
Microphone & Speaker 

1. Click on the gear icon to open Settings 

2. Select Call from the Settings menu 

3. Audio In should show your microphone or headset 

4. Audio Out and Ringtone should show your speakers or headset 

 

 



Personalize Your Voicemail Recording 

1. Click on the gear icon to open Settings 

2. Select Voicemail from the Settings menu 

3. Click on the red dot to start your recording. Click it again when you are done. 

4. Use the play button to listen to your recording. Click Delete to start again. 

 

  

 

 

  



Making Calls using the Dialer 

5. Click the green Call button to get the dialer 

6. Click on each number, then on the green phone button 

 

 

  



Making Calls using the Directories 

1. Click the Contacts button 

2. Select All to see every Personal Contacts from your Outlook contacts, recent callers to 

your Phone.com extension and the Company Directory. 

Or, choose any of the three directories to find the contact you want to call. 

 

Next,  

3. Select the contact you want to call 

4. Click on the green phone icon to make the call 

5. Or, click on the text icon to send a written message 

 



Making Calls using the Company Directory 

1. Click the Contacts button 

2. Select Company Directory under All 

3. Select the person you want to call 

4. Click on the green phone icon 

 

 

 

  



Receiving Calls 

1. The Incoming Call bar will appear at the top. 

2. Click on the green phone icon to answer the call, and the red button to hang up. 

 

 

  



Listening to Voice Messages 

1. Select the Voicemail icon  

2. Click on the message. 

3. Click on the green arrow to play the message. 

4. Delete the message.  

 

 

 

 



 
 

Phone.com Communicator FAQs 
 
 
 
Can I change my login information? 
                         
The username and password are set automatically by Phone.com and cannot be 
changed. If you need a new username and password for a new user, you can create a 
new desktop app extension or contact us using any method listed at 
www.phone.com/support. 
 
                             
How do I make changes to my account? 
 
Within the Phone.com app’s settings, you can change your extension’s name, 
nickname, and caller ID, as well as enable voicemail transcriptions. All other account 
settings must be changed through the Phone.com website. Visit www.phone.com/login 
to access your account. Please note that the login information for your account is 
different than the login information used for the Phone.com app. 
                             
                         
Can I log in to multiple extensions on the same computer? 
 
You can only log into one extension at a time, but you can change extensions at any 
time by going into Settings > Logout and entering the username and password of 
another desktop app extension. 
                             
 
Can I use the same extension on multiple computers? 
 
Each desktop app extension can only be logged into one computer at a time. When you 
log in on a new computer, you will be automatically logged out of the old one. If you 
need to use the desktop app on multiple computers at the same time, you will need to 
purchase multiple desktop app extensions. 
                             

www.phone.com/support
www.phone.com/login


 
What charges apply to calls? 
                     
Both inbound and outbound calls use your Phone.com minutes unless you are using an 
unlimited extension or are calling a toll free number. All calls will also use data on your 
internet connection. This cost (if any) will depend on your internet service provider. 
                             
                         
Help! I’m not receiving calls! 
                   
One of the most common reasons for this is if you are utilizing the Windows feature, 
Focus Assist. This feature is meant to be similar to a Do-Not-Disturb feature, meaning 
you don’t want Windows to allow incoming calls to interrupt you. If that feature is set to 
“Alarms only”, then you will not get incoming calls. There are other settings related to 
Focus Assist and certain Windows Notification options that can prevent calls from 
coming through as well. To see or change the status of Focus Assist, right click your 
notification center icon on the very bottom right of your screen, and select Focus Assist. 
For more information on what requirements exist for this application, please contact us 
using any method listed at www.phone.com/support. 
                             
         
How do I call another extension on my account? 
 
Simply dial the extension number from the dial pad. For example, to reach extension 
501, click “Call” on the left side of the app, dial 501, and press the green call button or 
press enter. 
                             
                        
How do I make an international call? 
 
International dialing is disabled by default on new accounts. To request this feature, 
please contact us using any method listed at www.phone.com/support. Once you have 
international dialing enabled, there are two ways to place outbound international calls: 
 

• Use your keyboard to enter a + on the dial pad, followed by the country code and 
phone number. For example: +44 1234 123456 

 

• Or, dial 011 before dialing the country code and the phone number. 011 is the 
country exit code from the US. For example: 011 44 1234 123456 

                         
 
How do I enable Secure Connection, and what does it do? 
                  
The Secure Connection feature adds additional security through further encryption of 
the call audio. This feature is particularly helpful to users who need to ensure HIPAA 
compliance. 

www.phone.com/support
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To enable or disable this feature, go to Settings > Call and select the desired option. 
Please note this can NOT be changed while on an active call without disconnecting it. 
 
 
How do I enable or disable voicemail transcriptions? 
                         
To enable 
Go to Settings > Voicemail, and choose the option you’d like. 
 
Please note that this is a paid feature. Human assisted transcriptions are $0.25 per 
voicemail. Automated transcriptions are $1.50 per month. 
 
To disable 
 

• Log in to your account at www.phone.com/login 

• Go to Configure > Manage Users & Extensions 

• Click the Edit icon by your extension music 

• Scroll down to Voicemail 

• Uncheck “Voicemail Transcription 
 
 

How do I send text messages? 
 
Text messages must be sent through the website or the mobile app. To send them from 
the website: 
 

• Log in to your account at www.phone.com/login             

• Go to Configure > Manage Users & Extensions 

• Click Send SMS on the left 
 
Note: You must be using a local US number as your call ID in order to send a text 
message. 
                           
 
How do I send a fax? 
 
Faxes must be sent through the website or the mobile app. Please follow these steps to 
send a fax 
 

• Log in to your account at www.phone.com/login 

• Go to Configure > Manage Users & Extensions 

• Click the Edit button by your extension 

• Send a Fax on the left. 
 
 

http://www.phone.com/login
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How do I host a video conference? 
 
Video conferencing is disabled by default on new accounts. To enable this feature, 
please follow these steps 
 

• Log in to your account at www.phone.com/login 

• Go to Configure > Video Conference (in the bottom right corner of the menu) 

• Check the box next to ‘Video Conference Status’ and click Save Changes 
 

Next, you’ll have to find or set up your conference bridge number 
 

• Go to Configure > Manage Users & Extensions  

• Click the Edit button by your extension 

• Click Conferencing on the left  

• If you already have a bridge set up, it will display here. If not, click Get 
Conference Bridge 

 
Then you can start a video conference by going to video.phone.com and entering your 
bridge ID and name. 
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