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Overview

The Avaya Workplace client app, when installed on a mobile device, connects with Smith
College’s telephone system, allowing you to make and receive calls using your Smith College
telephone extension. Your device, typically a smartphone, can be connected to your mobile data
network or to a wireless network (Wi-Fi).

When placing calls, the outgoing caller ID will be the same as what is sent from your campus
phone. Calls placed to your campus extension will ring on your smartphone, as long as the Avaya
Workplace app is open and running in the background on your phone.

Downloading the Avaya Workplace mobile app

Note the following instructions show screens as they appear on an iPhone/iOS device.

1. On your Smartphone or other mobile device go to the App Store and search for “Avaya
Workplace”. You should see a result that looks like this:

General questions or concerns Updated on: 1

ithelp@smith.edu February 25, 2021


mailto:ithelp@smith.edu

avaya workplace

Q. avaya workplace

Avaya Workplace

@ Business
L 8 8 % G%d

- 1025 -
o

Avaya Workplace

Avaya Incorporated

ira® Communication features to

2. To download the app, select the cloud with the down arrow. You may need to enter your

ID for the app store.

3. When you first access the app, there will be a series of permission requests for access to

various functions on your phone.

a. On an iPhone: Access to the Microphone is

required. We also recommend

allowing Notifications. Access to the camera, contacts and calendar can be

declined.

"Avaya Workplace"” Would
Like to Send You Notifications

"Avaya Workplace"” Would
Like to Access the

Notifications may include alerts, Microphone
sounds, and icon badges. These can The microphone will be used for
be configured in Settings. audio calls.
Don't Allow Allow Don't Allow OK
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b. On an Android device: The required permissions are to record audio (which
provides access to the microphone) and to make and manage phone calls.
Note: Access to the camera, contacts and calendar can be denied.

&2 Avaya Workplace Set-up

Permission to record audio and to
make and manage phone calls, is

mandatory for Avaya Workplace to
function.

After allowing the required
permissions, the remaining are
optional. However by enabling all
permissions, it will allow for the best
experience.

OK

U

S Allow Avaya Workplace to
Allow Avaya Workplace to record audio?
make and manage phone calls?

While using the app

Only this time

Deny

4. Select Accept to accept the End User License Agreement
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11:59
< App Store

AVAYA
workplace

End User License Agreement

AVAYA.....

AVAYA GLOBAL APPLE APP STORE SOFTWARE LICENSE TERMS
FOR AVAYA WORKPLACE

REVISED: June s, 2020

THESE GLOBAL SOFTWARE LICENSE TERMS ("SOFTWARE LICENSE
TERMS®) GOVERN THE USE OF PROPRIETARY SOFTWARE AND
THIRD-PARTY PROPRIETARY SOFTWARE LICENSED THROUGH
AVAYA. READ THESE SOFTWARE LICENSE TERMS CAREFULLY, IN
THEIR ENTIRETY, BEFORE INSTALLING, DOWNLOADING OR USING
THE SOFTWARE (AS DEFINED IN SECTION A BELOW). BY
INSTALLING, DOWNLOADING OR USING THE SOFTWARE, OR
AUTHORIZING OTHERS TO DO SO, THE END USER, ON BEHALF OF
THEMSELF AND THE ENTITY FOR WHOM THEY ARE DOING SO
(HEREINAFTER REFERRED TO AS "END USER"), AGREE TO THESE
SOFTWARE LICENSE TERMS AND CONDITIONS AND CREATE A
BINDING CONTRACT BETWEEN END USER AND AVAYA INC. OR THE
APPLICABLE AVAYAAFFILIATE ("AVAYA"). IF THE END USER IS
ACCEPTING THESE SOFTWARE LICENSE TERMS ON BEHALF OF A
COMPANY OR OTHER LEGAL ENTITY, THE END USER REPRESENTS
THAT THEY HAVE THE AUTHORITY TO BIND SUCH ENTITY TO THESE
SOFTWARE LICENSE TERMS. IF THE END USER DOES NOT HAVE
SUCH AUTHORITY OR DOES NOT WISH TO BE BOUND BY THESE
SOFTWARE LICENSE TERMS, SELECT THE "DECLINE" BUTTON AT
THE END OF THESE SOFTWARE LICENSE TERMS OR THE
EQUIVALENT OPTION.

(i) "Afiiliate" means any entity that s directly or indirectly controlling,
controlled by, or under common control with Avaya Inc. or End User. For
purposes of this definition, “control" means the power to direct the
management and policies of such party, directly or indirectly, whether
through ownership of voling securities, by contract or otherwise; and the

terms “controlling" and “controlled” have meanings correlative to the
foregoin

(il) "Documentation" means inforation published in varying mediums
which may include product information, subscription or service descriptions,
operating instructions and performance specifications that are generally
made available to users of products. Documentation does not include.
marketing materials.

(i) "Software" means computer programs in object code, provided by
Avaya o an Avaya Channel Partner, whether as stand-alone products o

DECLINE ACCEPT

5. The App main screen shown below should open. Select Configure my account.

11:59 =

AVAYA
workplace

Join a Meeting

Let's get into the meeting!

You can also join from your calendar,
tap the link in the meeting invite

Configure my account

| have an Avaya Workplace account,
let's set it up and get me signed in!
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6. Enter your Smith College email address and select Next.

11:59 o T -
<« App Store
BACK 5
AVAYA
workplace
ENTER YOUR EMAIL ADDRESS

EMAIL  samoore@smith.edu

NEXT

7. Enter your Smith College username and password and select Next.
NOTE: Your username is your email username without @smith.edu.

12:00

< App Store

0))
!

BACK

AVAYA
workplace

ENTER YOUR WORKPLACE CREDENTIALS
USER NAME samoore

PASSWORD

8. Select OK to accept the disclaimer to not use the app for emergency calls

Disclaimer

Do not use this application to make an
emergency call

OK
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9. Atutorial will open; you can select Skip in the lower left corner.

: Tap to set presence and
Make a call using dialpad or el i
search for someone

Your active call with a mute
button. Drag to move around

Quick Tutorial

10. After skipping or going through the tutorial, the app should open to the “Top of Mind” home
screen. You are now logged into the app.

12:00

< App Store

= Top of Mind v

9)

Q@

838 :
888 Q find someone

Next Meetings

To join your next meeting with one tap,
allow Workplace to access your calendars

‘

‘

@) History

Your recent calls will appear here

&% Workplace Meetings

?&‘3 Workplace Meetings
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Home Screen: Turning Off Top of Mind

By default, the Home Screen of the Avaya Workplace app is the Top of Mind screen. Because this
screen includes features that aren’t available to the Smith community, it is recommended that
users turn off the Top of Mind. When turned off, users will see a Home screen with a numeric
keypad and buttons to access Contacts and History:

Q find someone
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Fig. 1. Home screen with Top of Mind turned off.

To turn off the Top of Mind:

1. From the default Home Top of Mind screen, select the down arrow to the right of the Top of
Mind heading. My Home Screen settings will display.
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QQQ "
888 Q find someone

Next Meetings >

To join your next meeting with one tap,
allow Workplace to access your calendars

2. Move the slider for Top of Mind to the left so that it is no longer green. The main screen will
display the simplified Home layout.

My Home Screen Done My Home Screen Done

Top of Mind D h Top of Mind

Default Camera and Microphone Settings 5

when Joining a Meeting Turn on Top of Mind for a special home screen

experience that consolidates your meetings,
messages and call history.

Configure Top of Mind Layout

Sign In

When you first install and setup the app, you are signed in to your account. Additionally, you are
automatically signed in when you open the app on your phone. By default, you will remain signed
in until you sign out or close the app.

To sign in again, open the Avaya Workplace app on your device, the same way you open other
apps. You will be automatically signed in and ready to receive and place calls.

Sign Out

If you no longer wish to receive calls through the app, e.g. at the end of the workday, simply close
the app or sign out of the app.

Close the app the same way you close other apps on your device:
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1. Locate the Avaya Workplace app that is running, then swipe up to close it.

To sign out:

1. Select the profile icon ein the upper right corner of the screen. A new screen with
incoming and outgoing call setup information will display.

2. At the bottom of the screen, select SIGN OUT. You will be signed out and redirected to the
Avaya Workplace Sign In page.

Place a Call

When placing calls via the Avaya Workplace app, you are essentially placing a call from your
on-campus extension. Caller id information displayed to the person you are calling will show the
same as what is sent when you call from your campus phone.

1. From the Home screen, enter the number on the keypad. Note: this assumes you have
turned off Top of Mind as described earlier.

a. To place off-campus calls, enter the 10-digit phone number. (Note: It is not
necessary to dial 9-1 when using the mobile app.)

b. To call an on-campus number, enter the 4-digit extension

2. To place the call, select the green handset J at the bottom of the screen.
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Enter a number Hide
to start your call
Enter a number

to start your call Hide
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3. Once the call is connected, the screen changes and new options at the bottom of screen
appear.

Select
audio
device

Sharon

Missed
item badge

Show
Advanced
Controls

Basic Controls

4. To end the call, select the red handset.
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Incoming Calls

If the Avaya Workplace mobile app is running on your device when someone calls your campus
phone number or extension, the app will ring and display caller id information. The screen
notifications announcing the call with options to answer looks similar to the way you answer other
calls on your device.

Once you are connected to the call, the same screen appears as when you call out, with the
same basic controls and access to advanced controls:

Select
audio
device

Show
Advanced
Controls

Advanced Controls While on a Call

While on a call, advanced call features are available and include the ability to:

e Place a conference call i.e. add someone else to a call
e Place the other person on hold
e Transfer the call
e Silence audio on the line
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1. To access advanced controls, select the 2. Anew panel will display the advanced

Is.
three dots ISR in the middle lower controls

portion of the screen.

Silence Audio
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