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Welcome Email

Hi Avatel,

Welcome to your 3CX account.

This email contains important information about logging into your account for the first
time and accessing it from anywhere! So save this email in case you need to refer to it

later.

You can do so much with 3CX, apart from managing calls. Check our user guide to find

out.

Set your password to get started

Set your password — Change pESSWCIrd

Account Details

Open your 3CX Welcome email and click the “Set your password” link. Passwords for 3CX systems must be at
least 10 characters in length. Spaces are not allowed.



CX Team

+ & Q Bearch people or enter number ... All =
Bresse. Michael 1144 Bugas, Rujel 1113 CK Campbell, Kasey 1136 CA Cohen, Andrew 4606
Available tLE Py Available L ra Available tLLEP Away tLE Py
[
Cordless, Engineering 0002 5 Damiani, Jon 1130 E.l Favata, Johnann 1023 GE Guzman, Evelyn 1114
Available tLE Py ¥ fvailable L ra 'b Do Mot Disturb Ly Available P
Martinez, Laura 1116 Miller, Salena 2118 PF Peraza, Frank 1019 el Perez, Chris 1126
Available L Available tLLEP Available tLLEP Remote Q¢
Phone, On Call 2133 Seehoffer, Mitch 1140 T= Thompson, Shanese 4645 Ve vanhom, Charlie 1122
Available tLE Py Available L ra Available L ra Remote P
Woodford, Deb 1135
available L

bl <— Click on “Apps”

Apps




iOS App

3CX app for i0S lets you take your office extension along for the
ride no matter the destination! Access your company
phonebook, make and receive calls, chat with colleagues,
attend to customers with website live chat, and hold a video
conference from the palm of your hand.

™

Chrome Browser Extension

With the 3CX extension, Click2Call functionality enables
telephone numbers on any webpage or CRM system to be
‘hyperlinked’ allowing a simple click to initiate the call instead of
copying and pasting.

Windows App

Make calls, view the status of colleagues, chat, schedule a
video conference and check voicemail from your desktop.

U

1. Select “Windows App”

Install the 3CX App!

Voice/Video call and chat with colleagues

1. Install the Windows App or search "3CX" using
Microsoft Store

2. Once installe vision the app using the

Provision button

2. Click on the
Microsoft button to
install from the store.




3CX URL

https://my3cxpbxurl.domain.tid Softphone Apps

(&)

rd
Login Credentials P S

6

X
Install the 3CX App! In e

The 3CX smartphone app for Andraid allows you to take y ¥OICE/Video call and chat with colleagues ke calls, view the status of colleagues, chat, schedule a
office communications with you wherever you go. ACCEsS eo conference and check voicemail from your deskiop.
company phonebook, make calls, answer incoming custol 1 |nstall the Windows App or search "3CX" using

Email or Extension Number Android App

Password

messages and more, all from the palm of your hand. Microsoft Store
Forgot password?

F Web Apps
Login e 2. Once installed, provision the app using the

Provision button

Or Sign in @

Google
Web App (PWA)
M365 Never miss a call or chat again by switching your 3CX We
Client to “Always on” mode. Install this Web Client as a ni Open 3CX?

app on your desktop and you'll be notified of inbound call§

chals without installing any sofiware on your machine. https://avatel.3cx.us:5001 wants to open this application.

] Always allow avatel.3cxus:5001 to open links of this type in the associated app

S\

I &

After installation, the app will need to be p
the “Provision” button and click on “Ope
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Please click on "Settings” and apply the configurations as shown in the image above.

[

0 General options
Select a theme System Def -
[ L] .
#n  Language English )

E: B Setup auto start

D Show Unregistered Extensions
& D Replace + with 00

@ D Auto Answer

n Show BLF Panel Full name ~

Deskphone control

QD If you prefer to launch calls on your deskphone
rather than direct from your PC, select the IP

Phone here.
- 3CX Softphone ~
Audio Options
* Microphone Default - Microph ~
e speaker Speakers (Jabra Er
* Ringer Default - Echo Cai ~

[:] Echo Cancellation

Microphone Gain 100% w

* n Headset Jabra Engage 75

4

Integration

[ | CRM

5P

B sR2
sP3 N
B sP4
Bryan Kelley
|
- - Audio Configuration Tips:
|
|
- * If your headset includes dedicated software (e.g., Jabra, Poly),
- - ensure it is installed and functioning properly with your PC
- - before adjusting settings in the 3CX application.
|
- - *Configure your audio settings in Windows Sound Settings for
- personal use prior to making changes in the app.
|
jonamieni *Within the 3CX app:
Mich Seehorter » Set your headset as the device for the Speaker
Ramez Asad option.
i * Set your PC speakers as the device for the Ringer
B Kasey Campbell option to ensure incoming calls are audible even

Johnann Favata
B Lonnie Ledford
Shaneze Thomps...

when you're not wearing the headset.

*Enable the headset integration option and select the

appropriate software (e.g., Jabra, Poly) if applicable.
L » If you're using a generic headset without software,
this option may be left unchecked.




Contacts ===p B
Keypad =} i}

Call History —»@
Chat —> o)

Voicemail ==p00O

Additional Features

Enter name or number...

Log in/out

of Queue ==3Q @) A [

Note: “Meet” only
works with the
webclient.
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Status

The Status feature saves time and increases efficiency by seeing
which colleagues are available to take calls and setting your own

status to avoid distractions.

The status indicator is located in the bottom right corner of your
profile picture. The color in the box states the status of the

contact.

To change your status you can select a different status from the

drop down menu:

e Available - Will ring on every device except mobile app

e Away
e Do not disturb

e Mobile On - Will ring on every device including mobile app

e Out of Office

Configure

The configure setting allows you to setup Call Forwarding and to also Manage

multiple 3CX
accounts.

Call Forwarding

When selected you can edit each status and direct calls to your preference. You
can also customize a status message for everyone to see.

Manage Accounts

If you have more than one account you can add additional accounts within this

section.
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Logout from Queue

1 et tatus |

Available

Away

Do Not Disturb - On
Moblie On

Out of Office

Set status temporarily

Monitor Connection Quality

Configure

Set status temporarily

Select 2 temporary status for a specific duration.
Your status will automatically change back to its
current state when this time is up.

Set status temporarily

Away ~

a confere... L

For

15 min v

Set status message

Shawn Roderick I
B Kasey Campbell

Johnann Favata I
Bl Lcnnie Ledford
Shanese Thomps...

= Call Fumﬁing

B Manage Accounts




ANSWER A CALL

B scx

CALLER'S NAME

INCOMING CALL - 14145555555

ao *
Voicemai Decline

Record call on/off

*Must be enabled by system

administrator.

M

+18133142111
Jose Martinez
all 00:05 - Connected

QaAad

+

New Call

Lty Ve
C2, > X
Conference Transfer Attended

Transfer

Hang up

I P Yarosh
Salena Miller I
Emily Woodford
Andrew Cohen
B |aura Martinez
Rujel Buggs IR
Deb Woodford
Bryan Kelley Il
B Marc Irvin
Evelyn Guzman
B Myra Ourso
Frank Fautas I
[
Keon Hines
Bl Jose Martinez
Jamie Wood
Brandye Byers
Casey Conerly

Answering &
Placing Calls

PLACE A CALL

Ready for Calls HEE P} Yarosh

Enter name or number...

Use keypad to dial an internal Call

or external number

Salena Miller I
Emily Woodford
Andrew Cohen
N Laura Martinez
Rujel Buggs I
Deb Woodford
Bryan Kelley I
I Marc Irvin
Evelyn Guzman
Wl Myra Curso
Frank Fautas I
I Fred Sternberg
Keon Hines
Il lose Martinez
Jamie Wood
Brandye Byers

Casey Conerly

Il P Yarosh
Salena Miller I
Emily Woodford
Andrew Cohen
Bl |aura Martinez
Rujel Buggs I
Deb Woodford
Arvrarm Kallosr T

Press BLF to

internal calls
* Custom BLF buttons
created to dial outsidé
numbers. Please see sys
administrator.
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+18133142111
Frank Peraza

il 01:15 - Connected

BLIND TRANSFER 1

Conference

aaard _

+

> x
Transfer Attended
Transfer

FP

+18133142111
Frank Peraza

will 01:15 - Connected

ATTENDED
TRANSFER s

Conference

Record

QR Aapz

+

> x
Transfer Attended
Transfer

Keypad

‘Conference Room

® 1000,

1000

Available

Conference Room

#1000, Available

QR As

LN NN

gz

Transfer Calls

1. To perform a blind transfer, press the “Transfer”
button.

2. Dial the extension number of the recipient or
press their BLF button if programmed.

3. Press “Call” button to complete the transfer.

-

k% k%

To perform a direct voicemail
transfer, follow the same steps
as Blind Transfer but add *4
before dialing the extension

Salena Miller
Y

Frank Peraza +18133142111
+18133142111 Frank Peraza
il 19:20 - On Hold

QA

New Call

Casey Conerly B

X
Conference  Transfer Attended
Transfer

E
Keypad

Cl'o perform a Attended \

Transfer, press the “Att Transfer”
button.

2. Dial the extension number of
the recipient or press a BLF.

3. Press the green “Call” button

4. If the User accepts the call,
press the “Join” button and hang

up.

5. If the user rejects the call, you
can go back by pressing the call
“On Hold” or press the “Hold”

e "




M

+1813314211M
Jose Martinez
all 00:05 - Connected

Megal
s
Conference

QDA

New Call

> x
Transfer Attended
Transfer

While on a call, press the
conference button. This will
automatically place your current

call on hold.

=
I FJ Yarosh
Salena Miller I
Emily Woodford
Andrew Cohen
I Laura Martinez
Rujel Buggs IR
Deb Woodford
Bryan Kelley I
B Marc Irvin
Evelyn Guzman
B Myra Ourso
Frank Fautas Il
B Fred Sternberg
Keon Hines
B Jose Martinez
Jamie Wood
Brandye Byers

Casey Conerly

Ready for Calls

Enter name or number...

I P Yarosh
Salena Miller I
Emily Woodford
Andrew Cohen
B L=ura Martinez
FRujel Buggs M
Deb Woodford
Bryan Kelley IR
B Marc Irvin
Evelyn Guzman
B Myra Curso
Frank Fautas I
B Fred Sternberg
Keaon Hines
Bl Jose Martinez
Jamie Wood
Brandye Byers

Casey Conerly

Dial the number for the second
party and press the call button.

% Jon Damiani
A .' -
N e Dialing

Jose Martinez

+181331421M1 L]

+

New Call

:
5
E
|

Jon Damiani
Mitch Seehoffer
I Charlie Vanhorn
Ramez Asad HEN
B Frank Peraza
Shawn Roderick Il
I Kasey Campbell
Johnann Favata
Lonnie Ledford
Shanese Thomps... Il

Wait for party to answer.
NOTE: If party does not answer, you can
cancel the conference by hanging up.

Conference

Call

7000
Your private conference
all 00:05 - Connected

QLA

+

Zas > X

Conference Transfer Attended

Transfer

Bryan Kelley I

E Jon Damiani
Mitch Seehoffer
B Charlie Vanhorn
Ramez Asad
B Frank Peraza
Shawn Roderick
B Kasey Campball
Johnann Favata
Lonnie Ledford
Shanese Thomps... Il

Conference call is completed. To
add a 4t caller, repeat steps 1 - 3.



Ready for Calls

Enter name or number...

W P} Yarosh
Salena Miller IR
W Emily Woadford
Andrew Cohen Il
B Laura Martinez
Rujel Buggs M
W Deb Woodford
Bryan Kelley HEN
B Marc Irvin
Evelyn Guzman I
B Myra Ourso
Frank Fautas I
M Fred Sternberg
Keon Hines I
B jose Martinez
Jamie Wood
W Brandye Byers
Casey Conerly W

Enter a name or numbe Q

P Christian Perez

All
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B jon Damiani
Mitch Seehoffer I
M Charlie Vanharm
Ramez Asad I
M Frank Peraza
Shawn Roderick W
W Kasey Campbell
Johnann Favata W
W Lonnie Ledford
Shanese Thomps... I

Delete contact image

Add contact image

Goose from: \

e Personal - Will only
display for your extension

e Company - Will display for
all users on the system

e M365 - Will add contact to

Microsoft 365. Note: requires
3CX integration

e CRM - Will add contact to
your CRM platform. Note:

Quires 3CX integration /

m Contacts

First Name
Last Name
Company
Title
Department
Email Address
Maobile
Maobile 2
Home
Business

Business 2

Personal

|:| Company

[ Jm3es

Add

5P1
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5P3
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Bryan Kelley I

|
Bl Jon Damiani
Mitch Seehoffer B
B Charlie Vanhorn
Ramez Asad I
B Frank Peraza
Shawn Roderick B
I Kasey Campbell
Johnann Favata B
B Lonnie Ledford
Shanese Thomps... Il




Right click over the voicemail to
select additional options.

Access to Voicemail

Clicking on the voicemail message
will automatically initiate a call
from the voicemail system to your

Enter a name or number extension.
Chris Perez, 1126

5/13/2025 11113 AM, 5 sec Download Voicemail

- - P Play on phone 3
- - Bryan Kelley I
- - .
- ~ -
View transcript L - Send Email
of voicemail - callfrom - - -
— PlayFile - = & Mark as Unheard —
| - - |
- - — . .
- B Delete Voicemail - —
- -
|
- B8 Open contact -
L -
L (B Copy Number =
|
-
- .
- B Transcription ]
L -
M Jon Damiani
ot Press * to play messages = | Play Sub-Menu =
Bl Charlie Vanhorn § -
Ramez Asad Press 1 to change profile status e -
B Frank Peraza 0” Plays next message B Jon Damiani
Shawn Roderick = F T
Ka‘:‘yc"a'::m Press 4 to delete all read messages “1” Plays previous message -M:Sl::e:;:t:rm
Johnann Favata oy @
ey e Press 5 to record name for the mailbox 2" Repeats message Ramez Asad
Shanese Thomps... I “3” Deletes message B Frank Peraza
Press 6 to play mailbox information “4” Calls back the number Shawn Roderick
Kasey Campbell
uen
Press 7 to change mailbox pin 5” Forwards the message Johnann Favata

“9” Back to voicemail options Lonnie Ledford

Press 8 to record your greeting “u” Exit Voicemail Shanese Thomps... Il

Press 9 to replay menu prompts

Press # to exit voicemail
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