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Getting Started

The Cypress Communications TeleDirectory application for C4 IP Enhanced
Receptionist Seat is a networked, multi-user database application for
managing call directories.

Summary of Features

Using the TeleDirectory application, you can do the following:
« Add, modify, or delete directory entries.

. Scroll through the directory line-by-line or page-by-page.
. Jump quickly to a specific entry or section of the directory.

. Find an entry based on its sound, without having to know the exact
spelling.

« Resort the entries in the directory.
« Find the next entry that contains a certain text string.

« Quickly locate the correct number to call from a SmartSearch schedule,
based on the current day and time.

« Jump to a related entry in another directory.

« Place a call to a directory entry if TeleDirectory is interfaced to your
telephone system.

If you log on when you start TeleDirectory, you may not have access to all of
these features. If you do not log on, you can use any feature described in
this chapter, as long as your system provides it and your directories are
configured for it.

Copyright © 2008 Cypress Communications®, Inc. All Rights Reserved.



Installing the Receptionist Computer in an Enclosure

Installing the Receptionist Computer in an Enclosure

Installing your computer in an enclosure can restrict the airflow and impact
your computer’s performance, possibly causing it to overheat. Follow the
guidelines below when installing your computer in an enclosure.

Caution: Before installing your computer in an enclosure, read the safety
instructions that shipped with your computer.

The room temperature needs to be a consideration when you install your
computer in an enclosure. For example, if the room temperature is at 77°F
(25°C), depending on your computer’s specifications, you only have 9° to
18°F (5° to 10°C) temperature margin before you reach your computer’s
maximum operating temperature.

If your computer has air vents,
leave a 10.2-cm (4-in) minimum
clearance on all sides of the
computer to permit the airflow
required for proper ventilation.

If your enclosure has doors, the
doors need to be of a type that
allows at least a 30-percent

airflow through the enclosure at
the front and at the back.

If your enclosure has doors, the
doors need to be of a type that
allows at least a 30% airflow

through the enclosure at the front
and the back.

Do not install your computer
in an enclosure that does not
allow airflow.

If your receptionist console
computer is installed in a
corner on a desk or under a
desk, leave at least 5.1 cm (2
in) clearance from the back of
the computer to the wall to
permit the airflow required
for proper ventilation.
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Getting Started

Selecting a Data Source

1. Click on the icon for TeleDirectory
on the Desktop. The first screen
that will come up is the
TeleDirectory Data Source Selection
dialog box.

2. Click on Use the Network
Database or Use the Local
Database as instructed.

3. At the beginning of the day, click
Copy Network to Local to update
the database with changes.

Logging Into TeleDirectory

=

ConvEYNt
COMVETRNT “ SYSTEMS, INC,

Usze the Network Database

GAOMCALLDBL

Use the Local Database

CATDMSL

Copy Metwork to Local

Exit TeleDirectory

By logging into your receptionist console, you identify yourself to Cypress
Communications. This allows Cypress Communications to recognize your
console and to grant it access to Cypress Communications servers.

1. At the TeleDirectory Log In
window, type your User Name.

2. Press TAB, type your password
and click OK. Note that the
password will appear as *****,

3. Once the application is open,
click on the Directory button or
type D to open the directory.

4. Click the Directory button, type
D, or select Run TeleDirectory
from the Directory pull down
menu.

=

Corveyant
COMVEYBNT “SYSTEMS, INC,

x|

User Name: | BECKY

Password: | R

QK Cancel ‘

= TeleDirectory Network System Local User: 9
Exit Directory Administration Log OFf  Help

CO t TeleDirectory Metwork Systerm MIP-5000
Release 260

COMVEYENT “SYSTEMS, INC.

IP User: 000029 (

==
7

Ditectary

ADC Corporation

Pl &=L

Administration Log O Exit

@

Help

What If | Forget My Password?

If you forget your domain account password, please contact Cypress

Support.
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Logging Out of TeleDirectory

Logging Out of TeleDirectory

To exit TeleDirectory, press ESC and type Y or click on Yes. At the next
menu, click Log Off or Exit. If you chose to Log Off, then choose Exit at the
next screen.

Logging Out of Microsoft Windows

While you are logged into the domain with your domain account, anyone at
the computer will be identified as you. For this reason, you should always log
out when you are leaving your computer unattended.

1. From the Start menu, choose Log Off. When you are asked if you are sure
you want to log off, click Log Off.

If the Log Off option does not appear in the Start menu, press
CTRL + ALT + DELETE, and then click Log Off.

2. When you are asked if you are sure you want to log off, click Log Off.

C4 IP Enhanced Receptionist Seat User Guide



Basic TeleDirectory Concepts and Skills

Basic TeleDirectory Concepts and Skills

The TeleDirectory Window

The TeleDirectory window provides access to your call directory and some
telephone functionality. The Directory window lists the entries in your
company directories. The Directory window is always present on the screen,
though parts of it may be temporarily hidden by various pop-up windows.
Usually, your display screen shows the Directory window at the top and the
Telephone window at the bottom.

B TeleDirectory Network System Local User: JANE Console: LOBBY1
File Edit “iew Databaze Telephone Setings Help

MeasvadnshHEssSa S E . 7

I8 Personnel and Staff by Name

Ll Name | Tle | Department | Location | Phone Num ]|

Aaron, Sherman Director Engineering Building 3 2734111
Abrams, Jesse Supervisor Student Services McGaw 273-4101
Adams, Gloria Assistant Administraiton Irvine 2731107
Adams, Henry Director Administration McGaw 2731102
Allen, Gloria R Senior Technician |Technical Support  (Irvine 2734103
Anderson, Kanm Assistant Sales Langley 27314105
Brown, Benjamin Director Administration McGaw 2734114
CALL PROCESSING PROCEDURES
Chen, Sam Marketing Manager |Marketing Langley 2734117 -
Christensen, George Supervisor Finance B3 8 756-1638
Doe, Jane Tech Support Technology B 3435461
Doe, John Manager Information Services|Lab 343-3000
Edwards, Ron T. Director Sales Irvine 2724112
Gomez, Jose Supervisor Human Resources | Langley 273.4108
Hanson, Rebecca Director Accounting G Gen 2734120
Harris, Angela Senior Engineer Engineering 2292
HOLIDAY SCHEDULE
-
| | +

[Teloghone Window
| | Hald | =
| I

12
et T
Qatatus

400 | 40 | 402 | 4103 | Hier | Pickup

107 410E 4109
Releaze | i

Prezz Help key [F1] for help,

The Telephone window displays information about your current call and the
status of each of your telephone keys. If TeleDirectory is not connected to
your telephone system, the Telephone window does not appear.

You can resize the Directory and Telephone windows and columns. You can
also change the order of the columns by selecting a column heading and
dragging it to a new position. Any settings you make to the windows are
saved.
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The TeleDirectory Window

The Directory Menu

The Directory application provides a menu bar and toolbar to select many of
the options that you will be using. As on the other screens in TeleDirectory,
you can use this menu, select the option with keystrokes, or click buttons on
the toolbar, moving to them with the arrow keys or with the mouse.

File Edit “iew Databaze Telephone Settings Help

B mE v AR E N E

e B [E .

The Directory Window

When you first start Directory, your primary company directory is opened.
The entries are displayed in the order of the first selectable, indexed field.
The name of the primary directory and the name of this indexed field appear
in the window’s title. The cursor is placed on the first entry.

I8 TeleDirectory by Hame
l—m_lm-

Aaron, Sherman Marketing G Gen 273-4111

Abrams, Jesse \fD Engineerin 2734101

Ahsalon, Ron T. Marketing G Gen 2724112

Adams, Gloria President General G Gen 273-4107

Adams, Henry Jr. Engr Engineerin  McGaw 273-4102

Anderson, Kanm Tech Wr Engineerin  Langhy 2734105

Brown, Benjamin Engineerin  McGaw 273-4114 e

Chen, Sam Assoc Eng  Engineerin - Langley 273-4117

Gomez, Jose Sales Mgr Sales Langhy 2734108

Hanson, Rebecca Director Accounting G Gen 273-4120

HOLIDAY SCHEDULE

Jones, Gloria R. Sales Asst  Sales G Gen 273-4103

Main Listed Humber 273-4100 -

q F |

Your system administrator decides which directory is opened and the size
and order of the fields (left to right) when the Directory application is
started. Within each directory, the system administrator determines the
following:

« Which fields are displayed.
« Which fields can be selected as sort keys.
« The name of each field.

« How each field can be used. For example, one field might be used to
store the entry’s current status, some fields might be used to dial phone
numbers, and other fields might be linked to second-page entries or
other directories.

Individual users can resize the window and columns or change the order of
the columns as desired with the computer mouse. Any setting changes to the
windows are saved on a per user basis for future use.

10
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Basic TeleDirectory Concepts and Skills

The Telephone Window

If TeleDirectory is interfaced to your telephone system, a Telephone window
appears at the bottom of your screen when you start TeleDirectory. The
Telephone window provides information on your current call and your
telephone’s line and feature keys.

The TD/NCS2 Telephone Window

For TD/NCS2, the Telephone window is displayed as shown below:

‘ ‘ Hold

‘ ‘ et
1491805748 1491805747 Fast Xfer ‘ Park ‘ ‘ ‘

On the right side of the Telephone window are buttons to process the calls
you answer:

UCD Lagin
Release

. Hold - Holds your current call.
« Next - Answers the highest priority call.

. Release - Releases your current call.

The top two lines of the Telephone window are called text lines. They display
telephone numbers and other information, as follows:

. The first box on each line shows the same information that appears on
the display lines of your telephone.

. If the displayed information contains a telephone number that
corresponds to an entry in one of your directories, TeleDirectory displays
this entry in the second box. The fields are displayed in the following
order: Name, Department, User-Defined, and Comment. The fields that
appear here are determined by the usage codes configured for the fields
in the primary directory.

. For some calls, two telephone numbers may be displayed. For example, if
you receive a forwarded call, the caller’s number is shown first, then the
forward-from number. In this situation, two directory entries are shown
— the first corresponds to the first number and the second corresponds
to the second. Each entry is truncated to 24 characters, and the two
entries are separated by a block character. If the system has information
for only one of the phone numbers, that data is displayed without being
truncated.

The buttons at the bottom of the Telephone window are called indicator
buttons. They show the names of your line and feature keys, and identify
their current status. For the first ten keys, a text description of the key’s
status is displayed directly below the key name. For the other keys, status is
indicated by color and flashing.

Copyright © 2007 Cypress Communications, Inc. All Rights Reserved. 11



Using Keys with TeleDirectory

The following chart explains the use of color and text for the keys displayed
in your TD/NCS2 Telephone window:

Status Color Text (keys 1-10 only)
Idle, not active Black (blank)

Ringing line Blue Ring

On hold Red Hold

Hold time-out Magenta HoldTO

In use In Use

Feature setup Red Setup

Feature active Active

Table 1: Use of Color and Text for Keys Displayed in TD/NCS2 Telephone Window

When TeleDirectory is started, it assumes all line and feature keys are idle.
This may not be correct. For example, you may have started TeleDirectory
while you were on a call or while the call forward feature was active. The next
time you use that line or feature key, TeleDirectory displays the correct
status.

Using Keys with TeleDirectory

This section describes the keys that you can use in the TeleDirectory
window.

In the following table, the default (standard) key assignment is shown in the
Key column. If (default) appears next to the key assignment, that feature
may be assigned to a different key on your console by your Administrator.

Because the actual keys used to access each feature may be changed, the
feature name is used in this book. Feature key names are shown in initial
caps and are enclosed in square brackets. For example, if an instruction tells
you to press the [Dial Alternate] key, you would press the key or key
combination your administrator has assigned to that feature. Physical (hard)
key names, such as ENTER or INSERT, are shown in all capital letters without
brackets.

In some TeleDirectory systems, function key assignments cannot be
changed. If you have this type of system, the keys shown in this table as the

12
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Basic TeleDirectory Concepts and Skills

defaults are the ones you will use. Also, some of the features described here

may not be available at your site.

Select Help from the menu bar to see a display of the key assignments for

your system.

Tip:  You can also start Directory features by clicking icons on the tool bar,
or by pulling down a menu and choosing an option.

Summary of Directory Window Keys

Function

Key

Description

Add

INSERT

Lets you add a new directory entry.

Dial

ENTER

Dials the number associated with the current
directory entry, if TeleDirectory is interfaced to your
telephone system.

If your current directory has multiple dial phone
numbers, pressing ENTER displays the Select Dial
Number menu.

Pressing ENTER dials a number from a configured
alternate directory if (1) the dial phone number field
in the current entry contains a plus sign (+), or (2)
the current entry has no dial phone number.

If the current entry contains an at sign (@),
pressing ENTER displays the entry’s second page.

Dial

alternate F5
(default)

Dials the telephone number from an alternate
directory linked to your current directory, if
TeleDirectory is interfaced to your telephone
system. This key is active only if your directories
are configured for this feature.

If the alternate directory has multiple dial phone
numbers, pressing [Dial Alternate] displays the
Select Dial Number menu.

If you are on a SmartSearch schedule, pressing
this key highlights the entry configured for the
current date and time.

Exit

ESC or CTRL+Z

Presents a confirmation message, then closes the
Directory application and returns you to the Main
Menu.

Field names

F10 (default)

Displays names and sizes for the fields in the
Directory window.

Copyright © 2007 Cypress Communications, Inc. All Rights Reserved. 13




Using Keys with TeleDirectory

Function Key Description

Filter CTRL+F2 (default) Lets you view only those entries that match the
name or other field value(s) you specify.

Find ALT+F2 (default) Searches for the first entry that starts with the
characters you type.

Help F1 Displays help text.

Move down 8% Moves the cursor down one line.

Move to end END Displays the last page of entries, putting the cursor
on the last entry.

Move to top HOME Displays the first page of entries, putting the cursor
on the first entry.

Move up N Moves the cursor up one line.

Page down PAGE DOWN Displays the next page of entries.

Page up PAGE UP Displays the previous page of entries.

Shift field left > Shifts all fields one column to the left.

Shift field right < Shifts all fields one column to the right.  is usable
only after is used.

Shift page left TAB Shifts all fields one page to the left.

Shift page right | SHIFT+TAB Shifts all fields one page to the right. SHIFT+TAB is

usable only after TAB is pressed.

Sort F9 (default) Lets you change the sort order of directory entries.
Telephone SHIFT+F10 (default) | Moves to the Telephone window and lets you
operations select a key or press F1 to display a list of access

keys.

Text search

F2 (default)

Finds the next entry that contains a specific
displayed string of text anywhere in the entry.

Update CTRL+U Lets you update (change) the current directory
entry.
View vertical F6 (default) Lists the current entry’s fields vertically (top-down).

The list may include non-displayed fields.

14
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Basic TeleDirectory Concepts and Skills

Table 2: Summary of Directory Window Keys

Pressing Two Keys Simultaneously

If a function requires you to press two keys, they are shown in this manual
with a plus sign between them (for example, CTRL+U). Press the two keys as
follows:

1. Press and hold down the first key.
2. Press the second key.

3. Let go of both keys.

Using the Keyboard

This section describes the following:
« How to use a standard PC keyboard to access TeleDirectory features.

. How to use the PC keyboard to access line and feature keys on your
telephone.

Using a PC Keyboard

« The key names on your keyboard may be slightly different from those
shown in this book. For example, your INSERT key might be called Ins.

. If you want to use the INSERT and DELETE keys on the numeric keypad,
make sure the NUM LOCK key is turned off. (NUM LOCK is normally on so
you can dial from the keypad.) You may find it easier to use the INSERT
and DELETE keys located to the left of the keypad.

. The function key assignments shown here are the defaults. Your system
administrator may choose different function keys for your console. The
only function key that cannot be changed is F1 (Help).

Your function keys (F1 through F12) appear across the top of the keyboard.
The following diagram shows the default use of each function key while
using TeleDirectory.

Text Search ] Second

CtH+F2=Fiter Directory WiE Page- Field Mames

Aft+F 2=Find Link Wi ttical Field Shift+F 10=TelCps

. \ % 7
F1 F2 | F3J; Fa |@ FE |m kFB | Fs F1o J| ([ F11 )1 [| F12 |
— \I\::J = '\l‘“::-/ :".':If" '\l}:’/ '\-:"j«" s Q_‘;’j" e \k:;’jf' —/
Help Directary Dial Second Sort
Select Alternate P age-

[or SmartSearch) Entry
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Using the Keyboard

Accessing Telephone Keys from the PC

You can press keys on the PC keyboard to access the keys on your

telephone.

To access this telephone key...

Press this PC key...

Any line or feature key

The “access key” defined using the Telephone
Configuration option in Administration. Your
administrator should give you a list of your
access keys. To display the list on the screen,
press the [Telephone Operations] key, then
press F1 twice.

Any number on the dial pad

The same number key on the numeric keypad.
Your system administrator can configure the
console’s keypad to work like a telephone
keypad (reversing the 1-2-3 and 7-8-9 rows).

* on the numeric keypad.

#

/ on the numeric keypad.

RELEASE (Rls)

ENTER on the numeric keypad.

HOLD

- on the numeric keypad.

HANDSFREE, MUTE, VOLUME,
PROGRAM KEY (TD/M only)

Not available. Use the telephone keys.

MENU, DIR, PREV, NEXT,
VOLUME, MUTE, REDIAL,
SPEAKER, and EXIT (TD/I only)

Not available. Use the telephone keys.

The highest priority, longest ringing
or alerting line key (TD/M or TD/I)
or the ringing loop key (TD/MC)

+ on the numeric keypad.

Table 3: Using PC Keys to Select Telephone Keys

Tip:  To use the numeric keypad keys, first turn NUM LOCK on. If NUM

LOCK is off, press the SHIFT key when you press the numbers on the

numeric keypad key.

In some cases, TeleDirectory cannot process any telephone keys. For

example, this happens if you are on a menu or editing a directory entry. You

must exit from the menu or editing window and return to the Directory

window to use these keys.

16
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Using Directory Features

TeleDirectory is a software application for managing call directories. This
chapter describes the key features of TeleDirectory and provides the
instructions for using those features.

Tip:  Some TeleDirectory functions have a three-minute time-out. This
means that if you do not press a key for three minutes, your current
screen is cancelled. To avoid losing any of your work, try not to leave
your console unattended when you are in the middle of a function.

Tips for Using TeleDirectory Features

Most features in TeleDirectory can be accessed in more than one way.

The methods you choose will depend on whether you prefer to use the
keyboard or the computer mouse. You can switch between methods — for
example, use the keyboard for some features and the mouse for others.

To do this...

Using the keyboard...

Using the mouse...

Select a displayed
button or option.

Type the underlined letter.

Click the button or option
once.

Start a TeleDirectory
feature quickly.

Press the key or key sequence defined
for your console. To see a list of these
keys, press F1 (Help) in the
TeleDirectory window.

Click the feature’s icon on
the tool bar.

Use an option on the
menu bar.

Press ALT, then type the underlined
letter of the menu you want.

Pull down the menu and
click the option once.

Finding Directory Entries

This section describes the features that help you find the entry you want in
the Directory window. It covers the following procedures:

« Scrolling through the directory

. Finding an entry

. Filtering directory entries

. Finding an entry phonetically

« Searching for text

« Editing Find window text

Copyright © 2007 Cypress Communications, Inc. All Rights Reserved.
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Finding Directory Entries

The Find Call Party feature is also available to find the entry in the Directory
window of the current call displayed in the Telephone window.
Scrolling Through the Directory

You can scroll (page) through a directory using the scroll bar. You can also
use the keyboard as follows:

To do this... Press this key...
Move the cursor down one line. N2

Move the cursor up one line. N

See the first page of directory entries. HOME

See the last page of directory entries. END

See the next page of directory entries. PAGE DOWN
See the previous page of directory PAGE UP
entries.

Table 4: Keyboard Commands for Scrolling Through the Directory

If you are on the last entry of the window, pressing the down arrow key
scrolls the entries up. If you are at the end of the directory, the down arrow
key has no effect.

If you are on the first entry of the window, pressing the up arrow key goes
back one page, with the cursor positioned in the middle of the page. If you
are at the top of the directory, the up arrow key has no effect.

Finding a Directory Entry

The Find feature lets you quickly locate an entry that starts with certain text.
This is usually much faster than scrolling to an entry using the arrow and
page keys.

What you type to find an entry depends on how the directory is sorted. If the
directory is sorted by name, for example, type the beginning of the name
you want. If the directory is sorted by department, type the beginning of the
department you want. Check the Directory window’s title to see how the list
is sorted.

18
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To start the Find feature
o Press the [Find] key.

Or:

« Go to the Database menu and select Find.

To find a specific entry (field searches)

1. Start the Find feature as described above. Skip this step if your directory
is set up to start the Find feature automatically when you start typing.

2. Type the beginning characters of the entry you want to find. In general,
the more characters you type, the closer you will get to the desired entry.

3. Press ENTER or click OK. TeleDirectory will scroll to the first Directory
entry that matches or exceeds your entry.
To find a specific entry (character searches)

1. Start the Find feature as described above. Skip this step if your directory
is set up to start the Find feature automatically when you start typing.

2. Type the beginning characters of the entry you want to find. Keep typing
(up to 20 characters total) until you get to the entry you want.

3. When you find the correct Directory entry, press ENTER or click OK to
remove the Search window.

When you start the Find feature, the Search window appears. The window
shows the last text you searched for and the name of the field you are
searching on.

i TeleDirectory Search Window

Search Name for:

(0]24 Cancel

To search for the same text again, simply click OK. If you start typing, the
old text is erased. If you wish to edit the old text instead of replacing it
entirely, use the left and right arrow keys, the BACKSPACE key, or the HOME
and END keys. The field is not case sensitive.

If Find Is Your Directory’s Default Search Mode

Your system administrator may configure one or more of your directories so
that you can simply type to start the Find feature. The Search window
appears as soon as you type a character.

Copyright © 2007 Cypress Communications, Inc. All Rights Reserved. 19



Finding Directory Entries

If you want to repeat your last search or edit your previous search text, press
the [Find] key or select the Find option instead of just typing the string you
want to find. This brings up the Search window with your last entry
displayed.

Note that you can type spaces in the Search window. If you press the space
bar to display the window, the space will be entered as the first character in
your search string. Unless the entry you want actually starts with a space,
press BACKSPACE to delete it. To avoid this problem, type the first character
of your search string (instead of a space) to access the Search window.

Field vs. Character Searches

There are two ways a search can be performed: by field and by character.
How your console works depends on how your system administrator has set
it up.

Field Searches

If your console is set up for field searches, the search starts when you
press ENTER or click OK in the Search window.

Character Searches

If your console is set up for character searches, the search starts as soon
as you type one character. For example, assume you are looking for
STEVENS. As soon as you type S, the display scrolls to the S section of the
Directory. When you type T, the display jumps to the first entry that starts
with ST. With each character you type, you get closer to the entry you
want. Character searches are useful in that you can stop typing as soon
as you see the entry you want. Character searches may not be available at
your site.

After you press ENTER (field searches) or type a character (character
searches), TeleDirectory scrolls to the first directory entry in which the active
index field is greater than or equal to the text you entered. A page of
directory entries containing the located entry is displayed with the cursor on
that entry about one-third of the way down the page.

Configuring the Character Search Feature

By default, consoles are set up for field searches. To enable character
searches, use the Console Parameters option in Administration.

During a character search, TeleDirectory waits three-tenths (0.3) of a second
after each keystroke before moving to the closest entry in the directory. If,
for example, you type three characters quickly and then pause, TeleDirectory
does not scroll until the pause. This helps prevent unnecessary repositioning
in the directory.
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If you want to change this time-out, add the following line to your TDNS.INI
file:

FindTimeout=<number of seconds>

For example, FindTimeout=.5 would change the time-out to one-half
second.

Using the Copy Word Key to Find an Entry

You can use the Copy Word key (ALT+->) to help reduce the number of

keystrokes required to find entries in large directories. Pressing ALT+->
copies a word from the sort field of the current directory entry into the

Search window.

For example, assume your directory is sorted by name and you are using
field searches. A caller asks for Eldrick WOODS. You search for WOODS
ELDRICK, but cannot find it. Now you want to try WOODS TIGER. There are
over a hundred Woods in your directory, so using the PAGE and arrow keys
to move between ELDRICK and TIGER is not efficient. Instead you can press
ALT+->. This brings up the Search window with the word WOODS already
filled in and followed by a space. All you need to do is type T or Tl, then
press ENTER.

If you are using character searches, ALT+-> can be even more efficient. A
caller asks for Sandra Anderson. As soon as you type AND, the directory
cursor is positioned at the first ANDERSON. Instead of typing the rest of
ANDERSON, you can press ALT+-> to automatically complete the word
ANDERSON and the following space.

To reduce the number of keystrokes even more, you can put ALT+-> in a
macro. This is done using the Macros option in Administration.

When pressed in the Directory window, ALT+-> brings up the Search window
and copies the first word from the sort field of the current directory entry
into the Search window. The copied text also includes the word terminator.
The word terminator is the first space, comma, or comma and space that
follows the word.

When pressed in the Search window, ALT+-> compares the current contents
of the Search window with the contents of the sort field of the current
directory entry. If they match exactly up to the end of the search text, the
next word and word terminator are copied from the directory sort field to the
Search window. As long as the search text and directory sort field match,
each time you press ALT+->, the next word is copied.

Note that ALT+-> operates on the current sort field. For example, if your
directory is currently sorted by Name, ALT+-> copies each word from the
Name field. If your directory is currently sorted by Department, ALT+->
copies each word from the Department field.
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Using Other Types of Searches

The type of search described on the previous pages is called an indexed
search, because you are searching on the field by which the directory is
indexed (sorted). If you want to search on a different indexed field, first
select the new sort sequence using the Sort feature (or by double-clicking
the column heading), then do the search. If you want to search on a non-
indexed field, use the Text Search feature; see Searching For Text on page
25 for more information. Indexed searches are faster than text searches.

Sometimes, you may not know exactly how an entry is spelled. If you know
the starting letters, you can probably get close enough to find the entry
anyway. If you can’t find the entry you want, you may be able to use a special
type of search that looks for entries that sound like your entry, even if they
are spelled differently. This is called a “phonetic” search.

To edit your search text
. See Editing Find Window Text on page 28 in this chapter.

To cancel your search
o Press ESC.

Filtering Directory Entries

The Filter feature lets you limit a directory display to include only entries that
contain certain values in certain fields. For example, you may wish to see
only entries in the Purchasing department, or only those whose name starts
with M.

You can enter more than one filter at the same time. If you do, all of the
values you enter must match in order for an entry to appear in the filtered
directory. For example, if you type M for the name field and Purchasing for
the department field, the directory will list only those entries in the
Purchasing department whose names start with M.

If you enter more than one filter character for a field, all must match for the
entry to appear. For example, assume you enter Smith for the name field.
Users named Smith or Smithson would be displayed, but users named Smyth
would not. Similarly, you could enter Sm to see all entries in which the name
starts with Sm.
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After you enter your filters, the Directory window returns with only the
filtered entries displayed. The title of directory window indicates that a filter
is active. For example, if you enter M as the filter for the name field, only the
users that start with M are displayed:

B TeleDirectory by Name >> Filtered << [_ (O] x]
| tame [ Title |Department| Location | Phone_Num |

Main Listed Number 273-4100

Mario, Tony Sr. Engr Engineerin  McGaw 2734115

Michael, Jones Sales Asst  Sales Langhy 273-4110

Miller, Stan P. Purchasing G Gen 273-4113

When a filter is active, you can use any of the other Directory functions, such
as paging up and down, finding entries, and changing the sort order. These
functions operate only on the filtered entries. If you switch directories, your
filter specifications are saved and are restored when you return to the
original directory.

The filter feature is not provided by some TeleDirectory systems.

By default, there are two types of filters: fast and full. Press the [Filter] key
once to access the Fast Filter window.

Press [Filter] twice to access the Full Filter window. If you want to only use
the Full Filter mode, you may disable Fast Filter by adding the following line
to your TDNS.INI file:

FullFilter=True

You may use the keywords EMPTY or NOT EMPTY in a filter field to select
only those entries that do not contain data (empty) or only those that contain

data (not empty). These keywords apply to Fast and Full filters, not to
phonetic searches.

Using Fast Filter

The Fast Filter feature helps you process calls quickly. To reach the Fast
Filter window, press the [Filter] key, pull down the Database menu and select
Record Filter, or click the Filter icon on the tool bar.

T TeleDirectory Filter Window E3 l

Enter filter:

0]54 Cancel |

Clear | Full Filter |
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In the Fast Filter window, you can enter multiple filter values separated by
commas. The values must be entered in the same order as they appear in the
Full Filter window (described on the next page). If you want to skip a field,
you must type a separator comma for each field you want to skip.

For example, assume the fields listed in your Full Filter window are Name,
Title, Dept, Location, and PhoneNum.

To see only those entries where the last name begins with BALL and the
department begins with MA, you would type BALL,,MA. To see only those
entries where the last name begins with PAT and the phone number begins
with 71, you would type PAT,,,,71.

If you enter a filter that finds no entries, the filter window stays on the
screen so you can change or clear the filter.

From the Fast Filter window, you can clear the filter by doing any of the
following:

. Erase the entry or replace it with a single comma, then press ENTER.
e Press CTRL+C.
« Click the Clear button.

Using Full Filter

The Full Filter feature provides some additional features not available with
Fast Filter.

To reach the Full Filter window

Press the [Filter] key twice, or select Full Filter from the Filter window.

EY TeleDirectory Entiy - << FILTER >> E3
Nane: | | =
First Name:
Title:
Department:
Location:
Phone_Hum:
.
Al Eiler Clear All Clear & Exit Cancel
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The Full Filter window lists all fields in your current directory that are defined
as indexed and selectable. These are the same fields you can use to sort the
directory. If you typed any entries in the Fast Filter window, they are copied
into the Full Filter window.

To complete the window

Type a value in one or more fields, then press ENTER or click Apply Filter.

To enter values in the Directory window

Each time you move the cursor to a new field, the entire field is selected for
editing. If you begin typing, the previous contents of the field are erased. If
you press END or the right arrow key, you can edit the previous contents of
the field.

To clear a single field

Move to the field and press the space bar.

To clear all the Directory fields

Click the Clear All button or type ALT+A.

To clear the fields and exit from the Filter screen

Click the Clear & Exit button or type ALT+E. If you wish to cancel the
operation, click Cancel or type ALT+C.

Searching For Text

Sometimes, you may wish to find an entry that contains certain data in one
of its fields. This is called a text search. You specify the text you want to
find, and TeleDirectory locates the next entry that contains that text
anywhere in the entry. The text can be in any field or could even be spread
across adjacent fields.

To use Text Search, press the [Text Search] key and type the characters
(letters, numbers, or symbols) you are looking for, then press ENTER.

A TeleDirectory Search Window |

Search forward for:

™ Search Second Page
(0] Cancel
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Second pages are not supported at this time.

Your search string can include spaces. The field is not case sensitive, so you
can type in either upper- or lowercase. TeleDirectory searches forward from
your current position in the directory until it finds the text or reaches the
end of the directory. If you want to search the section of the directory in front
of your current position, press the HOME key to move to the top of the
directory before starting the search.

When you start a text search, the default search text is the last text you
searched for. To search for this text again, simply press ENTER. If you begin
typing, the old text is erased. If you wish to edit the old text instead of
replacing it entirely, use the left and right arrow keys, the BACKSPACE key, or
the HOME and END keys.

If the search text is not found between your starting point and the end of the
directory, Text not found appears. If you started searching in the middle of
the directory, you may want to press HOME to move to the top, then repeat
the search.

Note the following points about text searches:

They are most useful in sequential (hon-indexed) directories.
You can search on displayed fields only.

You can search for text that spans across displayed fields. Make sure you
include the spaces that appear between the columns. Basically, enter the
string exactly as it appears in the window.

If the text you are searching for is at the beginning of the field by which
the directory is sorted, you may be able to find that entry more quickly
with the Find feature. See Finding a Directory Entry on page 18 for
details.

Text searches are relatively slow, especially if your directory is very large.
If you know approximately where the entry with the search text is, do an

indexed search first (with the Find feature) to get close, then do the text

search.

A text search may take many seconds if a large number of directory
entries must be searched before finding or not finding the text you enter.
If you want to cancel a long search, press ESC.

Some models of the TeleDirectory system do not provide the text search
feature.

If Text Search is Your Directory’s Default Search Mode

Your system administrator may configure one or more of your directories so
that you do not have to press the [Text Search] key to start your search.
Instead, you simply start typing text. The Text Search window appears as
soon as you type a character.
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If you want to repeat your last search or edit your previous search text, press
the [Text Search] key instead of just typing the string you want to find. This
brings up the Text Search window with your last entry displayed.

Note that you can type spaces in the Text Search window. If you press the
space bar to display the window, the space will be entered as the first
character in your search string. Unless the entry you want actually starts with
a space, press BACKSPACE to delete it. To avoid this problem, type the first
character of your search string (instead of a space) to access the Text Search
window.

To start the Text Search feature

Do one of the following:
« Press the [Text Search] key.
« Pull down the Database menu and select Text Search.

« Click the Text Search icon on the tool bar.

To search for specific text

1. If you want the search to start at the top of the directory (instead of your
current location), press HOME.

2. Start the Text Search feature as described above. Skip this step if your
directory is set up to start the Text Search feature automatically when
you start typing.

3. Type the text you want to find.

4. The directory scrolls to the first entry that contains the search string. If
you want to find the next entry that contains the same string, start the
Text Search feature again, then click OK.

To edit your search text
« See the Editing Find Window Text section below.

To cancel a search

« Click Cancel.
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Editing Find Window Text

TeleDirectory has three types of Find windows: the Search window (for
indexed searches), the Text Search window, and the Fast Filter window. Each

window lets you type up to 20 characters of text.

The following editing keys can be used in any Search or Filter window:

Key Action

™ Terminates the entry.

> Moves right one character.

< Moves left one character.

N7 Terminates the entry.

ALT+C Clears the current text and terminates the entry.
BACKSPACE Deletes the character to the left of the cursor.
CTRL+-> Moves forward one word.

CTRL+< Moves backward one word.

CTRL+D Clears the current text.

CTRL+END Clears the text from the cursor to the end of the text.
DELETE Deletes the character under the cursor.

END Moves to the end of the text.

ENTER Terminates the entry.

ESC Cancels the find window.

HOME Moves to the beginning of the text.

INSERT Toggles between insert mode and type-over mode.
PGDN Terminates the entry.

PGUP Terminates the entry.

Table 5: Editing Keys
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Viewing Fields Vertically

The View Vertical option lists an entry’s fields vertically (top-down) instead
of horizontally (left-to-right). This is especially useful if your directory has
too many fields to fit across your screen.

_iE Indexed Linked by Hame
Name Title Department Location Phone_Num -

Aaron, Sherman VP Marketing G Gen 273-4111
Abrams, Jesse VP Engineerin  |McGaw 2731101
Absalon, Ron = e S Soo Sl sl
Adams, Glori E TeleDirectory Entry - << VIEW VERTICAL »>>
Adams, Henr (fap e ; Aaron, Sherman -
Anderson, Ki | First_Naue: Sherman
Brown, Benje | ~itle: VP

Chen, Sam  [pepartuent: Marketing
Gomez, Jose (Location: G Gen
Hanson, Rebr (pial Mum: W4111
HOLIDAY SCH phone_Mum:  273-4111
Jones, Gloria | Lookup Num: 4111
Main Listed b
Mario, Tony
Michael, Jom
Miller, Stan P
Hichols, Roln
Peterson, Bri
Ramirez, Ros

A

Telephone Wi
I I e

4100 | 4101 | 4102 | 4103 | Hier | Pickugp 4106 | 4107 | 4108 | 4109 |

 — e ——

View Vertical may show fields that do not appear in the Directory window.
Such fields, called non-displayed fields, may be defined in a directory but
kept hidden from normal view. If your directory contains non-displayed
fields, you can see them with the View Vertical key only if your privilege level
is sufficiently high.

To list an entry’s fields vertically
1. Highlight the desired entry.

2. Press [View Vertical] or pull down the View menu and select View Vertical.

3. If the display takes more than one page, use the scroll bar or press PAGE
DOWN to see the additional fields.

4. When you are ready to return to the Directory window, click Cancel. You
return automatically if you try to view past the last page of fields.
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Handling Calls

This chapter describes how to manage incoming calls using the
TeleDirectory Directory window and Telephone window.

The NUM LOCK key must be on for the PC keyboard to be used as a dial pad.

Answering a Call

When you receive a call, the caller information appears in the Telephone

Window.

| Tclephone Window

|BF=-:|l: JuLla | okt
| dosse70835 et

E s

- Lire 2 |'-¢'dcm|1mrer .nnrermc1 nm:m| h'uma-:l| |.nuudu| mm|

Dir. Park | ke Busy] Speed Cal| Meg i |

« Press or click the Next button on the Telephone Window. You can now
transfer the call using the Dial Pad or the Directory as described in the
following procedures.

Transferring a Call (Using the Dial Pad)

1. Press TRANSFER or click the Transfer button in the Telephone Window.

| | Hokl

- Lire 2 |vm|-:murﬂ1mm| mnau| GiC |Auudu|mm| e

Dir. Park | Miske Busy] Spesd Cal| g Visi |

2. Dial the number.
3. Press TRANSFER or click the Transfer button.
4. Press RELEASE or click the Release button.
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Transferring a Call (Using the Directory)

1. Type as few letters as needed to find the desired entry in the directory.

TeleDirectory Search Windeow n-"T|
Search Name foa:

it TeleDirectory by Name

Wi Cregrartieent | Location CificePhan Fa
Bealarinwia, Akin Corporate | Atlanta - GTE.O54.6638
Beoyl, Patricia M Fhiehd Crs Atlania - 4044420109 A0 4420326
Boyt, James IT Atlanta - A0 4426280 4048127878
Eeriwilfo il, James Technbcian | Field Ofps Atlanta - TTL55 1.8 TT0.551.6010
Beraily, Ralin R Mar, Regie | 5TS Field [nalkas 9725066072 404.812.7853
Eerawy, Ll Care Specl  |STS Field Atlanta - 4044420128 4044420061
Brent, Torains Magr, Branc | Fleld Ops WY Brea 6464150713 2128677510
Brulges, Themas Eng. Hetwaork En | Atlamia - 404,44 2.64699
Bridger, Clois Seror Met Hetwark Pl | Atlaria 044425800
Hrok , Fich q Marketing 404 442 0000 94159012233
Erown, Lan EvP, Busin |Execiiiee o 404,368 916 04812 TR
Erown, berrie L Accommtam | Finance & Atlarta - J04. 44207 39 044420339
Brown, Rabert & Technician  |Field Ops Houston T13851.0028 218742108
Browin, Stesen SrProdue (Marketing | Atlanta S04 4420020
Browne, Trevor O Mar, Opera | Field Ops Boston 6174420036 404.442.03
Butler, Debra Circt Pr Metwork En | Atlamta - A4 4420269 {404} 4420389
Byers, Barak SAEN Field Sale 215,965 2009
Caftey. Michelle Accoumtant | Finance & Atlania - A4 4420051 A4 812,780

3. Use 1 or | or PAGE UP or PAGE DOWN to select the correct name if
necessary.
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4. Press TRANSFER or click the Transfer button in the Telephone window.

Telephone Window

| | =]

l [ -

- Lire 2 |u:4mmi|-:mreram:1 Irtar-:m| Inspect | GiC | .mudui| ﬂ.dudal| e I

Dir. Park | Miske Busy] Spesd Cal| g Visi |

This opens the Select Dial Number dialog box.

E Select Dial Mumber

Select number o dial

DEficePhon  404. 442. 0000

" Fax 94159013322

=
Hame:| Brok, Rich Updata |

Etal:us:l Cancel

5. Verify that the correct number is selected, and then press ENTER.

6. Press TRANSFER or click the Transfer button to transfer the call.

Returning a Call to the Caller

1. While transferring a call, press RELEASE or click the Release button to
release a busy signal or wrong number.

2. Press or click the appropriate line key to retrieve the caller.

Ending a Call
o Press RELEASE or click the Release button.

Holding a Call
« Press HOLD or click the Hold key. The line key on Hold will appear in red.
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Retrieving a Held Call

« Press or click the appropriate line key, or click Next if the held call has
timed out.

Placing a Call (Using the Keyboard)

« Select a line key and dial the number.

Placing a Call (Using the Directory)
1. Highlight the directory entry you want to call.
2. Press or click an idle line key.

3. Press ENTER to automatically dial the highlighted number.

Sorting a Call

« Double-click on the title bar of the field you wish to sort. The field name
will appear in red. If the field name does not appear in red the field is not
sortable.
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