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Sunco is your Trusted Telecom Systems Integrator

Making business communication for you

From modest beginnings as a home-based,

family-run business, Sunco has grown over

the past 20 years into the trusted | »
telecommunications partner for over 1,600 Q
businesses across Canada. We are a proud,
Canadian company with the love of business
communication at the very core of what we
do.

Our team lives, breathes and works with

these technologies on a daily basis, and
understands how complex they can

be. That's why we're committed to making P
business communication easier for your
organization. How do we do this? By being an Integrator. We fit all the pieces of your voice/data
systems together into a unified whole - giving you superior design, support and management all through
one point of contact. This strategy ensures you get the technology and services your business needs,
delivered in a way that is coordinated, convenient and just easier.

No more confusing network service contracts, overseas call centres, long wait times and impersonal
service. We promise honest advice and personal support delivered in a way that reflects our core values:

We Embrace Change

We Do What it Takes

We are Accountable to the Outcome
We do the Right Thing

We Bring Out the Best in Each Other

The Sunco team is ready to help. Leverage our Integrator strategy to help make business
communication easier for your organization. Optimize your time to focus on what matters most -
your business.

Let's get started!

SUNCO g Mitel
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USER PORTAL REFERENCE GUIDE

Welcome Email

You will receive an Email from Sunco with your User Portal Access and User Name.
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An additional email will contain the password.

SUNCO

COVNUNICATION ANB NSTALLATON LTD

Your password for User Portal
1 message

doNotReply@voiceforbusiness.ca <doNotReply@voiceforbusiness.ca>
ToYour Email Address

This mail is an auto-generated mail from the User Portal. Please do not reply to this message.
Hi

Please find below your password for your User Portal.You can also use your password to log into other applications

Password :79xR34Fp

Enter the User Portal URL into your Internet Search Bar.

2| B mepr/Avouncocakonosfogindodide mnio

0 M

Username

Password

Tesrns OfUse | Brivacy Folicy
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Enter your Username and Password. Press Login. This will bring you to the Home Tab of the
User Portal.

Click on the icons for Speed Dial, Forwarding, Voicemail or Phone and a pop-up window will
describe the feature and how it works.
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Click Show Help.

Vo emad

Tom OfUne | Prvacy Posry

Click on any of the questions to get information on how to make feature changes to your

extension.
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If your extension has been setup for Mobile Twinning, you have the ability to turn it off and on.
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From the Home Tab, type in the name or extension number of the user in the Directory Search.
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For a more detailed search, click the User Directory Tab on the main navigation bar to find other
users on your system. You can display 10, 25, 50 or 100 users at a time or do a Search by either
name or an extension number.

Mome > User Dreciiny Sow Help *
Doplay 10 v Search:
Nama * Fatecsion < Emad Addtess
1. Sean House 1088 seangtako com
53200, Deoo 53209 5320 S320eRociaca
5330e. Ceeno 3)20¢ 3N $30e@uris co
53480, Doven 5340 5380 S0E0M ¢
5360, Demo 5350 5360 SIEDReis ca
ACD, Came 207 AN JOUCLTERLUNCO €
ACD. Cadeick 5205 codncuBIunce ca
ACD. Deoh 5208 Saok jo@iunco 8
ACD, Jp500M 5204 JALOTELUNCO.Ca
ACD, Mus 203 mika@Eaunce ca
Showing 11010 of 44 oniries " 2 3 4 5 NetoLas

CO B0 Mitel

) RSTALATION (1D




FOR BUSINES
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You can access your Call History on the Home Tab. Click on the drop-down menu and select All,
Incoming, Missed or Outgoing.

o Mot U vote -
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Click the Call History Tab on the main navigation bar to view details on All, Incoming, Missed or
Outgoing calls. You can search names and numbers in the Search bar as well.
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Click on the Program Keys tab on the main navigation bar. Select your device from the drop-
down menu.

O Ml Wy Protle -

Momm » Brograe Xeype Show Malp

Program Device Keys

Sekect Dovice

HINT: The device type is the model number of your telephone.

Once you select your device, the following image will appear with your device keys and the
current programming. If your phone offers multiple pages on the display, they can be accessed
by clicking on the number icons under the Device Keys image.

Program Device Keys
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At this point, click on any key you wish to program. The following screen will appear. Click on
the Feature drop-down menu to select one of 30 available features. Label the key with a
description that makes sense to you. A description of each feature is displayed to the right of the
drop-down menu. Click Update to save your changes.

ca Mitel

Program Button 16

Select Feature

Tealure
Handoll v
Key Label

Foature Description

Ha

Updata Claar
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Click on My Profile in the upper right-hand corner of the screen to access the following:
e Details
e Login Details
e Prime Phone
e Second Phone
e Third Phone (if valid)
e Fourth Phone (if valid)
e Voicemail

0o Miel Welcome My Frafile i

—

- © FOR BUSINESS

Home » My Profie Show Help *

Detais Login Detalls Prime Phons Sacond Phone Third Phona Fourth Phane Voicamall

Click on the Details tab to view basic information such as name, email address and language
preference.

S0 60 Mite
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Click the Login Details tab to update your Password. Make the changes and press Save to update
the changes.

Details Login Details Prime Phone Second Phone Third Phone Fourth Phone Voicemail
Username *

This field cannot be changed

wes@sunco.ca

Change my password

You can change your Phone PIN under the Prime Phone tab within My Profile as well.

Cuta Logn Desalls Prene Phone Spcond Phone Third Phone Fourth Phone Violcermall

Phane Type: holdesk

Extension '

SU110 60 Mitel
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The Second Phone in this instance contains the number that will be twinned with your desk

phone. This is usually a cell number. If you want to activate the twinning ensure the Activate
Twinning is checked on.

ey Phor Second Phone
Phone Type: Extornse Phon

Extension: 1°653

Twinning Number
| 7805551234

¥ Actuvate Twinning

The Third Phone will only show in your My Profile Tab if you are licensed for a SIP Mobile Client
Softphone. You can then update your SIP Password. Click Save.

Thirg Phone

Phone Type: Noat Gan Modde Cwent Sstphone
Extension: 1853

SIP Username
nomail fakelca_3

Chanoe SIP Passworg

SU110 60 Mitel



( FOR BUSINESS
Cloud Connected Communication

The Fourth Phone will only show in your My Profile Tab if you are licensed for a SIP PC
Softphone. You can then update your SIP Password. Click Save.

Fourth Phon

Phone Type: PG 818 Sofiphone
Extensgion: 1046”

SiP Usemame

nomail.fake.ca_4

Chanoe SIP Password

SULICO og Mitel
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The Voicemail Tab under My Profile allows you to change your voicemail passcode, enable
forwarding to email (if subscribed to), and input the extension a caller is forwarded to when
he/she dials zero.

Dotuls Login Detiins Prow Fhone Second Phooe Thirg Phwine Fourh Fhone oscemal!

Voicemal Posscode *

Confirm Passcode

e
¥ Epabiv Forwardng o Eman poieG! Tnadle Torwarawiy 3 Emal 13 Send roCemad MasEa0ns 1 (e omad AJSNess sered
Tha Sex wll be 1 waw Onimwy
Dial 0 Usor Dial 0" Ext * ORIV WA ¢ Wes FO & DyY WS § (ol D Ne jee
LATRe Ve o A - ™
Eater Ul 9" Lat
Fabadaed U Frabled RGN0 (HOCR DO (0 SRR BPSedioy (iafind Mer2apny

If you click the down arrow next to My Profile you can click into My Services which shows you a
summary of your phone extensions and phone details.

0o Miel Welcome My Frafile -

Home » My Protie Show Help *

Detaits Lagin Detalls Prime Phona Sacond Phone Third Phona Fowtth Phane Voicamall
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. Phone Details

Phone Type

Extension

Phone Model

Phone PIN

Direct Numbers

Caller ID Number

Caller Name

Emergency Response Location
SIP Username

SIP Password

External Phone Number
Phone Service Host name

@2 yoicemail Details

Mailbox
Passcode

& MiCollab Client Details

Link to Download desktop client

MiCollab Service Host Name
MiCollab Username
MiCollab Password

& MiCollab Web Client Details

MiCollab Web Client Portal URL
Username
Password

hitps /ivitimic

FOR BUSINES

Cloud C¢ ted C icati
Prime Phone Second Phone
Deskphone External Phone
3515
5320 IP -
7802293515 -
7802203515 -
7802293515 -

18961 - 111 Ave

mbg.1.sunco.ca

......

vibmicoliab sunco.ca
demo@VFB.-Demo

hitps //vibmicoliab sunco ca‘ucs/micolab

domo@VFB-Demo

7805551234

Third Phone
Generic SIP
a5"15

18961 - 111 Ave

demo.nomail.ca._ 3

Adw

mbg-1.sunco.ca

ollab sunco ca’ues/diUnhedCommumcalorAdvanced ms

SUNCO og Mitel
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MiCollab Web Portal User Reference Guide

Getting Started

You will receive an email with the MiCollab Web Client Details. This email contains your

username.
CaSnEwuncoca
-
|
| M Demo Fhone
S Thaok o Sor edoomng Voce For Busewse Tha 0l imessae Conmtand your Voue L Buaness Sorvides crededals
& User Portal Cetails
| Usar Powial URL IS LR s AN eI B D
| Usernarme derolnoral ca
" Mo paaseced ad Se secd 0 8 yeparme mod
L Phone Detaits
Prime Phose Second Phose Thind Phone
Phove Typs Desigroce Extornai Phone Ganere 5P
Extension »rs 3558
Poae Model 5P . ,
Pheme PIN 0a
Divect Numbers 1802233515
Coler 10 Number TE022535 5
Caber Nene PRSI TE . .
Emergency Response Loceton 5961 - 111 Ae . VESET 11 Ave
SIP Usernarme E . demo nomal ca )
SIP Passwoed . MLEGEIAN
Euvernal Phone Numibes . ragsss M ¥
Phose Service Host neme oot o e
98 \ioicemad Details
Maibon ¥E
Passcode w9
Umail Address Qi
& wicollat Chent Details
Lind 20 Dowrioad deskrop cliest 19 N O RS 2ot tale A Unded rrnr M S ed re
MColad Service Host Name SCASR 08240
MC o Unername Seno@VEE- Do
M otiad Passwced * Vs SASYADAT i S Mt = 4 Sesane
& MiColiab Web Client Details
MCofiad Web Clant Poctal URL e A0 ofeh sne e o sbal
Usernane S FBLavo
Panwword Yorr pacawots wi be weet vt 3 pparats wal

Thee ol Lociudien oy sttt b 8 R B 4cke Lo of S risnded seceens) 2od Moy comtee mhrmution Bt & Condderta andior Drolected Dy W snviege Sy WAUORERd et (0 Lopy Sacionure or SeSuton of Py mad i oty prohSied If you MauRe sy
BASROAN MaACe Dlodss LOMT & M Piive BUENMELN T (TO0ESTASISE MM senceliaucs i
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S
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Your password will come in a separate email.

SN0

COMNNICATION ANB NSTRLLATON LTD

Your password for User Portal
1 message

doNotReply@voiceforbusiness.ca =doNotReply@voiceforbusiness.ca=
ToYour Email Address

[ FOR

This mail is an auto-generated mail from the User Portal. Please do notreply to this message.
Hi

Please find below your password for your User Portal.You can also use your password to log into other applications
Password :79xR34Fp

To Login, cut and paste the Portal URL (circled in yellow on page 17) into a search engine or
double-click the link in your email. This will bring up the MiCollab Login screen. Enter the

username you were provided in your Welcome email along with the password you received as per
above. Click Login.

“ C s Ve cblats bern ¢

C0 Mitel micolias

5
S

Tetx Conmediion
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You are now in the Home Screen of the MiCollab Web Portal. You can search for a contact phone
number or extension number. This screen also displays the Home Screen Main Menu, Your
Current Status and your Inbox.

Gm]
N N OO

SU110 60 Mitel
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Adding a URL, Speed Dial or Contact to Home Page

If you click the plus sign (+) on the home screen or click on the 3 dots in the right side of the
home screen, it will give you the option to add a New URL, add a New Speed Dial or add a New
Contact.

To add a URL, click + New URL. Enter shortcut name and URL web address and click Save.

Enter Shortcut Name

Enter URL

Cancel

5111170 bg Mite!
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To add a New Speed Dial, click + New Speed Dial. Enter shortcut name and enter the phone
number and click Save. This will be a person who is not in your corporate contacts.

Enter Shortcut Name

Enter Phone Number

Cancel

To add internal contacts to your home page, click + New Contact. Type the name in the search bar
and click on the user. The user will then appear in a bubble above the search bar. Add as many
users as you like following the above procedure and click Done when completed.

Qs
AR, :
= 0
& Comxws /;;H\ | CA) (9‘\) :
e o o

0O owm :
Ay Call Matcry o o — Do Kawchuk

DK
a0 Yokemad ®

Wes ACD

© Sewmogs WA

a Wes Schoenbarger

oK A
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Contacts

If you click on one of your contacts, six icons pop up.

oo Mitel | micotiab

B wrre : irtx
8 o a@@@@@ o
O o e 3 o :}{»‘LM“\O&ON
L Gy e e @.m Q e s = é: THOANL SIS
e @ @ Q@@ g,
v P Yo —— Tomary Sy X .
@ Click to call the contact F18 Click to bring up the contact details

Click to make the contact a favorite

e Click to chat with the contact
@ Click to email the contact

Click to delete the contact

©0 O

Calling a Contact

When you click the telephone icon to call the contact, a screen will pop up to ask with what device
you want to use to call.

S111°0 60 Mite
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Once you decide, another pop-up window will display and your device will begin ringing to the
contact.

Click on the chat icon to chat with a user. In the window, type your message in the bottom
window and click send. The contact must be available in order for you to chat. If it says user is
unable for a chat, the feature will not function. When you send a message the chat bubbles will
appear in the chat window.

Crot

@D P QD |

v CallHmory hope you e NVeg & great duy

- o @

w
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Click on the @ icon to bring up Contact details.

Mite MiCollab

w
) X
g
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—

/:\‘ (@ G:. @ & Lamittry Kieerevan = e

Py T

A ¥ |
&

\
.
L}
7
3
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" -~ Carter Py =
DA @ |- .

Click the Star icon to add that contact to your favorites list. The Star icon in the upper right
corner of the screen will turn yellow.

MiCollab

w =~ e Tammy Komemeor
&) - g
; 1 5 N -
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If you click on the Contact field on the home screen it will open up all your contacts. Your favorite
contacts will display at the top of the screen.

oo Mitel | micotab

Q  Searchor Dial
Contacts
¢ Home
& Cortacts
(3 chat Favorites (4) A
7y CallHistory 9 Cedrick LeBlanc
Settings
© 2 3 Danh Le
(]
a Kenny Ho
£
& Tammy Klemmer
®
Groups (2) v
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Adding a New Group

In the Contact screen, click on the 3 dots. To add a new group, click on the +New Group.

+  New Group

X Delete Groups

A pop-up screen to add the new group will appear. Enter Group Name and click OK.

Enter Group Name

Vendors|

SUNCO og Mitel
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Starting a New Chat

Clicking on the Chat button on the home screen will pop open the window of your Chat History.
Click the 3 dots to start a NEW chat with someone.

Adding another contact to a Chat

Once you have added a contact to chat with you, click on the 3 dots in the upper right corner of
the screen to open up the option to ADD an additional contact to the conversation.

5111170 bg Mite!
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You will see the names of the contacts you are chatting with at the top of the chat window.

oo Mitel | micotiab
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Q. e Codr Tanw
& o VS
& o 4 =
v, CMewy Wes e
G ey & - - e it

SULICO og Mitel 28



.
( “© FOR BUSINESS

Cloud C cted Communication

Deleting Chat History

Delete your chat history by clicking on the 3 dots above the contacts on the right side of the
window. This will pop open the option to add or DELETE the chat. Click DELETE.

When you Click Delete, a screen will appear giving you the option of which conversation you want
to delete. Click on the X. Click Done.

el - Kodrick D Tamenry =
2 N Do B %
O ow & esebTr e b X
Z T oy Wes

& X
QO sounp
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When you click Done you will get a Delete Confirmation pop-up asking if you want to Delete these
chats. Click OK.

Delete Confirmation

Delete these chats?

The next option in the Home Screen is Call History. This stores All Calls, Missed Calls, Incoming
Calls and Outgoing Calls. Click on the appropriate icon to list the call information you need.

ALL MISSED INCOMING OUTGOING

A - 4 Z ]

oo Mitel | micoliab

Q Ses
Calt History
(¢ Home
&  Contacts )
A R/ M P
[ chat = LS Z- ]
Wes Schoenberger
7y Call History 2 Today 1134 Ak
(]
{3  Settings Kenny Ho
(]
Ashley Manfrin
A :
®
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Calling using Call History

To call someone in your call history, hover over the contact. The phone icon will pop up. Click to
call.

oo Mitel | Micolab

Q

Cad1 History
@ Mo
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When you click the icon, it will bring up the option of what device you want to call on. Click on
your selection.

SUNCO g Mitel
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To make an external call, type the phone number into the search bar.

> Mitel ‘ MiCollab

Q 7808028503

| Make call

UESI 7808028503

97808028503

To make an internal call, type the name of the contact into the search bar.

Q  tammy

Contacts

§ 00060

NCO oo Mitel
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Or you can type in the contact’s extension number.

o0 Mitel | micouab

Q 1786

| Make call

¢
) UJ 1786

Contacts

. g Tammy Klemmer
Z ]
-3

—

This is an important feature as it allows colleagues to see your availability. The status options are
as follows:

— will show others you are available to take calls. You can add a personal message.

— will show others you are in a meeting. You can add a personal message such as in
meetings until 2:00 pm.

— will show others you are not to be disturbed and any calls will go straight to
voicemail.

— will show others you are on your cell. You can add a personal message such as on
service calls.

— will show others you are gone for the day. You can add a personal message
such as back in the office at 8:00 am.

SU110 60 Mitel
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There are two ways to manage your Status:

1. Click the Settings option on the Home Screen and click Manage Status. A drop-down menu
appears for you to select your Availability. You can also add a personal message. Click Done
to save.

2. Click your Avatar in the upper right corner of the screen. A drop-down menu appears for you
to select your Availability. You can also add a personal message. Click Done to save.

SUNCO pg Mitel
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You have the option to edit your Status. Select Settings on the Home page, then Manage Status.

MiColtab

Q o
Canve i 3O A SHAD
& Comx
0 t 0 Sanngs Gone for Bw Gay
2 2 tveoey In 2 et
Manage Stana
Inthe office
FROAN 1N ION
MOtile
SChedhey

You can configure each Status to direct where to send your calls (select device or voicemail).
Simply click the drop downs and select the option. Click Done when you are finished.
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Accessing Your Mailbox

All of your voice messages will reside in your personal mailbox, which is passcode protected.
Your temporary passcode will be in your welcome email to use the first time you access your
mailbox. How you log into your mailbox will depend on whether you're calling from inside or
outside your company.

From Your Own Extension
e Press*8
e Enter your passcode when prompted.

From Another Extension
e Press*8
e Enter your mailbox number followed by the * key.
e Enter your passcode when prompted.

Note: You may need to use this procedure to access a general mailbox when the lamp is
inactive.

Setting Up Your Mailbox

When you access your mailbox for the first time, a user tutorial automatically activates. This
tutorial guides you through your first mailbox session, explains how to record a greeting and your
name, and prompts you to change your temporary passcode.

Passcode

¢ You will always be prompted for your passcode before accessing your mailbox. The first
time you access your mailbox you will use the temporary passcode that you received in
your welcome email. During the tutorial, you will be prompted to change your passcode to
a number containing 4 to ten digits. Choose a passcode that can easily be remembered,
but do not select an obvious code like "1234".
Greeting
e After opening your mailbox, you will be asked to record a greeting that callers will hear
when they are directed to your mailbox.
¢ e.g. "You have reached the mailbox of Steve Smith, I’'m unable to take your call, so
please leave me a message with your contact details and | will return your call when | am
available."
Name
e You will be prompted to record your name
e The system will use this name to identify you to callers in your own voice.

Playing Messages

When you access your mailbox to retrieve your messages, the system tells you how many
messages you have ("You have two urgent messages and two un-played messages."). After
accessing the Voice Mail menu, press 7 to listen to your messages. Your urgent messages will
automatically be played first. Your un-played messages will follow.
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Voicemail Options

Press the Voicemail Key or Dial 6000 from your phone or *8

Main Menu Options
1) Press 6 to Make a New Message

a)
b)
c)
d)
e)
f)

Enter Mailbox No. of intended recipient. Press 9 for Personnel Directory
Press 7 to Review

Press 3 to Discard Message

Press 2 to Append Message

Press 6 for Message Addressing

Press 9 to Send & Return

2) Press 7 to Listen to a New Message

a)
b)
c)
d)
e)
f)
8)
h)
i)
)
k)

Press 1 to Pause Message

Press 2 to Answer Message

Press 3 to Discard Message

Press 4 to Give or Forward Message
Press 5 to Keep Message

Press 6 to Play Envelope

Press 7 to Play Again

Press 8 to Listen to Next Message
Press # to Fast Forward Message
Press * to Rewind Message

Press # to Skip to end of Message

3) Press 8 for User Options

a)
b)
c)
d)
e)
f)
8)

Press 2 Additional Options
Press 3 Memo

Press 4 Greeting

Press 5 Distribution Lists
Press 6 Name

Press 7 Passcode

Press 8 Temporary Greeting

4) Press 9 to Send & Exit
5) Press 0 to Transfer to the Operator
6) Press # for the Auto Attendant
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You can access Mitel’s series of interactive Feature Teacher videos directly from the Sunco website:
https://www.sunco.ca/support-and-training/mitel-feature-teacher/.

Training guides can also be downloaded from our site:
https://www.sunco.ca/support-and-training/training-guides/
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We do the right thing
We embrace change
We do what it takes
We are accountable to the outcome

We bring out the best in each other
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