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Getting Started




. 2 \ Access the
Prerequisites

\ Test your

\ The Phone

Headset App

App
| |
L J
==
Powerful
Computer
Update your Windows,

macOS & Google Chrome*
(the most recent version)

64-bit version Windows 10
or MacOS 10.14

Intel i5 dual-core processor
or equivalent + minimum
4Gb of RAM memory

Professional
Headset

Use a USB wired headset

Avoid using bluetooth or
wireless headset

=4

VolIP optimized
network

Use an Ethernet cable
connection for increased
bandwidth stability and
superior call quality

Activate QoS (Quality of
Service) on your Router

* For optimal performance, it's best to use the latest browser version. You can check here to see if your browser is up to date.


https://www.whatismybrowser.com/

\ Prerequisites

Access the \ Testyour
App Headset

\ The Phone

App

Accept your invitation request
sent by email and follow the
link to create your password
Download the Desktop App or
access the Web App

Login with your professional
email and password

Select your Language

Test your headset and

microphone

Email address

Password

Signin

Forgot password

Language

Choose alanguage

English @

Frangais
Espariol
Deutsch
Norsk

You can update your language from the settings

Next



https://aircall.io/download/
https://phone.aircall.io/

\ . s \ Access the Test your \ The Phone
Prerequisites

App Headset App
o0 (2) Aircall Phone
X G 3 Sounds & Devices choose your
Use this new Feundnotiications ringtone from
device for calls? the library
o@ Ringtone Aircall ~v/
. ing on heads computer Make our
Make sure your headset is L Pt S J rirz/ on
also recognized by Chrome PR ring
S—— speakers
. . . Output Jabra EVOLVE LINK (U... v/
< C | @ Secure | https://phone.aircall.io f3 oute Select your

output device

Play a test sound

Microphone

%, Microphone
\ | Select yogr
Jabra EVOLVE LINK (USB) G input Jabra EVOLVELINK (0... ™/ input device
You can always change Audio
preferences in Settings. -
Adjust your

No, not now Yes, let's use it X : )
Automatically adjust microphone volume o
sound

volume




. \ Access the \ Testyour The Phone
Prerequisites

App Headset App
>. ® 0O (1) Aircall Phone CheCk your
(¥ *=— headset settings
Choose a prefix él;—: feammate, contact or number

<+—— Type or paste a phone
humber or a

1 2 3 contact name
. 4 5 6
Dial a number o
7/ 8 Q
* 0 #
gy RO Chc.)ose the line from
which to call

Access the To-Do

. —> e . . .
& B 2 -——
section ® > @ & g Access your Profile
T T settings

Call History People



Getting to Know
your Phone




. Viewin . \ Definin \ Defini \ Defini \\ . .
TR U O\ waagng O\ Dbbs O\ oetning g soungema

Contacts . Availabilit - ificati
Options y Hours Settings Preferences Notifications
® O (1) Aircall Phone
® O (2) Aircall Phone 2 (2) Aircall Phone
/ ” Import contacts e X Contact details Edit

People &+ 3 m

Drag and drop your .CSV
file to add new contacts

o : Tony Stark

n the People section you can: 336 45 67 97 33

Avengers

Q. Search for a contact or teammate

Contacts Teammates

via Intercom & 1 other

"A' Adi Schnall Q:)

e Manage your contacts
& o o | W - (import, create, edit & delete) Phone numbers
Available X New contact Save
First name
‘ Adrien Fournier % . & ' ' Main number
edit ast name
Available
Company name +33 6 6156 28 06
@ Ainsley Vande Creek .. Other number
@ Use your agenda to call your
Do notdisturb & Main phone number .
- teammates and check their
® Alain Bensimon @ Addphone number i ili Sources
» & availability
60 Alan Chauchet W bt View in Intercom U
Offline Extra notes about the contact
@ View in Hubspot U
® Alberto Cappellano
@J Available %

P
E 2] D 88 - ﬁ

To-do History Keypad People Delete contact




N worogng RTINS g S oy bene O\ sengeman

Contacts Options Availability Hours / :::t?:;: R Notifications
X Settings
Manage your profile & see your general information ——» &, Account
Identify your audio devices ———— f.} Seunds&Devices
Set up your calling preferences ——» @, Call Preferences
Set up your own working hours ———p @) Working Hours
Enable email notifications for pending calls —————% &3 Email Notifications
Access the knowledge base & chat with the support team —» &» Support
Log out from your Account profile ~——— [ LegOut

Manage your availability —— acictie T  Uovicbe

Receive calls only during scheduled hours

|
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: Viewing

\ Managing \ !
Contacts / Setting
Options

- Definin
Managing \ Working \

/ Availability

Hours

/

Defining
Account
Settings

\ Defining
Call

\ Setting Email
/ Preferences / Notifications /

AVAILABLE

DO NOT DISTURB

Receive calls when the
numbers you are to
assigned are open

Receive calls within your

working hours (to be defined

in settings)

Never receive calls

00O (2) Aircall Phone

X Settings

‘% Account

@ Sounds & Devices
% Caill Preferences
@ Working Hours
) Email Notifications

@ Support

[ LogoOut

Am

Receive calls only during scheduled hours

1



N wengng O\ VS O\ wanaging RN

Contacts Options Availability Hours

Receive calls when you are scheduled to work.
Make sure the time zone is properly selected on the top right.
You must set your availability status to

If you are within in your working hours but the phone lines
are closed, you won't receive any calls.

petinng ety sotingcman
Settings Preferences Notifications
X Working hours
Timezone

Your timezone

You'll be available:

From 09:00 to 12:30
every weekday

From 14:00 to 18:30
Mon, Tue, Wed, Thu

0 Add a time slot

(UTC+01:00) Paris




Defining

Account
Settings

\ Managing \ Viewing \\ Managing \ O]
Soprece Setting Availabilit Working
Options 4 Hours
X Account
Elizabeth Meija . ‘
Birec Edit your first and
w - last name
Credentials

elizabeth.mejia@aircall.io

Email

Language

Select v

(5% English

Teams

() EMEA Onboarding
—' 6 members
- spain ONB

0 |
- 2 members

Change <—

-—

Set your new
password

Set your language

Teams you have
been included in

List of numbers
you have been
assigned to

Recelve your CO”S = Forward calls to a number

on your personal
mobile

Disconnect from
all devices

Add phone number

Definin q .
\ call 9 Setting Email
Notifications
Preferences
® O Aircall Phone
x Account
Ines FR =S
" +33176 441035 U
@ Dutch Office - Onboarding @
W 3185888 0550
@ Aircall Argentina - Support @
— W 5, 350535018
Astreinte Colombia =
W ;5085817 O
a Astreinte NZ @
+64 9 8018043
IVR test channel
. ' +3250 58 04 85 @
Learn more

Log out from all sessions

13



. ey ) Defini
\ Managing \ \g:tvtvllr?gg \ Managing \ Weo:':::g

Contacts Options Eatellielelty Hours

Make your app pop-up on top of your open tabs

Activate keyboard shortcuts for quicker interactivity.

Set your Wrap-up time (gj

® O B S (G Click

To-do History Keypad People

\ cetning P
Settings Preferences L S
® O Aircall Phone
X Call Preferences
Pop-up on screen when app rings o
Shortcuts

Available Auto

Do not disturb ]

Don't wait for your next call,
Click BACK NOW

Ready to receive calls

Available in 01:56

Press "Enter" to pick up

Press "Esc" to decline

Press "Esc" to hang up

Wrap-up time

Set a time to be unavailable after each call

2 min 45 sec

14




. - . Defini -
N wanagng YRS ggng Working N Fes

Setting e
Contacts Options Availability Hours Settings

\ Defining
Call

Activate the setting and get notified by email for:
- voicemails
- call assignments
- invoices (only Admin)
- daily follow-ups
- Activity summary (only Admin)
- A webhook is deactivated (only Admin)

Daily follow-up is an emailed list of missed calls and voicemails
that have not yet been handled.

Activity summary is for all aircall lines and is available only for
Admins. You can choose the frequency of the report.

QO Voicemails
@OD Call assignments
Invoices
@ Daily follow-up
@ Activity summary

L,/S.; Disabled webhooks

Setting Email
Preferences Notifications
@ C Aircall Phone
X Email notifications

Never Vv

Every day

Every week

Every month

15



Making & taking
phone calls




Defining
Outbound
Calling
Options

\ Receiving

N
=

Viewing

Making a \ in-Call
= / Features

SN N\ N
Do > E D mmm m

Transferring

—Warm Conferencing &

Ending

® o0

(2) Aircall Phone

' ' Teammarte, contact or number

1 2 3

ABC DEF
GHI KL MNO
PGRS TUVv wXYz

* 0 #

Eli Fr mobile
O 33757918135

Keypod

Qo
(a2
People

® 9

To-do History

¥

Aircall Phone

®® O

X Select your number

Search for a number

UK Office - Onboarding (default)
+44 20 8068 8580

Aircall Argentina - Support
+54 351535 0128

Argentinian O Set as default
+54 115984 3996

IVR test channel
+32 50 58 04 85

Astreinte Colombia
+57 15085817

Astreinte DE
+49 30 56795432

N
KN
-
]
-
-
]
-

Current
_default
number

Click to
<+— gselect as

default

X

W
K

(I

Select a country

Search for a country

United Kingdom (default)
+44

United States

+1

France

+33

Germany Set as default
+49

Spain
+34

Belgium
+32

Portugal
+351

Brazil
+55

China
+86

%

Current
default

country
code

Click to

<«+—— select

as
default

17




Defining

Outbound Receiving ~ Making \Ilrlme-glanl? Transferring Trc:r‘lzze:;:ing COnferencing& \ Ending
Calling Calls Calls TS acCall ST Parallel Calling acCall
Options

Incoming call...
I France-?nbocrding Line be|ng rung
3’ i?
Contact name Tony Stark
S Contact details
vengers
Decline a call | 3% Pick-up a call

Caller insights

O See contact page >

=e
Owner Ines SFAR ('

Open Contact profile on
See Contact in MS Dynamics > - your CRM or Helpdesk

Owner Frédéric MELLOT 18




Defining o Viewing
Outbound Receiving In-Call
Calling Calls yoTen
Options / /
1. Dial your number using:

eyour keyboard

eaircall keyboard

echrome extension “Click-to-dial”

OR

Type the name of the person you want to
reach

2. Click the green button

3. Happy calling!

acall

\ Transferring \

/

Transferring
-Warm

Transfer / Parallel Calling

\\ Conferencing & \ Ending

o (1) Aircall Phone
Ringing...
I France - Onboarding
i
il |

Tony Stark

+33 6 45 6797 33
Avenge

Caller insights
O See contact page >

Owner ines sFAR (i

See Contact in MS Dynamics >

Owner Frédéric MELLOT

() +331177704 22

GHI

PQRS

s‘lh
K S

€4

To-do

D

History

2

ABC
JKL

TUvV

0

Keypad

UK Office - Onboarding
+44 20 8068 8580

Oo
(=

People

3

DEF

MNO

WXYZ

¥

X

19


https://chrome.google.com/webstore/detail/aircall/bbejljcbaibhhacdpndojhkhckgdooff

Defining o

Outbound \ Receiving \ \Illl'ivélunllg
e Calls Features
Options

/

Transferring
-Warm

acCall / Transfer

Conferencing & Ending

N N

Select a line to call
from if different from
default

Search for a
contact

[ XCKE)

(1) Aircall Phone

[ XOK®)

(1) Aircall Phone

Pick the
right number

tony |

Teammates

‘ Tony LEMEUNIER

Available

X Select your number

Contacts

Q_ kearch for a number

Tonya DelMaestro

' 7 France - Onboarding
+33176 44 0477

Tony Harris

sFA_ UK Office - Onboarding (default)

A 4420 8068 8580

Tonya Tretter

(1) Aircall Phone

@ Aircall Argentina - Support Invitation Homes
W 1543515350128
@m Argentinian Office . ‘TonyiStesl
W 54115984 399 : Landmark
X Select the number to call
. IVR test channel . Tony Bowman
+3250 58 04 85 ° LI-COR . ' Main number
+336 45679733
Astreinte Colombia . e Py
+57 15085817 ¢ @ D) HH & ' ) Other number
To-do History Keypad People +33 66156 28 06

Click to dial

E Tony Stark =
+ Follow Edit Delete v
Title
Account Name
Avengers Test - =
Phone (2) o
ol s () 433645679733 -
(W 433645679733 L.
1 2 3
4 5 6
g8 7
. * o #
Click
L Raviresrireiid
R I ]
» Aircall @ History & Notes O Omni-Channel

20



Defining

Outbound Receiving Making \Ilie_v‘gin“g Transferring Tra_r‘lzferring Conferencing & Ending
Calling Calls Calls Fn t " acall T clr;n Parallel Calling acall
Options eatures ransfer

che <—— Check your 0109
P France - Onboarding network
— Network type
™
» 74 im‘ Call quality
Contact name Fenyistar
+33 6 45 67 97 33
Avengers
Mute yourself > 3 & Pause the call
Hold Keypad Recording recordlng
Put caller on hold
] @ Assign to your
KGYbOGrd / Notes Tags Assign CO”eGgUeS
Take notes Tag your call
& (&
End call > <—— Transfer a call
add or call transfer
©
Conference call or start A\ Caller insights Open Contact profile on o
+—

d second call your CRM or Helpdesk



Defining \\ \ \ Viewing
Outbound Receiving Making In-Call

c:::l!mg Calls Calls TS
Options

Calls can be transferred to a team, another agent, an
external number or a contact.

Transfers can be [4ls] (immediate) or warm (speak to
agent first while customer is on hold).

If the agent or team is not available, the profile will not

be clickable.
® Hilda Monterrubio
@J Do not disturb ¢

The little green dot confirms the agent is available.

Note: If agent rejects or does not pick up the call, the
call will ring back on your app to avoid missing any
calls.

Transferring \

acall

Transferring \ . \ n
vy Conferencing & Ending

ST Parallel Calling

acCall

/

X Transfer to

elizabeth

Teammates

@ Elizabeth Beggs
Available

@ Elizabeth Meija

Available

Contacts

Elizabeth Killebrew
Elizabeth Ferrar
Elizabeth Larkins

‘ Talk first

<+— Search or type

phone number

<«——— Select

&4

transfer

o

22



Defining Viewing

Transferring

Outbound Receiving Making in-call Transferring —Warm Conferencing & ~ Ending
Calling Calls Calls Features acall Transfer Parallel Calling acall
Options

Tony Stark (on hold) C | | C k to Elizabeth Meija (on hold)
Back to the call swit ch _— Back to the call
00:33 06:28
I France - Onboarding
) 1'1‘
Elizabeth Meija Person YOU are f/ ;
Aircal talking to —_—
Tony Stark
+33 6 45 67 97 33
Avengers
n :
([ 818
Hold [ G eJele] o e ’
ol eypa
End the call with

Click to transfer

23

the colleague G
©




Defining

Outbound Receiving Making Y:f_g':l? Transferring
Calling Calls Calls acall
q Features
Options
® (1) Aircall Phone @ (1) Aircall Phone
08:43
X Add or call

& Wonder \/\/oman\ X

ABC DEF
GHI JKL MNO

PQRS TUVvV WXYZzZ

* 0O #

@)
(@)

add or call

P France - Onboarding

000
[San))

Conference call
3 people

X Participants
e Elizabeth Meija w0
: 00:36
— Tony Stark
s
08:43 GD

¥ The call will continue

ﬂ Ines SFAR
08:43 until all teammates leave

‘ Add to the call Call separately

(V]

(V]

a0

UL i Conferencing &
~Warm Parallel Callin:
Transfer 9
@ (1) Aircall Phone

Tony Stark (on hold)
Connecting...

P France - Onboarding

Wonder Woman

+33 6 62 46 30 18

Aircall

Caller insights

See contact page >

See contact page >

. Ending
acCall

24



Defining \ \ \ Viewing \ \\ Transferring \
Outbound Receiving Making In-Call Transferring -Warm COnferenclng &
Parallel Calling

Calling Calls Calls yoTen acCall Transfer
Options
Exit Callended — 5 Call ended
view to return
toa p p Contact Information
‘[;:,u Dora Mdrquez View details ——————— Contact details

Aircall

Call duration ——»  caillinformation <0

Call directionand ———p ; Outgeingcall answered

made by Elizabeth Meija

Call Assignment 4
() EiFrmobie Your Aircall
« Number

How was the quality of your call?

Rate your call / Add Tags
o)
Add Notes ———» g TO = <+—— Assigncall
otes ags ssign
® o w & ®

Back now

Wrap-up time

Available in 00:16

25



Managing your
Call Activity




Accessing \ . \ . Viewing
call Accessing Exploring Call

History To=bo To-Do Details

The Call history is where you can find all of your call

activity.

You can retrieve your previous calls (inbound and
outbound calls, missed calls, , or callback
requests).

You can filter your calls by specific number, users, date
ranges, tags -, etc.

Call History

Q. Search by number or contact.

Dates Teammates v Call types v

Numbers v Tags v

. Tags are a great way to customize how you
search for calls on the app. Ask your Admin which
tags have been created for your team!

Call History

Filter ™

Q. Search by number or contact.

Dates v Teammates v

Numbers v Tags v

| «

Tony Stark
onlnes FR

Tony Stark
on France - Onboarding

+33 6 80 6110 69
on France - Onboarding

Alexandra Tallone

answered by Doren Darr...

Alexandra Tallone
on France - Onboarding

Alexandra Tallone
on France - Onboarding

P D SR 1)

T 000
000
000

History Keypad

Call types

10:47 AM

10:36 AM

Jan 29
06:57 PM

Jan 29
04:38 PM

Jan 29
04:30 PM

Jan 29
04:28 PM

Oo
[@nr]

People

A

27



(5) Aircall Phone

\ Acccecs'ﬁlng Accessing \ Exploring \ VI?;‘Z:FQ LX)
History fo=Bo To=bo / Details / To-do

Assigned to you o v

| Wonder Woman Nov 19
The To-do is where you can find all pending calls on Hilda Direct 1102 AM
(call assignments, missed calls, voicemails, or
callback requests*). O Caliback request @ ~
®o (5) Aircall Phone +1832 248 6999 _
I O . 5ius cai 1206

You can filter your calls by specific number to

check your most important tasks. Missed calls € ~

. s L +1832 248 6999 )
You can achieve all calls by clicking on the left | Sk 12:06 PM
side of the call
Are you sure? L]
Archive all 5 items
You can Assign calls to your teammates, mark as concel - | +6127202 6901 .
on Eli Fr mobile '

done, copy the number to call back or click to
open call details.

What do you want to do?

Select all Assign Archive =]

Note: Access to the call back request
feature depends on the Aircall plan.




\\ Accessing

\_ Accessing Exploring
Call
. To-Do To-Do
History
X (4) Aircall Phone
To-do Allnumbers

Assigned to you o »
Callback requests o 4

<«+—— Click the

Voicemails >

Missed calls € ~ d rop—down
| o g 0 to expand
details
C ) & (F

Once you archive, assign or call back, the call will
disappear from the To-do section

VieWing e o (5) Aircall Phone
Call
Details TO-dO Archive all [=]

Assigned to you o v

Click on call to view
details and notes taken o o HiueeE
by your colleagues and — >
assigned to you

+33757 918135

eli test added notes

Callback request @) ~

1 —_— +33757918135
Client asked to be Jug- 2
called back
Missed calls € ~
+33757 918135
Missed calls I ¥ on Blizabeth Uk
_>
cmpl Ploy. -
Voicemail
+33757 9181 350
Missed calls
and
Voicemails

are grouped

May 13
12:02 PM

07:52 PM

07:54 PM

07:48 PM




\ Accessing

\ Accessing \ Exploring

Call
. To-Do To-Do
History
® 0 (6) Aircall Phone
< 03:08 PM

Click on the
integration to open
contact profile —»

Call information ——»

Scroll down for
more options

Contact Information

. Tony Stark

Aircall

View details

c View in Salesforce @

Call Information (10:cc)

Outgoing call answered
made by eli test

& gjius Cali

Notes

Oct7-03:09 PM

(1) elitest

Oo
(e
History Keypod People —

directly call
back caller

A Call ID is used by our support

Viewing team as a reference to
Call troubleshoot your calls if needed
Details
< 03:14PM
Recording —  Recerdns
Notes
Call Notes —_— | (T) elitest Oct7-03:15 PM
notes on this call
CallTags ——» | s
Assignee -
Call S
H Hilda Monterrubio
Assignment i 0N Asdigedl X l
Coll History
l - Daro Marquez
mode by Bleot
Contacts call
. Doro Morquez
history | 7 mocet i
Lood more calls
Copy call ID

Copycol D

30



Troubleshooting




Troubleshooting \\ ':: ;Iilﬁgzzl‘:‘ys

\ Need Help?

Update your App

Making sure that your Aircall
Phone is updated to the most
recent version is important as
newer versions include
performance updates.

To learn how to update on
Windows 10 + and MacOS
10.14+, Click here

L
Reload your App

Reloading your app is helpful
when your changes have
been made to the app.

To learn how to reload on
Windows 10 + and MacOS
10.14+, Click here

* For more troubleshooting tips, visit our Knowledge Base, by clicking here.

Clear Cache and
Cookies

Clearing cache and cookies
is a useful way to fix any
errors in the app, such as
loading or formatting
issues.

To learn how to clear cache
and cookies on Windows 10
+ and MacOS 10.14+, Click
here

32


https://help.aircall.io/en/articles/4506973-how-to-update-your-aircall-phone
https://help.aircall.io/en/articles/3819554-how-to-reload-your-phone-application
https://help.aircall.io/en/articles/3819553-how-to-clear-your-aircall-phone-cache
https://help.aircall.io/en/articles/3819553-how-to-clear-your-aircall-phone-cache
https://help.aircall.io/en/collections/2218009-the-aircall-phone#troubleshooting

Call Quality

Troubleshooting Notifications Need Help?
CGII Quqlity 3 ® Quality issues 01:06
notification

I Eli Fr mobile

Dora Mdrquez
+33 7 66 38 59 95

Aircall ONB
A yellow call quality icon
will pop- up if you are
currently experiencing
call quality
inconsistencies during a

Muted Keypad Startrec

call. & o
Notes Tags Assign
O >
Add or call Transfer
&

Caller Insights

Call ended .
arence In the call end view,

you can select “Learn
More” to obtain more
jj oroMerques View details details about the

' specific quality issues
that occurred. You will
be able to find direct
access links to helpful
articles that provide
information regarding
these issues and how
you might resolve
them yourself.

Contact Information

Call Information (5min 23:ec)

Outgoing call answered

made by Elizabeth Meija
() siFrmobie

We detected at least one issue with the quality of this

+—

phone call. Learn more

How was the quality of your call?

O
(% O >
Notes Tags Assign

€ 2] 9 %o o

e = E 33



Call Quality

\ Troubleshooting /\\ Notifications / Need Help?

1 Ancly

, ﬁ o —— J
>

Need advice and answers:
Knowledge Base Articles

Contact our Support Team
https://support.qircall.io/



https://help.aircall.io/en/
https://aircall-product.atlassian.net/servicedesk/customer/portals

The phone system for modern business - aircall.io
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Index

Account

Activity Summary

Agent

Archive
Assignment
Audio

Auto
Availability
Cache & Cookies
Call back request
Call Quality
Calls
Click-to-dial
Cold
Conference
Contact

CRM/ Helpdesk
Date

Desktop App
Details

Dial

Direction
Download

13

15
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10
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19, 20

22

21,24
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18, 21

27

4,5,6,14, 32
28,29, 30

7

25

5

Duration

Email

Ethernet Cable
Filter

Follow- up
Google Chrome
Headset
History

Hold

ID

Inbound

Input Device
Invitation
Invoice
Keyboard
Knowldege Base
Language
Logout

Mac
Microphone
Missed

Mute

25

5,10

4
27,28
15
4,6,19
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27,30
21,22
30
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15
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Index

Name
Network
Notes
Notifications
Number
Outbound
Output Device
Password
Pause
People
Pop-up
Preferences
Prefix
Prerequisites
Profile

QoS

Rate
Recording
Reload
Ringtone
Router
Second

13
4, 21
2,25,29, 30
10
7,13,17,20, 22, 25,27
27
6
5,13
21
7,8
14
10,14
7,17

4
10
4
25
21,30
31
6
4
21,24

Settings
Shortcuts
Sign-in
Support

Tag
Teammates
Time Zone
To-do
Transfer
Troubleshooting
Update
Voicemail
Volume
Warm
Webhook
Windows
Working hours
Wrap-up time

7,1

14

5

10, 34
21,25, 27,30
9,13, 22

12

7,28, 29,30
21,22, 23

31, 32

31

15, 28, 29

6

22,23

15

4,32

10-12

14, 25
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