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1. INSTALLATION AND LOGIN

4.	Follow the steps on the screen. If you do not have enough rights to install the app, you should ask the
system administrator for help.

As a T-Mobile Business Essential user you will receive two email messages when your account is activated
with your login details and a link to the desktop application, which will enable you to install the software. If
you no longer have this email, then you can also find the link to download the desk app in the User Portal.

5.	Once the app has been installed, you will find a shortcut on the desktop. You can also search for the
app with 'Mitel' in Explorer (Windows) or via Siri / Spotlight (Mac).

1.1 DOWNLOAD AND INSTALL THE APPLICATION
Follow these steps to download the desktop app via the User Portal:
1. Login to the User Portal via https://office-essential.t-mobile.nl/.
2. Click Applications. If you have administrator rights, you will automatically be taken to the Admin Portal.
Click User to go to the User Portal.

3. Click download Telepo for Desktop Choose the correct operating system: Mac OS or Windows.
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1.2 OPEN THE APP AND LOGIN
Open the desktop app and login using the following information:
1. At server address enter https://office-essential.t-mobile.nl.
2. At username enter the information you received by email.
3. At password enter the password you use for the online User Portal.
FORGOT PASSWORD OR WANT TO CHANGE IT?
1. You can also request a new password by going to the User Portal and taking the following steps:
2. Click 'Request password'.
3. Enter your username and click 'Request Password'.
4. An email with a 'token' will be sent to the address/telephone number that has been registered for
your account.
5. Enter the token on the User Portal and create a new password.
6. Login to the desktop app with your username and your new password.
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2. MENU
The ribbon on the desktop app gives you quick access to extensive menus, submenus and options so that
you do not need to search unnecessarily.

Below you will find a brief explanation of the various options available in the ribbon.

2.1 FILE
Close: Click Close to close the desktop app or use the Alt+X shortcut.

ACCOUNT

2.2 EXTRA

§ Log out: Click the Logout button to log out or to switch to a different account.
§ Enable Exchange integration: Check this to enable Microsoft Exchange integration and to enter your
Under the Extra menu you have the following options:

Microsoft Exchange username and password.

§ My home page: This will take you to the User Portal
home page.
§ My profile: This will take you to the User Portal
profile page.

AUDIO
§ Configure the desired standard device here as speakerphone and headset.
§ You have the option to set a different ringtone here. You can upload a WAV file here.

§ Add contact: Add a contact.
§ Schedule meeting: Schedule a meeting using the
MiTeam menu.
§ Inbox: This will take you to the log. Here you will find
an overview of all recent calls, missed calls and
voicemail messages.
§ Call routing: How the system handles incoming calls is defined in the call routing rules. These rules
are configured at organizational and group level, but can also be configured at individual level.
Rules that have been configured at higher levels are applied at individual level.

GENERAL
You can configure the following in general settings:
§ Automatic start: The desktop app automatically starts when the computer is turned on.
§ Compact contact list: Your contacts become visible without photo.
§ Auto answer: Incoming calls are answered automatically.
§ Outlook integration: The app automatically integrates with Microsoft Outlook.
If this option has been enabled you can also start a call from an Outlook contact.
§ Pop-up window: Configure here whether incoming calls should be opened in a pop-up window.

§ Future presence: Here you can change your presence yourself.

§ Answer with Enter: You can now answer calls with the Enter key.

§ Activity diversion: Here you can configure activity diversions yourself.

§ Notifications: You can configure the notifications you want to receive here.

§ Options: Configure advanced options here:

§ Keyboard: You can configure the shortcuts on your keyboard here.
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ADVANCED SETTINGS

§ Configure external applications: With this option you can configure external applications. For example,

You can configure the advanced options of the app here. You can also link different applications to the

you can configure that a desired application automatically launches on every incoming call. Double click

desktop app.

the application you want to configure. Every application needs a name and a launch URI. For example,

§ Using Callto and Tel URL calls: The desktop app supports Callto links and Tel URL links on webpages.

if you want to launch a web browser, you could use the http URI. http://www.google.com. There are four

• Microsoft Windows: Enable this option and click on a phone number on a website with a Callto-link
or Tel-link. The desktop app will automatically call the number.
• iOS (Apple): Go to System preferences > Keyboard > Shortcuts > Services and enable the
'Place call' option.

special strings that you can use to launch your URI. These will be replaced by a real value when there is
an ongoing call. Select the 'Auto-Launch' option to launch the application when you receive a call. Select
the 'Show shortcut' option to make the application shortcut appear for every call.
§ Edit call message templates: You can use these templates to create messages that are sent as email or
SMS with information about a call.

NB: If you have Skype installed, it will try to override this application's callto setting and handle the call
using Skype instead of the desktop application. Make sure you start the application after Skype has
started in order to solve this problem.

§ Email application: Choose whether you want to use the Microsoft Outlook standard (semi-colon) or
another generic standard (comma) to separate email addresses when sending group emails.

2.3 VIEW
§ Use F8 to dial the selected number: Enable this option to make calls by pressing F8.

In the View menu you choose how the app is displayed. You have two options to choose from:

§ Show queue information in standard view: Check the box if you want to show your group buttons and

Standard View and ACD Agent View.

your queue information in standard view.
§ Automatic adjustment of microphone volume: Enable this option to prevent getting unwanted audio
feedback.
§ Show extended search information: This will display the matches between your search term and the
search results that are displayed. This option is only available when logged into an attendant group.
§ Show target information in the attendant view: This will provide extra information about who the caller
is trying to reach. This option is only available when logged into an attendant group.
§ Enable monitored calls and call control: This enables you to monitor your own ongoing calls,
regardless of device. You can also start and manage calls made from another device. The following
options are available:

Go to input field: a shortcut to search for a number or contact.

• Park call.

Go to Calls: a shortcut to the Calls tab.

• Blind transfer.

Go to Contacts: a shortcut to the Contacts tab.

• Hang up.
• Move to another device
§ Play sound for second incoming call: You will hear a short discrete sound to indicate that there is a
new incoming call when you are already on a call.
§ Enable preview mode: This allows you as a desktop user the option of testing upcoming releases
(new versions of the desktop application) provided that your system administrator has given you this
access.
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2.4 CALL

2.5 SERVICES

During a call you have various options, which you can select from the Call menu or activate via a shortcut.

§ Override night mode..: If you want to be available outside working hours, you can override night mode.
This option is only available if the telecom manager has configured this option via the Admin Portal.
§ Send message to contacts: Send an SMS or email to the entire contacts list
(the SMS service is not available).
§ Role: Choose whether callers see your fixed or mobile number when you call. This is easier to set up via
the availability bar (see section 4).

2.6 HELP
§ Answer: Answer an incoming call.
§ Hang up: Hang up ongoing call.
§ Start transfer: Transfer the call to someone else. Select a contact or an ongoing call and select this
option again. The call will now be transferred.
§ Start diversion, rules for bypassing diversions: The call directly ends up with the contact you are
transferring the call to. Any diversions will be ignored.
§ Hold ⁄ Resume: Put call on hold or resume on-hold call.

§ Info: Here you can find information about the software version of the desktop app.
§ Help: The English manual.
§ Diagnostics: This option is only available upon request from the T-Mobile Service Desk.

§ Park: Put the current call back in the queue. If allowed, other users can take this call.
§ Re-queue: Put the call back in the personal queue. In the meantime, you can deal with other incoming
calls first.
§ Bypass diversion rules for next call: The diversion rules will be ignored for the next incoming call.
The incoming call will not be diverted to the diversion number, but will be incoming on this phone.
§ Intrude ongoing call: This function is not available yet for privacy reasons.
§ Call as role; Business (fixed) or Private (mobile): This option is not available
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3. SHORTCUTS
Shortcuts allow you to quickly and easily navigate between the features of the desktop app. These are
indicated on the left with icons.
Icon

Description
Here you can find an overview of your favorites.
Shortcut to all ongoing calls.
Shortcut to the MiTeam menu, where you can instantly schedule a meeting.
Group log: Here you can find an overview of all calls, missed, forwarded and answered.
You can also filter here by group and allocation:.
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4. PRESENCE MENU

4.4 PRESENCE

The presence bar indicates your current status and which role is active. Here you will see any notes and

a diversion number. You can also add new activities as a shortcut option.

You can change your presence state here. You can easily define the rules for the various activities, such as

have the option to change your presence state.

4.1 PHOTO
Click on the photo to open you own contact card.

4.2 CALLER ID
Click on Caller ID to change your role to the business number (fixed), the private number (mobile),
anonymous or the central number. (This is only possible when a central number has been configured.
Please contact the telecoms manager about the options available).

§ Click your current status and change your presence.
§ • Click Edit shortcuts… and then +
• Enter the name of the new shortcut.

4.3 NOTE

• Enter the activity in question.

Enter a personal note. Other internal users will also be able to read this.

• Select 'Do not disturb' or 'Available' as your presence state.
• Set the duration of the activity.
• Activity diversion Select the appropriate option:
• Use the default diversion number.
• Bypass diversion
• Clear diversion
• Diversion number: Enter the number to which the call may be diverted.
• Pictogram: Select a pictogram.
• Click Save to save your changes.
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4.5 CUSTOM ACTIVITY

Configure your future presence:

Here you can temporarily change the rules for the various activities (presence).

§ Click the plus sign to create your future presence.
§ Name: Fill in the name of the appointment.

Customize your presence here.

§ Activity: Set the desired presence: Available – Busy – Lunch – Meeting – Out of office – Vacation.
§ Activity: Select the relevant activity.

§ From: Select the start time of the appointment.

§ Presence: Choose from ‘Available’ or ‘Do not disturb’.

§ To: Select the end time of the appointment.

§ End time: Choose a time at which availability may be
reset to default or choose the next working day as the
end time.
§ Activity diversion: Select the appropriate option:
• Use the default diversion number.

§ Timezone: The default setting is 'Europe, Berlin'.
§ Repeat: Set if it is a periodic appointment. Select one of the following repeat options:
Never - Daily - Weekly - Monthly - Yearly.
§ Click Save to save the appointment.
§ Delete: Click on the trash can icon to delete an appointment.

• Bypass diversion
• Cancel diversion

4.7 ACTIVITY DIVERSION

Enter the number to which the call may be diverted

You can configure a diversion number here that will be used for incoming calls during your absence.

below.

NB: This diversion applies for all incoming calls, so for calls to the fixed as well as to the mobile number.

§ Click OK to save your changes.

§ Click the plus sign to add a new activity diversion.
§ Activity: Choose one of the activities.

4.6 FUTURE PRESENCE

§ Activity diversion: Enter the phone number to which incoming calls should be diverted.

You can define your future presence for receiving calls here.

§ Click Save to save your changes
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5. CONTACTS
Via Contacts you can find and call contacts, and see if a colleague is available (UC option only).
Type a first or last name in the search bar to find a contact.

Click

next to the contact to expand the contact card.

§ Click the text balloon to chat with the contact.
§ Click the phone to call the contact.
§ Click on the asterisk to give the contact a status:
• Favorite: The contact remains visible in the Contacts menu.
• VIP: The contact is at the top of the Contacts menu.
• Blocked: The contact will be removed from the list of favorites and VIPs.
All calls from this contact will be blocked.
Available Icons:
Icoon

Omschrijving
Contact is available
Contact is busy
Contact is unavailable
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6. CALLS

7. LOG

Here you can see all ongoing calls. During a call, you can use various functions.

In the log you can see all outgoing, received and missed calls. A brief description of the options in this
menu is provided below.

By hovering your mouse over the button, a pop-up will appear with the meaning of the button in question:
Icon

Description
Open keypad
Start or stop call recording
Activate diversion
Start diversion, rules for bypassing diversions:
Add this call to a conference
Park call
Hold the call⁄Resume call
Answer
Hang up

Meaning of the various buttons:
Icon

Description
Expand the message and display all options.
Play back the voicemail message or the recorded call
You can see the length of the message and can fast forward and rewind it with the slider.
Create a contact for the number left by a voicemail
Delete the voicemail message or the recorded call
Directly call back the number that left a voicemail message

Mute microphone (if possible)
Move the call to the mobile phone or from mobile phone to desktop
General Options:
Call management: This allows you to handle all incoming and outgoing calls via the desktop app
or your mobile phone.
Mute⁄unmute microphone: This allows you to completely turn the microphone on or off.
Activate speakerphone or headset mode: The sound will then be sent to the selected device.
Adjust loudspeaker volume.
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8. MITEAM

8.2 ADD FILE

MiTeam allows you to communicate with several colleagues at the same time. This can be done with a

drop files from your PC into the screen.

To share a file with the contacts in the stream, click Add file in the top right corner. You can also drag and

stream (chat) or an audio meeting. You can also schedule meetings here.

A pop-up will appear, in which you will see the following options:
§ Desktop ⁄ Computer: Share a file from your PC or laptop.
§ Chats ⁄ Streams: Select files, whiteboards and photos, etc. sent in other streams and share them here.
§ Whiteboard: Write, create drawings and figures, or modify images and share them in the stream.
§ Note: Write a note and share it in the stream.

8.1 STREAMS
Click the plus sign to initiate a stream

If you want to download, copy or move multiple files to another stream at the same time, click Select.

§ Stream name: Enter the name of the stream here.

You can also move multiple files to a new folder at the same time by doing this and create a task, share it

§ Find contacts: Enter the first or last name of the desired participants here and select them.

via a web page, or delete it.

§ Click Create to start the stream.
Example of a Whiteboard
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8.3 MANAGE TASKS

8.4 SETTINGS

Enter a new task in the search bar at the bottom and press Enter. Click on the task to develop it further.

In the top left corner of the active stream you can add contacts.
Click on the name of the stream.
Click Invite participant to add a contact or click Settings to

The created task will appear in the stream. When you click it the options will appear.

show more advanced settings.

Under Settings you have the following options:
§ Name: Only the person who created the stream, can change the
name of it. The other participants cannot.
§ Cover image: The person who creates the stream can choose
a cover image. Click Change and then Upload photo to select a
A brief explanation of the various options is presented below.

file or Select photo to use one of the standard images. The other participants cannot change this image.
§ Category: Click 'Standard Category', enter a new category and click Add or select one of the existing

§ Assign to: Assign the task to a participant in this stream.
§ Set end date: Select a date by which the task must be
completed.
§ Remind me: Select a date on which the system will send a
reminder.

categories. Only the person who created the stream, can change this.
§ Description: Enter a specific description of the stream here.
§ Push notifications: Here you define whether or not participants should receive a notification when a
new message is posted in the stream.
§ Downloading: Download the files that have been shared in the stream.

§ Add enclosure: Add a stream or document to the task.

§ Leave: End your participation in the stream. Click OK to confirm.

§ Copy ⁄ Move: Copy or move the task to other chats or streams.

§ Delete: Only the person who created the stream can delete it.

§ Unmarked ⁄ Marked: Highlight the task to prioritize it,

A participant can only leave the stream.

for example.
§ Delete: Delete the task.
§ Add description: Add a description to the task.
§ Activities: This is where the changes are recorded.
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8.5 TASK
Under Task you can see an overview of all tasks. Here you have the following options:

§ Sort tasks: Click

to sort the tasks by categories: Priority, End Date, Alphabet or Person to

whom assigned.

§ Filter tasks: Click

to filter tasks. You can choose from the following categories:

All tasks, My tasks, Unassigned tasks or tasks per participant
§ Mark as important: Check

when a task has a higher priority.

§ Click the task to develop it further.
§ Assign to: Assign the task to a participant in
this stream.
§ Set end date: Select a date by which the task must be
completed.
§ Remind me: Select a date on which the system will
send a reminder.
§ Add enclosure: Add a stream or document to
the task.
§ Copy ⁄ Move: Copy or move the task to other chats or
streams.
§ Unmarked ⁄ Marked: Highlight the task to prioritize it,
Add a task: Enter the name of the new task in the bar at the bottom. Press Enter to add this task.

for example.
§ Delete: Delete the task.
§ Add description: Add a description to the task.
§ Activities: This is where the changes are recorded.
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8.6 MITEAM MEETING

§ Invite: Click Invite and enter the first or last name of the people you want to invite to the meeting.

Under MiTeam meeting you can start an online meeting with the members of a stream.

§ Share file: Click on Share file in the top right corner to share files (from your desktop), share streams or

start a whiteboard.
§ Share screen: Click Share screen in the top right corner to share the screen with the other participants
in the online meeting.
§ Turn on the camera: Click the camera icon in the top right corner to turn the camera on.
§ Hide participants: Click the person icon in the top right corner to hide the list of participants.
§ Close: Click the cross in the top right corner to close the meeting. Confirm that you wish to close it.
§ Dial in ⁄ online meeting: Select the option to combine an audio meeting with a meeting.

You have the following options here:
§ Click

to start a meeting.
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8.7 SCHEDULE A MEETING OR INSTANTLY START A MEETING

§ Set reminder: Set a reminder for a meeting. Participants will receive an SMS or email to remind them
of the meeting. They will receive it at the time you set here.
§ Click Schedule to send the invitation.
Click

to instantly start a meeting.

§ Give the meeting a name.
You can schedule a meeting in a number of steps:

§ Invite participants by entering their first or last name and selecting the desired contacts.

§ Click

More information about the options available during meetings can be found in MiTeam Meeting section.

.

§ Click

and enter the information below to schedule the meeting.

In the MiTeam menu, click

for an overview of all scheduled meetings.

§ Title: Enter a name for the meeting.
§ Start and end time: Select the start time and end time or click Now to start the meeting immediately.
§ Duration: Select the appropriate duration of the meeting.
§ Repeat: Determine whether this is a recurring meeting. You can choose from Never, Daily, Weekly,
Every two weeks, Monthly or Yearly.
§ Timezone: Select the time zone. The default setting is 'Europe, Berlin'
§ Link to stream: In the empty box, enter the name of the stream to be linked to the meeting.
This will automatically add the participants from that stream to the meeting.
§ Participants: Enter the first names, last names, email addresses or phone numbers of the participants
here and click the desired contacts to add these.
§ Notes: You can write a note here, which will be added to the invitation to the meeting.
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