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What is the CloudCall Communicator? 
The CloudCall Communicator is a softphone. A softphone is a piece of 
software that allows you to make telephone calls over the internet through 
your computer. 
 

CloudCall Communicator Overview 
 

Making a Call 
To make a call, type a name or a number into the 
open field at the top of the softphone and then click 
the green telephone button to the right. 

You can also make a call by selecting the Dialpad at 
the bottom of the softphone. Simply populate the 
number of the person you would like to call, followed 
by the green telephone button to make the call. 
 

 

Once the Call is Connected: 

Once a call is connected, you will have the ability 
to mute yourself, place the caller on hold, 
Transfer, and create a Conference call. You can 
control the call volume. 

 

Call Volume: 
 

 



Mute:  Hold:  Transfer: 
To create a conference call, you will need to 
select the ellipsis button and select Invite to 
Conference 

 

Transferring a Call: 
There are two types of Transfers when you are using the CloudCall 
Communicator; Blind Transfers and Managed Transfers. 

Once you select the transfer button, your caller will automatically be placed 
on hold while you transfer the call. 

 

Blind Transfers 
A Blind Transfer is a straight transfer, meaning you will directly transfer the 
caller and you will not have the option to announce them to the person you 
are transferring to. However, they will receive a screen pop with the original 
caller’s information, if available. 

1. While on a call, select the transfer 
button. 

2. ype the person’s name, number, or 
extension. 

3. Select Transfer Now. 

4. Your call will now transfer and your 
softphone will automatically end your 
call. 

5. Once the transfer arrives at the 
transferee’s phone, they will be alerted 
with the number of the person they are 
being connected to.



Managed Transfers 

A Managed Transfer is a transfer that allows you to announce the 
caller before they are connected. 

1. While on a call, select the transfer button. 

2. Type the person’s name, 
number, or extension. 

3. Select the down arrow to 
the right of the Transfer Now 
button. 

4. Choose the option to Call 
First. 

5. Your call will then transfer to 
your transferee where you can 
announce the caller. Once they 
are ready to accept the call, select Transfer Now. The call will 
automatically end once they are connected. 

 

Conference Calling 
Conference Calling allows you to speak with multiple users at once. To do this, you 
will need to call each person directly in order to join them into your conference line. 

 

1. While on a call, select the ellipsis button and select Invite to Conference Call. 

2. Type the person’s name, number, or extension.  



3. Select Add. This will call the contact and once answered they will be 
connected to the call. 

4. Repeat steps 1 -3 to add additional contacts on your conference line. 

 

 

 

 

 

 

Conference Calls are limited to 6 additional contacts on a conference (7 including 
yourself). Once the maximum has been reached the ellipsis button will become 
greyed out. 

If you are the person which started the conference call, and you end the call, it will 
disconnect the conference for all participants. 

 

On a Conference Call 
Once you have started your conference call, you will be able to see each user on 
the call. You will have the ability to separate callers and remove users from the 
conference call (End Call). 

 



In order to separate a participant from the conference call: 

 

1. Select the down arrow to the 
right of the person’s name you 
would like to separate from the 
conference call. 

2. Then, select the Separate 
button. 

3. This will split the conference 
call. The person you selected to 
separate will placed on hold as a 
completely separate call. 

4. However, you will be able to speak freely with the rest of the participants on 
the conference.  

End Call 
In order to remove a participant from the conference call: 

 

1. Repeat step 1 above. 

2. Then, select the End Call button. 

3. This will remove the participant from the conference line, while you can 
continue to speak with the participants which are still on the conference call. 

Contacts 
By building out your contacts list you can quickly and easily get in touch with 
people you frequently call.  You have the ability to utilize groups or list all of the 
contacts together. Contacts can be add to your CloudCall Communicator 
individually or in bulk. 

 



Contact Groups 
As a default you will have three groups: Family, Friends, and Work. You have the 
ability to add additional groups, or remove groups completely: 

 

Adding a Group: 

1. To add a new group, select the Contacts 
dropdown at the top of the communicator and select 
New Group. 

2. This will generate a new window where you will 
give your group a name. 

3. Select OK and your group will be added to the 
CloudCall Communicator. 

 

Editing Groups: 

You have the ability to edit groups which includes; renaming groups, adding 
contacts to groups, and deleting groups. Simply right 
click on the group you like to edit and make your 
selection: 

 

Removing Groups: 

You can remove groups completely by deselecting the Show Groups option within 
the Contacts dropdown. 



Adding Contacts Individually 
You can add individually contacts directly from the Contacts page of the CloudCall 
Communicator or by selecting the Contacts dropdown. 

Adding a contact on the Contacts page: 
 

1. Select the Contacts icon at the bottom of 
the CloudCall Communicator. 

2. To the right of the Search Contacts field 
select the Add a New Contact button. 

3. Within the new window you have the 
option to upload a Contact photo. 

4. Next, select the Group you would like to 
add the contact to. 

5. Populate a Display name for the contact, 
and their first and last name. 

6. Next, populate their phone number and 
select add. Repeat this step if there are multiple 
contact numbers for the user. 

7. Lastly, select OK. 



Importing Contacts in Bulk 
 

You can add contacts in bulk by utilizing the Import contact features within the 
Contacts Dropdown. Simply follow the prompts. 

 

Favorites 
 

You have the ability to add your contacts as 
favorites, so you can easily access your 
frequently called connections. 

 

1. Within the Contacts page, right click on the Contact you would like to add to 
your favorites. 

2. Select Add to Favorites. 

3. You can now view your newly added contact on the Favorites page. 

 

 

 



Call History 
 

The Call History tab will show all inbound and 
outbound calls made from your CloudCall 
Communicator. 

Voicemails & Missed Calls 
You can access your voicemail by either 
dialing *98 on the DialPad or selecting the 
voicemail button at the top right corner of the 
CloudCall Communicator window. 

If you have a new voicemail, you will be 
alerted with a red number above the 
voicemail icon or if there is a missed call, you 
will see a red number marked above the call 
history icon. 

 

Call Forwarding 
When you have an incoming call, you have the ability to 
forward the call to another number. 

1.  Select the forwarding button. 

2. Populate the number you would like to forward to. 

3. Click Forward and the caller will be forwarded to the 
number 



Audio Settings 
The Devices tab is where you will choose your headset 
device to use with the CloudCall Communicator. 

1.  Select the Softphone dropdown and select 
Preferences. 

2. Within the new window, navigate to the Devices 
tab. 

3. On the Headset Mode Tab, you will be able to 
select your headset’s name from the dropdown. Ensure 
the headset is connected wirelessly or plugged into 
your machine. 

4. You can also update the 
headset settings directly from 
the CloudCall Communicator, if 
they need to be changed on the 
fly.











  
 

 

 
 
 

 


