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System BHKBN | 90 webex
Requirements

Review these system requirements to verify that you can use Webex App on your computer, mobile device,
or web browser.

Desktop Mobile Browsers
Wit iPhone Android
e Edge
\‘. Chrome
e;- Firefox
Mac
Safari

. Client download: Cisco Webex | Download or Scan below QR code

Download Webex

For winchonas

L Demericad for Windows (12 b |

© HKBN Enterprise Solutions. All rights reserved.



InfiniteConnect ~ MIRBN | 00 webex

Installation

The instructions below illustrate how to launch and sign into InfiniteConnect (Webex).

. To Start InfiniteConnect, double check the desktop icon named Webex.

. When presented with the first screen, please sign in
with your email address, then ‘Sign in’.

Webex ~

e & eeting

Creatd a new addount

. Then enter your username:
your telephone number@hkbninfi.com; and then password, BHKBN

then ‘Submit’.

Enter your username ()

Username

Password

Submit

Emergency GCalling Notification
IMPORTANT EMERGENCY DIALING (e.g. 911,999, 112, 119)

WARNING:

Only use your soft phone to dial emergency services from your registered physical location. Dialing from other than the registered
physical location may route emergency calls to an incorrect dispatch center or provide incorrect location information, potentially
delaying or preventing emergency services. Please review and update your emergency location according to the tools, instructions,
and methods provided by your service provider. Your service provider may not support access to emergency services outside of

your home country

© HKBN Enterprise Solutions. All rights reserved. 03



Basic
Function

Placing Call
To dial a number from Webex, go to Calling, enter the number of the
person you want to reach by using the dial pad. Then click Audio 0

To dial a person by name, type the name of a person into the dial pad. Then
click Audio ©.

You can also go to your chat list from Messaging to place your call.

BHKBN

ENTERPRISE SOLUTIONS

00 webex

by CISCO
m St & ARatus £ 3 @
. MALLbging ,ca”'mg c
[ T — Webaex Tester0 + 88230050040
‘- Calling Search of dial
n Contacts
B ideast 1 2 3
ABL DEF
B Teams
o 4 5 -]
o GHI JEL BMMND
T & 9
PORS TU WOYZ
. [i] %
. *-
ﬁ Settingy Qb D
“ o Audio Wideo

55 Call settings

Type the name or names into the To field at the top of your new chat, then select by Audio call 0 or Video

call © (call on Webex) from the right-hand corner to start a call.

< > (C} Search, meet, and call

Set a status
@

@ Vessaging Messaging
B Meetings All Direct  Spaces  Public
e Gling 4 Recommended messages
B Contacts ~ Favorites

Note: default one to one for video call for internal use.

© HKBN Enterprise Solutions. All rights reserved.
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Function

Answering Call
When you receive a call, you will get a notification that lets you Answer, Decline or Message.

Answer:  To answer the call. A x
. Incoming call from
Decline: If you cannot answer now. @ Webex Tester07
Message: |f you want to answer with a chat message Bxtension: 6366
instead. Message Decline Answer
Call Waiting
While on an active phone call, you can hold the call you are on and answer the incoming call.
If you get a phone call from someone, you will see: A x
Hold & Answer: To answer the call. Incoming call from
Webex TesterQ7
Decline: If you cannot answer now. Extension: 6366
Message: If you want to answer with a chat Message Decline Hold and Answer
message instead.
You can enable/disable Call Waiting by Calling Settings:
Select Incoming Calls, then @ i
s 4 & General efore you call highlight t
turn on/off the Call Waiting L .| memagemiinns il
udio Do Not Disturb
toggle- . == D Video > Cpds Anonymous Call Rejection 0 =1 '
R, Giling Add numbers to forward incoming calls|
2 Sharing content Call Forwarding o &
B ncs & Notifications >
B ideast Call Window Settings
os = b i Choose when the call window should a
st L f Accessibility
When using this computer for calls:
* More & Keyboard shortcuts
All calls "
@ Privacy
. . When using a desk phone or video devi|
T All calls t 1
O Messaging
£ Meetings >¢ Additional Call Settings 1
ﬁ Settings Calling dock
[ - Qe & Devices i
L1 {1
98 Call settings - ”

© HKBN Enterprise Solutions. All rights reserved.
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Call Hold

To place a call on hold, choose

More options @ in your call window and select Il
Hold.

Everyone in the call will be notified that they have
been put on hold, and you can continue your call by

clicking CIEILDD.

People on hold (including you) will not be able to

see or hear anyone else on the call. Screen sharing will stop temporarily. Everything will return to normal once

you resume your call.

Note: caller will hear music when they're put on hold.

Transfer Call
When you are in a call, choose
More options @ —> Transfer in your call controls.

BHKBN | 90 webex

ENTERPRISE SOLUTIONS

by CISCO

Webex TesterQ07

Extension: 6966

00 Hold

=% Transfer
@ Conference

@ Statistics

F 4 ™ N\ / £ s A
[ 8 mute ) | (5 startvideo ~ | | (@ share | [ & Keypad | @e

Start typing the phone number or name of the person you want to transfer  Vichex Tester0?

the call to and select them when they appear.

To finish, select = Transfer now.

© HKBN Enterprise Solutions. All rights reserved.

Webex Tester07
Extension: 6966
00 Hold
= )
© Conference oy
© Statistics
! 0 Mute V " [ start video v \ @ share " ( # Keypad\ O °
x
Transfer Call
Enter whao you want to transfer this call to
Search or dial a rumber
1 2 3
ABC DEF
4 5 &
GH JEL M
9
PORS u WEYZ
" 1]
]
-
3 =2
Corgult first Transfer now
2 Start video ~ ) Share Keypad
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Consult then Transfer

You may want to check in with someone before you transfer a call. When you are in a call, select More
options @ —> Transfer. Start typing the phone number or name of the person you want to transfer the
call to and select them when they appear.

Then, select —> Consult first. To finish, select —> Complete transfer.
W Wichex Tester0? x
Transfer Call
Enter who you want to transfer this call m. m
71 Search or dial a rumber
1 2 3
ABC |
5 6
H IEL FANG
7 2 Q Mute ~ || & Startvideo ~ | | [ Share || i Keypad || - .
PORS L WXYZ
W :] #
& -3
Corsult first Transfer now
8 Start video =) Share i Meypad

Under Search or dial a number, start typing the phone number or name of the person you want to reach
and select them when they appear. You can call them or consult with them over chat.

To finish, select Consult First (2) again.

W Webex Tester07

Transfer Call

Enter who you want to transfer this call to.

-

O webex tester09 ®

..

People

@ Webex Tester09 9’0
@ Active

Note: anyone who’s on a line will hear music when you initiate Consult then transfer.

© HKBN Enterprise Solutions. All rights reserved. 07
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Merge Calls (Conference Call)

When the second call connects, you can merge it with your first call. Or, when you receive the new call,
your other call will automatically be put on hold. Then you can choose to merge the new call with your
first call.

Go to the call controls and select Webex Tester09
More actions @ _><_ Merge Extension: 6368

00 Hold

= Transfer

e vere )

& Conference

S Statistics

 Q Mute v ) [ [ Start video V: @ share | [ i Keypad | (_:j °

Or you can go to the call controls and Webex Tester07
select More actions @ Conference ERATDL N
to make another call.

M Hod

=# Transfer

[& Conference

& Statistics

e d — ~ gl
0 Mute v ) [ 0 Start video ) @ Share | | i Keypad | |\>J o

Then select @EZE) Merge to put the calls conference.

Note: The first call will automatically be put on hold when you make another call.

© HKBN Enterprise Solutions. All rights reserved.
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Add Contacts (address Book)
To add your contacts, go to Contacts, and clickﬂat the top of your Contacts list, then select Add a
contact.

Select Create a custom contact, and input the information and number, Save them as a contact from there.

@. Set a status ¢ > ((Q search, meet, and cal ) @ [ Connect to
. Messaging Contacts . .
@ veeings v Top contacts (o]
‘. Caling You can add your favorite contacts here and First name
- well keep them at the top for easy access. - contaCts
o I = 0/20
B ontacs =N N .
> Other contacts 0 i 2 || ,:’, ) Py Last name
b Vidcast | et Q20
S o — L= = [ ) e o e
) (Required 0/40
* More
Contact gro
Webex % group
Other contacts
Add a contact Phone
Select a group and then search for one or more people to add them
ou can also: bl
+ Add another phone num ber
E-mail
Contact group
'n- Settings Other contacts Personal Room
’ Q Add people by name or email
Q | Pt ) Job title
- D -
¢ Cancel
% Call settings

The person now appears in your Contacts list under the appropriate group and you can send them a
message or call them right from there.

Note: You can create a Contacts list, add up to 500 contacts of your choosing (including contacts that are locate to your device),
and then group them and customize the contact information.

© HKBN Enterprise Solutions. All rights reserved.



- BHKBN
BﬂSl c ENTERPRISE SOLUTIONS m Wet?vcelsé

Function

View your Call History
Go to Calling 0 and select All to see all the calls you have had or select Missed to filter by the ones
you have missed.

@'. Set 2 status ¢ 3 {1 Search, mest, and cal 3 I:'-:J Eomectipadevice — O =
B Megng Calling @ @ e
[ - Wsbrx Teiterl [ s EST3TS6969 :
. +B52IFINR0LT BR824 19 P
&, Caling 01 Search or dial
B @ Voice Porial Voice Portal (3) /192024 304 P RS
Contict
B e 1 2 3 w’b'":":;"f':'? anaoas FaapM 2
AR DEF ENtENSD bh
# Tearmd
MM Tasterts 1004, 290 P
4 5, 5 Extension: 968
+ M GHi JKL MMO
Wb Tetter (07 (2] 4 .
o Eviardo B a0, 12T P &
T a8 9
PORS LY WiYZ
Wb Tidter(rd
Extension: B90GE bk e e
* o u Webex Tester(d
u s
' + Call on iebas BYVE024, 1213 P
e O ' 1878200 A0 1P RS
ﬁ Satting
W Tt (D N
o hudio  Video i @ 8/15/2024, 1055 MM
Heip -
_— @ Voloe Portal Voice Portal () G920, 104 AM &0
%5 Call settings

You can call someone back right from your call history by hovering over an entry and choosing whether
to make it an Audio G or Video O call.

@. Set a status < B (O Search, meet, and call ) @ @ Connectto adevice — O X
. Messaging Calhng @ Al Missed
B Meetings Webex Tester10 +85237056969 PSS 000

® Extension: 6968 0 o
% Calling Q1 Search or dial Audio call

3 Webex T.esterﬂf 1221 PM
a Contacts Extension: 6966

Note: You can see up to 200 of the calls you've made, received, and missed in the last 30 days.

© HKBN Enterprise Solutions. All rights reserved.
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Set Up Simultaneous Ring

BHKBN
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If you want your incoming calls to ring you and someone else (such as a delegate) at the same time, you

can go to Settings, then select Calling.

Under Advanced Call Settings, choose Call
Control, and select Office Anywhere.

Enter a phone number if you want to ring at
the same time.

Choose Ringtones

B Vesaging
B reetings
Ra aling

B videast
& Teams

*+ More

=

Q@ e

wmn

45 Call settings

4 General
0 Audie >
O Video >

@ Sharing content

& Notifications >
& Appearance

# Accessibility

© Keyboard shortcuts

@ Privacy

# Phone Service

O Messaging

B Meetings
Calling dock

& Devices

>¢ Additional Call Settings
A al Settings
Access User al

(@ call Settings. x

Before you call highlight the numberJERCEIIYURIN
To edit or globalize the shortaut, go to Key

Call Forward

Add numbers to forward incoming calls

Office Anywhere

Call Window Settings

Choose when the call window should 8Ull . yuur selected phones as an extension of your
business phone number and dial plan

When using this computer for calls:

All calls Alert all Locations.

When using a desk phane or video dewidl’ Ring Numbers ~
Set number
All calls Phone number required

To set your preferred ringtones, select Settings under your profile picture at the top and then choose

Notifications > Calls.

There, under Direct calls ringtones, you
can choose an option from the Ringtone
list, and then click Save.

© HKBN Enterprise Solutions. All rights reserved.

@ Sat 4 status

B Mesaging
B e
L, Giing
B Conxs
B o

B Setsngs
e
A2 Call sattings

B General
& fudio >
O video »

N Sharing content

Call Notifications

Direct calls

Yieus ean cheegi vh

from ancsher person

0 Don't mute
Ahwais it

Cinby mute notifications when i'm in a meeting or on a call

l Catls I
§ & nppearance

# Accesshility

& Keyboard shomcuts

@ Privacy
iii Phone Service
O Messaging
B Mestings -
T calling >

B Flamiras

m
irect calls ringtone
Suneise <=

(@) -
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Do Not Disturb

BHKBN
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If you want to block all your incoming calls, you can go to Calling Settings, then select Calling.

Under Advanced Call Settings, choose
Incoming Calls. Turn on the toggle then
Do Not Disturb.

However, you will always receive paging,
intercom, and emergency calls, even when
DND is turned on

When your phone is in DND mode, you can
see a red bar and the DND icon Q in the
header.

Anonymous Call Rejection

[
@ tessaging
B Meetings

R Gling

B contacts

B videast

& Teams

-+ More

>

© General Betore you &

& Audio > o Not

Call Forward
O Video » Anonymous Call Rejection
Add numbers to forward incoming calls
@ Sharing content
Call Forwarding
2 Notifications >

Call Window Settings
& Appearance Call Waiting )
Choo:
® Accessibility
When using this computer for calls:
& Keyboard shortcuts
All calls
@ Privacy
When using a desk phone or vi
i phone Senvice —
All calls

B Meetings ¢ Additional Call Semings
Adva ettings

I @ Calling VI
Acce tal

D Messaging

L sens: ]
° Help

& Call settings

Calling deck

& Devices

The Anonymous Call Rejection feature enables business and individuals to reject all calls that have an
unidentified Caller ID. You can go to Calling Settings, then select Galling.

Under Advanced Call Settings, choose
Incoming Calls. Turn on the toggle then
Anonymous Call Rejection.

© HKBN Enterprise Solutions. All rights reserved.

@
@ wessaging
B eetngs

& caiing

B contacts

B Videast

& Teams

- More

@ General B

¢ Audio >

Call Forward
 Video b " .
Anonymous Call Rejection
Add numbers to forward incoming calls
@ Sharing content
Call Forwarding
O Notifications >

Call Window Settings

& Appeaconee Call Waiting
ose when the call window sho L

ft Accessibility

When using this computer for calls:
B Keyboard shortcuts

All calls

@ Privacy

When using a desk phene o

i Phone Service = |

Al calls
D Messaging
& Meetings ¢ Additional Call Settings
T Ccaling v
L settings Calling dock
@ rep & Devices
e
42 _Gall settings
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Call Forwarding
To start forwarding your calls, you can go to Calling Settings, then select Calling.

Under Advanced Call Settings, choose Incoming Calls, then Call Forwarding.
Turn on the toggle and enter a phone number for the types of calls that you want forwarded:
*  Always - you can forward your calls to another phone number.

*  When No Answer — Calls that are not answered after a set number of rings are forwarded.
— Number of rings to set how many times you want the call to ring before it is forwarded.

*  When Busy — When you are already on a call, all other calls are forwarded.

*  When Not Reachable — All unanswered and busy calls are forwarded.

@- Set a status '
& General Before you call, highlight :¢n % Incoming Calls
. ‘.’essag o Y To edit or |.|ir:||.¢I|,'|_- the shorteut. Qo to ]
¢ Audio > Do Mot Disturk =
@ Meetngs o vid 5 Call Forward
i Anonymous Call Rejection Y
h Calling Add numbers to forward incoming calls
S E| Forwarding j
Forw 5
Contacts T
a £ Motifications »
Kt Call Window Settings
B videast 3 Appearance g9 Always =]
- - Cheose when the call window showld ag Sel ninibes ¢
- Teams f Access ibility Phone number requined
When using this computer for calls:
* More E Keyboard shortcuts
All calls When No Answer
@ Privacy |
. When using a desk phane or vidéo dev When Busy
A St All call 1
Calls
g — When Mot Reachabl
O Messaging el
8 Meetings ¢ Additional Call Settings Call Waiting -

Advanced Call Settings

P Calliny W S
g RO — & Dutgoing Calls
Calling deck =
B2 Voicemail
Devices
2 Call Control
Wi
%® Call settings -

© HKBN Enterprise Solutions. All rights reserved.
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Call Forwarding to Voice Mail

BHKBN

ENTERPRISE SOLUTIONS

To forward your calls to Voice Mail, you can go to Calling Settings, then select Calling.

Under Advanced Call Settings, choose Voicemail, then Voicemail Service.

Turn on the toggle and select Set Settings for the types of calls that you want forwarded:

e  Always - You can forward your calls to Voicemail.

e When Busy — When you are already on a call, all other calls are forwarded to Voicemail.

*  When No Answer- Calls that are not answered after a set number of rings are forwarded
— Number of rings to set how many times you want the call to ring before it is forwarded.

00 webex

by CISCO

"5 Owigning Callx

(=

Wil err | Semvics mi
= ST A S AT
SHEEE L
¢ ' 3 i
B e e

Srbrd DEmaegae Wik B, Whin re bl

e =)

T

desn & b nne dimoee

Jam UrEEd e ARy TR g
B Bhasaga aiing irdouar

St W VR SR S 3 DTN
wa be edd mreewaj

Ems Rlodfeslion

Sl CadtE Doy

ﬁ Sl 1Enhun
[ ]
0 General ks you call, = ighligit Hes ra
| - mell. o o alaltew 15 =
Ly = #2r or ginka oeiteakadan gol
h apde x £ ;
. Wi kngs Call Forweand
r uiden » ?
Agdd mernbere 1z fcanrs noami ey c
S cang
G Sharing content
B woien G recdioations -
Call W Setli
b S Rwiadg ; o
P o Chamze what B uall voradaw alracla
&
e "Wheni vmrey = rerepster faven s
ca
& Apprarnce ajl calls
& ArresshilEy ‘Whan LG @ deac pitonm orydeo o
Bl Keyboed shomoas Al cadl=
W Priccy
Balditiveal Call Sellings
i Mhone Sareae -
1 hdescaging AzcpaLier Forinl
¢' A Mestings ]
B e
[ = csng -]
[
il "
AT ol geitings
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Call Forwarding to Voice Mail
You can turn on the toggle to select the notification by Message waiting indicator or Email Notification
with / without Carbon Copy when a Message Arrives.

e |f you want to receive new voice messages in your Webex App, turn on the Use unified messaging
toggle. Check Message waiting indicator if you want to see a notification badge when you have new
voice message.

e |f you want to receive new voice messages by email, turn on the Forward to email address toggle, and
enter an email address.

e Turn on the Email Carbon Copy toggle button if you want a copy of the notification sent to another email
address.

e |f you want to allow callers to skip your voicemail greeting, turn on the Press ‘0’ to transfer toggle and
enter an alternate phone number.

E=) Voicemail

Voicemail Service -l

Send Calls to Veicemail ~

Settings

Set Settings

Selected Settings: When busy, When no answer

Number of

rings = v

When a Message Arrives s

Use unified messaging -
Message waiting indicator

Forward to email address (use a comma to separate
addresses)
Emnail Notification -l

Set email address
Email address required.

Email Carbon Copy -

Set email address
Email address required.

Press '0' to transfer

%€ cCall Control

© HKBN Enterprise Solutions. All rights reserved.
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Check your Voicemail
There are 2 ways you will get voicemail notifications.

1. Email Notification with / without Carbon Copy:
Message push to your email with wav. format.

E.!  worermad @infindde or.. Yok s Besings Aiaced froan bl - Wetea Tebsris Tuse BIAEHOH i FRA 4 KE
5 T N i T et AT e i FkSI [ 1k Tr=d ]

E i wowrmud §infinddrcon. Yok e Bevusge A bed froem 9 | - neewe uroeysilsbes Tue EALHOH 524 FA 1 KE
i Enpangd ¢ms y e o piigarampaiy Bl § PR BT et - i ¥ i 1pai i

E! i yoarmsE Firfirdreor,, Yoko Bonsgr e bad from FFFREL ] nemwr unaevssiabis T BISRAHEN 5T FMA N ER
T Batranad smud o ik Rk of Gpen SHICRMERE URIPLE FEU TCEGRLDS Th 1#nce 4 i ok "

2. Message Waiting Indicator:
A number will appear as an indicator on the button
under Voicemail.

KRN Set a status
@

) Messaging Voicemail

Meetings Inbox Ur

Calling o 3999
Contacts o 3999

Voicemail @ o .

Widcast

v B O ¢ @

wille
Teams

Maore

© HKBN Enterprise Solutions. All rights reserved.
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Listen your Voicemail o
. . . . o= Set a status
To listen your voice message, you can access Voicemail platform. ®
By Webex Apps from mobile phone:
: : : . Messaging

1. Press the Voicemail button under Calling on your Webex Apps.
2. Choose a message. B Meetings
3. Tap Play in the Veicemail information window.

. Calling
By Webex Apps from computer:
1. Pressthe Q button under Voicemail on your Webex Apps. B Contacts

ontac

2. Choose a message.
3. Tap Play in the Voicemail information window. Voicemail @
By desk phone: B  Vidcast
1. Press the Message button on your desk phone.

wlle
2. Enter your password. Teams
3. Follow the prompts to listen your voice message. More
By another local phone:

1. Dial Voicemail access number 35659888.
2. Enter your password.

3. Follow the prompts to listen your voice message.

© HKBN Enterprise Solutions. All rights reserved.



Basic
Function

User Status
Webex App on Desktop, Mobile, and Web

The following is the availability information
that you see on the profile picture on Webex
App for desktop, mobile, and web, in the order
of precedence in which availability states
appear.

For example, in a Meeting takes precedence
overactive.

Technical
Support

In case you have any issues about InfiniteConnect, please feel free to contact our Customer Hotline 128-180.

© HKBN Enterprise Solutions. All rights reserved.

BHKBN | 90 webex

ENTERPRISE SOLUTIONS by CISCO

. e Airplane—The out of office reply is set in Microsoft Outlook.

. Eo Orange icon—Busy.
. e Red icon—Do not disturb.
EL Moon—In quiet hours.

& Arrow—Sharing a screen or application.
Meeting—In a meeting.
Call—On a call.

Green icon—Active in the last 10 minutes.

cokokoboke

Clock—Not active.




