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Worksmart Training Checklist
Name _________________________________________
Worksmart IM

· Access www.worksmartcentral.com & Download Messenger & Manuals
· Manuals and Guides are also at www.corephones.com 

· Salesforce Integration

· Other Preferences, “AccessMyDesk” (like Go2MyPC), other IMs
· Send Files (up to 5 MB)
SalesForce or worksmartcentral.com settings
· Routing Plans Tab – Add a phone, choose rings, sequence, and active in groups
· Settings Tab – voicemail to email, caller ID, masks
Phone

· Dial an extension

· Voicemail – 9999 from any phone, Messages key or function from your phone (Menu, 1, 5)

· Can transfer anyone to anyone’s voicemail (including your own) at any time with #, *, extension)

· Voicemail to email

· Volume 

· Hold – Stack them, browse them, conference them, transfer them
· Conf, Conf, or Hold, Transfer, or Join
· Consultative Transfer – Hold, Trans

· Direct Transfer - #, Extension

· Parked Calls - #9996

· DND – Do Not Disturb
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