephone exchange and dialing an extension number, for this you must press the

button with the keyboard icon ( :5: ), being The second icon from left to right.

Busque o escriba un comando

Once the keyboard is displayed, you can type the required number or numbers, using the
computer keyboard, or you can use the keyboard that shows TEAMS on the screen. If you wish
that the keyboard is not shown, you must press the button again.

Busque o escriba un comando

Is My Connect Call My Way NY S.A 6|Page



. Il IsMy
(@) call my way Connect

Place a Call On-Hold

To place a call on hold, press the button with the 3-dot icon (ss+), the third icon being from left to
right.

Busque o escriba un comando

Pressing the button will display the menu shown in the following image; you must click on the
“Hold” option.

Busque o escriba un comando

£33 Mostrar configuraci6n de dispositivo

O3 Acceder a pantalla completa

00 Poner en espera
@~ Transtenr

2 Consultary después transferir

00
& -~
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The display will indicate that the call is on hold once at HOLD. If you wish to resume the call you
must press the "Resume" button.

Busque o escriba un comando

1) En espera 00:08

Blind Transfer

For a Blind Transfer, you must press the button with the 3-dot icon ( ***), being the third icon from
left to right.

Busque o escriba un comando
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Pressing the button will display the menu shown in the following image; you must click on the
“Transfer” option.

Busque o escriba un comando

£33 Mostrar configuracién de dispositivo

=1 Acceder a pantalla completa

. cspeia

@ Transferir

In the "Search" field you can type the name of a TEAMS user, an extension number or a telephone
number. In case of transferring to a TEAMS user, the call will not be processed through Call My
Way, so there will be no record of it.

Busque o escriba un comando

Transferir la llamada

Buscar
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Once the telephone number or name of the TEAMS user has been typed, you must press the
“Transfer” button.

Transferir la llamada

Cancelar Transferir

In the upper left corner a message will be displayed indicating that the transfer was completed
successfully.

Busque o escriba un comando
‘ o7 fr oo
Marcacion rapida

Llamadas

X, Marcacién répida

[® Contactos

= Correo de voz

»

Agréguelos aqui y llameles

i Marcar un nimero
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Consultative Transfer

To transfer a call using the “consultative” method, you must press the button with the 3-dot icon
(e=e), being the third icon from left to right.

Busque o escriba un comando

Pressing the button will display the menu shown in the following image; you must click on the
option “Consult and then transfer”.

Busque o escriba un comando

£33 Mostrar configuracién de dispositivo

5 Acceder a pantalla completa

00 Poner en espera
@ Transferir

&5 Consultary después transferir
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In the "Search" field you can type the name of a TEAMS user, an extension number or a telephone
number.

e In case of transferring to a TEAMS user, the call will not be processed through CallMyWay,
so there will be no record of it.

e In the case of transferring to an extension number or phone number, that extension or
number must have call waiting functionality active.

Busque o escriba un comando

Elegir una persona a quien consultar

Buscar

Cancelar Consultar

 E—

Once the telephone number or name of the TEAMS user has been typed, you must press the
“Consult” button.

Busque o escriba un comando

Elegir una persona a quien consultar

35
'® Nimero de teléfono
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Pressing the "Consult" button will make a call to the respective user or number; call through which
you can consult the receiver if you can transfer the call.

Busque o escriba un comando

Consultando con 35

Llamando
35

Uso de Micréfono y altavoces del equipo

Ul

Detener la consulta

Once the receiver agrees to transfer the call, you must press the "Transfer" button.

Busque o escriba un comando

Consultando con 35

Detener la consulta Transferir
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In the upper left corner, a message will be displayed indicating that the transfer was completed
successfully.

Busque o escriba un comando

|

Llamadas

Marcacion rapida

%, Marcadién rapida
[® Contactos
@ Historial

= Correo de voz

L

Agréguelos aqui y llameles
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Add Participants to an Ongoing Call or Meeting

To add more people to a call in progress you must press the button with the icon of 2 people ( 28 ),
being the fourth icon from left to right.

Busque o escriba un comando

Contactos

Jnvite a alguien 0 marque un namero

~ Actualmente en esta llamada (2)

%t‘. Juan
. +506077

~ Invitar a otros de la conversacién (1)

®-

In the field "Invite someone or dial a number" you can type the name of a TEAMS user, an
extension number or a telephone number.

Busque o escriba un comando

Contactos

Jnvite a alguien o marque un ndmero

~ Actuaimente en esta llamaaa (2)

. +506077

~ Invitar a otros de la conversaci6n (1)

o
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Once the telephone number or name of the TEAMS user has been typed, you must press the
“enter” key or click on the box below the space where you entered it.

Pressing this box will start calling the user or number entered; while the person being contacted
answers the call, the “Calling” status will be displayed on the right panel.

Busque o escriba un comando

Contactos

Jnvite a alguien o marque un namero

~ Actualmente en esta llamada (3)
&>
O +506077
‘ 35 Uamando...
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At the time when the person being contacted answers the call, it is added to the call. When added,
it will no longer show the “Calling” status and in the central section of the application a second
circle will be displayed with the icon of a person.

Busque o escriba un comando

Contactos

Jnvite a alguien o marque un ndmero

~ Actualmente en esta... (3)

@ +506077
(.) +50635
.

Is My Connect Call My Way NY S.A 17 | Page
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Remove Participants from an Ongoing Call or Meeting

To remove people from an ongoing call you must press the button with the 2 people icon ( && ),
being the fourth icon from left to right. A panel will open on the right side showing the participants
of the call.

Busque o escriba un comando

Contactos

Jnvite a alguien o marque un n...

~ Actualmente en esta... (3)

/

You must right-click on the participant you wish to remove from the call, press the button with the
3-dot icon (=e*) that each contact has. This will display a menu, and you must click on the "Remove
participant" option.

Busque o escriba un comando

Is My Connect Call My Way NY S.A 18| Page
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The system will end the call of the respective participant and remove it from the right panel.

Busque o escriba un comando
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Start a Non- Scheduled Meeting

To make a meeting without prior programming you must enter the "Calendar" option on the left
panel and press the "Meet now" button.

Busque o escriba un comando

Calendario ~+ Nueva reunién

5] Hoy < > Enero de 2020 [£) Semana laboral

17

The screen will show some parameters that you can customize or define before entering the
meeting. In the image on the next page, from top to bottom and from left to right, the parameters
are as follows:

1. Meeting name.
By default the title will be "Meeting with" + User name, for example: "Meeting with John"

2. Turn on or off the camera.
By default camera will be set to on.

3. Focus.
By default the bottom will be focused.

4. MUTE.
By default the MIC will be un-muted.

5. Define speaker, MIC and Camera to use.

Is My Connect Call My Way NY S.A 20| Page



: Il IsMy
i3 call i e Connect

Busque o escriba un comando

Uri==n ahara

& @@ &3 Micsfono y altavoces de...

Otras opcior s de unién

o) Audio lesactivado % Audio del teléfono

To enter the meeting, you can use any of the following options, as required:

1. Press “Join Now”.

Busque o escriba un comando

Elija su configuracién de audio y video para

Reunién con Juan

Unirse ahora

& wmww % Mirsfonoy altavoces de...

Otras opciones de unién

o) Audio desactivado % Audio del teléfono
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2. Click on the “Audio off” option. With this option you will enter the meeting with the
speaker and microphone turned off.

Busque o escriba un comando

Elija su configuracién de audio y video para

Reunion con Juan

Unirse ahora

& @@ 3 Micrsfonoy altavoces de...

Otras opciones de unién

) Audio desactivado %, Audio del teléfono

3. Click on the “Phone audio” option. With this option you will enter the meeting and you
must type a telephone number to which TEAMS will call you, and through this call you will
listen to the meeting and / or speak.

Busque o escriba un comando

Elija su configuracién de audio y video para

Reunion con Juan

Unirse ahora

& @@ 53 Micsfonoy altavoces de...

Otras opciones de unién

o4 Audio desactivado % Audio del teléfono
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Schedule a Meeting

To schedule a meeting you must enter the "Calendar" option on the left panel, and press the "+
New meeting" button.

Busque o escriba un comando

Calendario G4 Reunirse ahora + Nueva reunion

(3] Hoy < > Enero de 2020 “/ [E] Semana laboral “/

15

The form to schedule the meeting will be displayed on the screen; of which you must complete at
least the following parameters:

1. Title
Corresponds to the name or issue to be discussed at the meeting; in the same way any
other data can be placed, so that it is at the user's discretion or based on the company's
policies.

2. Start and Finish
You must indicate the date and time at which the meeting will begin and end.

3. Participants
In this field, you must type TEAMS users and / or any email, to which the invitation will be
sent; Once you enter the name of the TEAMS user or an electronic address, you must
press the “enter” key or click on the box below the space where | enter it.
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Nueva reunién

Iniciar Finalizar

12 ene. 2020 12 ene. 2(

Zona horaria

(UTC-06:00) Hora estandar de América Central

Detalles

Pamrafo

Nueva reunién
Thtulo
Nuevo Proyecto

Ubicacién

Iniciar Finalizar

13 ene. 2020 2 13 ene.

Libre: ene. 13 10:00-12
Zona horaria

(UTC-06:00) Hora estandar de América Central

Detalles

B I U 7 A Pimafo

Escriba los detalles de esta nueva reunién

Call My Way NY S.A

Seleccionar un canal dond

Ninguno (opcional)

Invitar a personas

Invite a alguien

Organizador

X Juan
@ e

must press the program button.

Seleccionar un canal donde reunirse

Ninguno (opcional)

Invitar a personas

Invite a alguien

Organizador

o Juan
D

Asistentes

example03@prueba.net
Desconocido

example02@personal.com
Desconocido

example01@empresa.com

24 |Page
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The meeting data will be displayed on the screen. To finish the process you must press the "Close"
button. If you need to make a modification, you must press the "Edit" button.

Nuevo Proyecto

lunes, 13 de enero de 2020 Organizador
10:00 - 12:00 (2 horas)

% Juan
Reunién de Microsoft Teams %'y

Organizador

Unirse Chat con participantes Asistentes

° example03@pruebanet

Cancelar reunién
° example02@personal.com

° example01@empresa.com

If you press the "Edit" button in the previous step, you must make the required modification and
press the "Update" button to complete the process.

Reunién privada

Titulo Invitar a personas

Nuevo Proyecto| Invite a alguien

Ubicacién Organizador
Reuni6n de Microsoft Teams Juan
juan

P &
Iniciar Finalizar

Asistentes

° example03@prueba.net

Desconocido

13 ene. 2020 X 13 ene. 2020

Libre: ene. 13 9:30-11:30am, 9:00-11:00am

Detalles
° example02@personal.com

Pamafo Desconocido

° example01@empresa.com

Desconocido

Unirse a reunién de Microsoft Teams

Cerrar
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Cancel a Scheduled Meeting

To cancel a meeting, you must enter the “Calendar” option, on the left panel, and look for the day
and time that the meeting was scheduled. To locate the meeting more easily, you can use the
options shown at the top.

Busque o escriba un comando

G4 Reunirse ahora —+ Nueva reunion

[£] Semana laboral

Once you have located the meeting, you must right click on it so that the menu is displayed, and
click on the “Cancel” option.

Busque o escriba un comando

Calendario

(3] Hoy < > Enero de 2020

12

15

Nuevo Proye

Ver

Editar

&) Chat con participantes

54 Unirse en linea

il Cancelar
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Modify a Scheduled Meeting

To modify a meeting, you must enter the “Calendar” option on the left panel, and look for the day
and time at which the meeting was scheduled. To locate the meeting more easily, you can use the
options shown at the top.

Busque o escriba un comando

G4 Reunirse ahora —+ Nueva reunion

[£] Semana laboral

Once you have located the meeting, you must right click on it so that the menu is displayed, and
click on the “Edit” option.

Busque o escriba un comando

a

Wi, Calendario G4 Reunirse ahora + Nueva reunion

] Hoy < > Enero de 2020 E] Semana laboral

13

Nuevo Proyecto

Viar

?  Editar

=] Chat con participantes

G4 Unirse en linea

@l Cancelar
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You must make the required modification (s) and press the "Update" button.

Is My Connect

Reunién privada

Tiulo
Nuevo Proyecto|
Ubicacién
Reunién de Microsoft Teams

Iniciar Finalizar

13 ene. 2020 13 ene. 2020

Libre: ene. 13 9:30-11:30a

Detalles

B

Unirse a reunién de Microsoft Teams

Call My Way NY S.A

(@) call my way

%

Repetir ()

12:00

Invitar a personas

Invite a alguien

Organizador
& Juan
Y juan
Asistentes

° example03@prueba.net

Desconocido

° example02@personal.com

Desconocido

° example01@empresa.com

Desconocido
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Start a Scheduled Meeting

To start a meeting, you must enter the “Calendar” option on the left panel and look for the day
and time when the meeting was scheduled. To locate the meeting more easily, you can use the
options shown at the top.

Busque o escriba un comando

G4 Reunirse ahora —+ Nueva reunion

[£] Semana laboral

Once you have located the meeting, you must click on it, or right-click to display the menu, and
click on the "View" option.

Busque o escriba un comando

Calendario G4 Reunirse ahora + Nueva reunion

(3] Hoy < > Enero de 2020 [E] Semana laboral

13

=] Chat con participantes

Unirse en linea

il Cancelar
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The meeting data will be displayed and you must press the "Join" button.

Nuevo Proyecto

lunes, 13 de enero de 2020
10:00 - 12:00 (2 horas)
Reuni6n de Microsoft Teams

Unirse ’ Chat con participantes

° example03@prueba.net

Cancelar reunién
° example02@personal.com

° example01@empresa.com

The screen will show some parameters that you can customize or define before entering the
meeting. In the image, from top to bottom and from left to right, the parameters are as follows:

1. Turn camera ON/OFF.
By default camera will be ON.

2. Focus background.
By default background will be focused.

3. MUTE.
By default the microphone will not be muted.

4. Define the speaker, microphone and camera to use.
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Busque o escriba un comando

Elija su configuracién de audio y video para

Nuevo Proyecto

£33 Micréfono y altavoces de...

Otras opcior| s de unién

54 Audio desactivado % Audio el teléfono (%) Agregar una sala

To enter the meeting you can use any of the following options, as required:

1. Press the "Join now" button.

Busque o escriba un comando

Elija su configuracién de audio y video para

Nuevo Proyecto

Unirse ahora

o wmw 23 misfonoy altavoces de...

Otras opciones de unién

4 Audio desactivado %, Audio del teléfono [#) Agregar una sala
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2. Click on the "Audio off" option. Through this option you will enter the meeting with the
speaker and microphone turned off.

Busque o escriba un comando

Elija su configuracién de audio y video para

Nuevo Proyecto

Unirse ahora

& @® 3 Micsfonoy altavoces de...

Otras opciones de unién

o Audio desactivado %, Audio del teléfono [®) Agregar una sala

B e —

3. Click on the "Phone audio" option. With this option you will enter the meeting and you
must type a telephone number to which TEAMS will call you, and through this call you will
listen to the meeting and / or speak.

Busque o escriba un comando

Elija su configuracién de audio y video para

Nuevo Proyecto

Unirse ahora

& @® 5 Micsfonoy altavoces de...

Otras opciones de unién

5 Audio desactivado %, Audio del teléfono (%) Agregar una sala

-
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4. Click on the "Add a room" option. With this option you must type the name of the room
you wish to use, and then you will enter the meeting using the audio and video system of
that room.

Busque o escriba un comando

Elija su configuracién de audio y video para

Nuevo Proyecto

Unirse ahora

& @® £ Micsfonoy altavoces de...

Otras opciones de unién

54 Audio desactivado %, Audio del teléfono () Agregar una sala

e—

Is My Connect Call My Way NY S.A 33| Page



, I IsMy
(@) call my way Connect

Ongoing Meeting Options

Once the meeting is in progress, 7 buttons will be displayed on the screen. In the image, from left
to right, the parameters are as follows:

Busque o escriba un comando

1. Activate or deactivate the camera.
2. MUTE.

3. Share the desktop, a window, a PowerPoint presentation or a whiteboard; You can even
define if you share the audio, as shown in the following image:
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Busque o escriba un comando

|J Incluir auaio ael sistema
Escritorio Ventana PowerPoint Examinar  Pizara

No hay archivos disponibles ~
& 5 E‘
2_ 5 ’

Pantalla 1 Nuevo Proyecto (Reunién...  Manual_Cliente TEAMS.d... Pizarra de Microsoft

mn

4. More actions. For example: blur or not the background of the video (video call), start or
stop recording the meeting, show the numeric keypad, disable the incoming video (video
call), show or hide the meeting notes, show or hide the details of the meeting, go to full
screen, among others.

Busque o escriba un comando

£33 Mostrar configuracién de dispositivo
B Mostrar notas de reunién
(@ Mostrar detalles de la reunién

O Acceder a pantalla completa

niciar video con desenfoque
Activar subtitulos en directo (versién preliminar)
feclado numérico

@® |Iniciar grabacién

(A Desactivar video entrante

Fdemmmmm

sea0 4§
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Show or hide the conversation (chat) of the meeting, which is shown as a panel on the left
side.

Busque o escriba un comando

Chat de la reunién

! Juan Carlos Navarro Romero se ha unido a
la reunién.

& Juan Carlos Navarro Romero ha cambiado
el nombre de la reunién a Nuevo Proyecto.

Es el Gnico narticinante nrecanta
5200 @ & () eee

Escribe un mensaje nuevo

Show or hide the list of meeting participants, which is shown as a panel on the right side. If
you want to add more people to the meeting, please go to page 16, and if you want to
remove people from the meeting, please go to page 19.

Busque o escriba un comando 5— = X

Contactos

Jnvite a alguien o marque un n...

~ Actualmente en esta reunién (1)

%_ I

Es el Gnico narticinante nracanta
220 g & )

Leave the meeting.
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