
 

 

 
 

Advanced Voice Solutions Upgrade 
 

Overview 

 

LightEdge Solutions will upgrade the Advanced Voice Solutions software platform 
(from Release 13 to Release 14) on October 28, 2008.  A significant benefit of having 
the AVS hosted communications system is to avoid obsolescence and avoid the 
responsibility for costly upgrades.   
 
In addition to user and administrative updates, the new platform will provide a greatly 
enhanced and easier-to-use Receptionist Console.  Since this console is software-
based, you can upgrade your console at your convenience.  Download the software 
update at my.lightedge.com (use your company login credentials), then select the 
“Products” link, “AVS Hosted PBX” link, and you’ll see a link for the LightEdge 
Receptionist download.  
 
This document will provide training on the new application.  There is also a 
comprehensive training document that can be accessed from the “Help” link on the 
receptionist menu.  A receptionist can become proficient with this application in very 
little time! 
 
If at any time you are in need of support, call us at 1(877)771-3343. 
 
 

 

 



 

 

 

 

 

Portal Configuration 
 

 

 
 

 There’s two important things to 
check in the user portal before you 
launch the receptionist console 
application 

 In “Client Applications” on the left, 
check to be sure you have both 
“Phone Status Monitoring” and 
“Broadworks Receptionist” 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 “Phone Status Monitoring” 
establishes your “Monitored” 
list in the Receptionist Console 

 Hit the “Search” button to 
populate all options in the 
“Available Users” box 

 Drag users from left to right to 
add them to the Monitor 
directory 

 Check back as new users are 
added to your system to be 
sure your directory is up to 
date 



 

 

Log In Screen 
 

 

 Once you have downloaded, 
installed, and launched the 
application, this is the resulting 
login screen 

 Use the same login credentials 
as for the portal 



 

 

Main Screen 
 

 

 The Receptionist has 4 
different panels 

 1--Switchboard 

 2--Contact Directory 

 3--Options 

 4--Control 



 

 

Switchboard Panel 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The “Switchboard” panel is where all calls 
are handled 

 Here is an example of an “Incoming” call 
that has been answered, and status 
changes to “Active” 



 

 

 

Contact Directory Panel 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 There’s a lot going on with the 
directory panel 

 Notice the “tabs” across the top 

 You can select the tabbed directory 
you want to view 

 Tab Explanations:  

 “Contact Directory” is all users in your group 

 “Monitored Contacts” corresponds to the list you created in “Phone Status Monitoring” in your portal 

 “Personal Directory” is your personal directory created in your portal 

 “Speed Dials” is your personal speed dial list  

 “Outlook Directory” is your personal Outlook contact list 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Take a look at the “Status” icons 
on the left 

 Here are all the different 

icons you’ll encounter for 

users 

 These are all 
the “status” 
icons you might 
encounter 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 There are two views of the directory 

 “Detail” view or “List” view 

 “List” view compresses more users into 
the same area, but “Detail” view 
provides more information on each user 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Once a column is selected, then use the 
“Alphabetical Index” on the right to further sort 
by alphabet 

 In this example, the last name column was 
selected, then “E” was selected from the index 
to draw out all last names beginning with”E” 

 Clicking the alphabet a second time restores 
the original view 

 In “Detail” view, each 
column can be sorted 
by clicking on the 
column header (i.e. 
“Last Name”) 



 

 

Option and Control Panels 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The next two panels are the “Options” and “Control” 
panels at the bottom of the screen 

 The icons are dimmed until they are legitimate choices 

 Think of “Options” as “Where you want to go…” 

 Think of “Control” as the execution of the “where” pick 
above 

 Next we’ll review real call 
scenarios and how to 
manage calls 



 

 

Transferring Calls 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Blind Transfer 
1. Switchboard Panel:  Answer Call 
2. Directory Panel:  Select Name.  Once you 

select a name in the directory, you see all 
the legitimate choices highlighted in the 
“Options” and “Control” panels 

3. Options Panel: Decide where to transfer 
the call (options are Extension, Mobile, 
Voice Mail, Message, or Other) 

4. Control Panel: Click the Blind Transfer 
button to transfer the call.   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Consultative Transfer 
1.  Switchboard: Answer Call 
2. Directory: Select Name for transfer 
3. Options: Select “Extn” 
4. Control:  Select “Dial” (instead of “Blind 

Transfer) This places the first call on hold 
and establishes a second call in the 
Switchboard (you’ll need to answer your 
invite signal) 

5. New Control Panel: Your control panel has 
now changed to show a “Consulted Transfer” 
option, along with a “Conference” option 

 



 

 

Camp On 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Camp on is a great feature for 
holding a call for someone 
while that person is on another 
call.  When the person 
becomes available, the call is 
automatically delivered 

 Notice that the person 
selected for transfer is on a 
call (the off-hook icon) 

 When that person is selected, 
there is a new option in the 
“Control” panel to Camp the 
call 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The switchboard now shows the call as 
“Camped”   

 Note the new icon in the “Control” panel to 
“Uncamp” the call 

 At about :55 seconds, the “Camped” 
status in the Switchboard will begin to 
flash as an indicator that the call has been 
holding for awhile 

 “Uncamp” the call to check with the caller 
for continued holding, at that point the call 
can be directly transferred to voice mail 
(select “Voicemail” from the “Options” list 



 

 

 

User Guide 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 A comprehensive user guide can 
be found via the “Help” option on 
the menu 

LightEdge Support: 
 

1.877.771.3343 


