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1. MAKING A CALL
Go to Inbox in the left-hand menu.

Next to the search bar, press the Dialpad icon (the grid of dots).
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Choose which number to call from by pressing Personal. You can pick your own number or
another one, for example a number from another country.
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Choose the device you want to call from. Select Web Collaboration to make an outbound call from

your business number.

Press here to
choose device
to call from

1 2 3

6 Press here to make
- outbound calls

Web Collaboratior

v 9

Any device

Web.
Collabo.

Enter the number you want to call using the dialpad, then press the green phone icon.
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4 -} 6
Once number is
7 B El

7. entered press here

2. ANSWERING A CALL

To accept a call, press the green phone icon.
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To decline a call, press the red phone icon.

TIP The small buttons under an incoming call let you mute, transfer, open the keypad or send a chat
message.

3. BLIND TRANSFER

A blind transfer passes the call straight to someone else without you speaking to them first.

During the call, press the Transfer call icon.

all i

Here

In the search bar, enter the number or name of the person you want to transfer the call to. To send
the caller to your voicemail instead, choose To my voicemail.

i

Enter a number here
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Press Enter, then press the green Transfer to bar.

& M\ Here

@ Transfer to

™

Name:
Organization

E-Mail

Or press the icon labelled Transfer next to the number.

Here

4. ATTENDED TRANSFER

An attended transfer lets you put the caller on hold, speak to the person you are transferring to, and then
hand the call over.

Press the pause icon labelled Hold to put the caller on hold.

al i

Here
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Press the transfer icon and, in the search bar, enter the number or name of the person you want to

transfer the call to.

i @

al i

Press the icon labelled Attended Transfer. This calls the person first.

al i

4

Once you have spoken to them, press the green Transfer to bar to connect the caller.

®

i e |

§

Here

00:32

Q@ Transfer to

N—

Name:

o o < ° : Organization

E-Mail

Mobile
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5. MAKING A CONFERENCE CALL

While on a call, press the three-dot icon labelled More actions.

all i

0012 Here

More actions

c ©::0©

Press Start conference.

ol i

'
About

Phonebook |

R YOO

% Start conference

@ Record

Add more people by searching for their names or numbers in the search bar, then press Add.

r
Add Members

members (optional)

)

Colleagues

Colleague | Accounts Add additional
members here

Then press here

Add
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You are now in a conference call.

To end the conference, press the three-dot icon in the conference toolbar.

- -
¢ Remote control
/

Share a YouTube video
Select background
Participants stats

Show whiteboard

Settings

e .0 .
Q L= o & (27 (m °
n Then press End meeting for all.

_a
S Remote control

0139 © W

Share a YouTube video
Select background
Participants stats

Show whiteboard

Settings
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6. FINDING AND CREATING CONTACTS

To find your contacts, go to Contacts in the left-hand menu.

= ® e i
/= (croue)
o ©.
- o
N4
it -
HC
@ Write a message T &
You will see your colleagues first.
Contacts
= Colleagues ~ Phonebook
@ B E—
@
w5
®
‘\b~
[
HS

To see the contacts in your phonebook, press Phonebook.

Contacts
@ Solerad @ Here
(‘Accounts -

8
8
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You can also find a contact by typing in the search bar.

Contacts

To create a new contact, press New contact.

Contacts
e Phonebook
o | D @S
4
- @
g
= & Here
o
. @
s @
> @
= @
5@
ic @
A
[ ]
n Fill in the details and press Add.
r
New contact
Name *
Example
Organization
Picture
Phonebook *
(Adoou Phonebook - I
[ Name prefix ]
Contact owner
Extensi
= 4
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7. CREATING AND USING A GROUP CHAT

Go to Inbox and press the icon with the + symbol.

@ Wiite a message

Press Create conversation.

Q T #® e
Al 1-1 Group

Send fax

©) e Cr;‘r\"lv:wliﬁ TEIEAM
History
=) ‘

Call endefff (01:49) 11:30 AM

Give the conversation a name and press Next.

r

Create conversation

Conversation name

Description (optional)

rsal Iy nd read
the
Available by link
1f this option s on, you will be able to invite members by sending them conversation
URL
Guests view only mode
only join the conty

omatically recorded ot

reemmensese THEN Press here
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Enter the names or numbers of the people you want to add to the chat.

Press Invite and create.

r
X
Invite members to “Test chat”

EES Create conversation

F X

Invite members to “Test chat”

[ °

Invite and create

n You have now created a group chat.

= # @ eTestchut o aQ @ i e

Test chat

adooa

X-BEES START GUIDE

WWW.ADOOA.COM



If you have questions about this guide,
please don’t hesitate to contact us at:
info@adooa.com

adooa

26 London Road
St Albans

AL1 ING

info@adooa.com
www.adooa.com
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