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Getting Started with Global Relay Voice and Text

With Global Relay Voice and Text for iOS, Android,  This Getting Started card outlines how to:
and Desktop, you can call or text anyone, even e Download the Global Relay App
non-Global Relay App users, confident that your
communication is secure and compliant.

e View your Global Relay number

e Send text messages

Using your Global Relay number, your business and

e Access your phone’s contacts
personal texts and calls are always separated.

e Make acall

For a preview, watch this Global Relay Text video: ) ) . .
e View your call history and voicemail

Watch Now e Set up your voicemail greeting
e Sharefiles

e Receive notifications

[IEJ NPtE: D.ependlng onyour cpmpany > . e Set up your profile picture (Desktop
configuration, your Conversations screen might only)

look different.

Global Relay

Downloading the Global Relay App e | R
gr— | =
On the device you plan to use Global Relay, go to g

this article in our Help Center:
Downloading the Global Relay App.

Text and voice calling
P
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Viewing Your Global Relay Number

e 0OS/Android: In the top-left corner, tap
your profile picture or the menu icon and
then tap your name; scroll down to view
your Global Relay number.

Conversations > |

E Conversations =

FAVORITES

Deb Brigman
A :

£ Andrea Lacey
€

Sarah Krish
g

Frank Cappelletti
s

Presence

wocaton e Desktop: Tap your profile picture and
scroll down to view your Global Relay

number.

Greeting

Forward to

Sending Text Messages

1. From your Conversations, tap the New

Chaticon. ﬁ @

- CONVERSATIONS 2
2. Enter the recipient’s phone number or E], ~ v
search for the recipient’s first and last R
Greg Paulman Apr 25, 2020
name.
Eh‘._‘ mpe al

3. Start your conversation.

Conversations =

Q

ALL FAVORITES
Deb Brigman
e Lautner Wealth Deb Brigman
Lautner Wealth
A . Andrea Lacey

<o
@ Sarah
e AGIm

Frank Cappelletti
B AGI |

Andrea Lacey

Lautner Wealth

b
Krish
|

Sarah Krish

AG Imperia

Meeting Follow-up

h, Thomas Stewart. Frank Cappelleti

AG Imperial
ﬂ?h Alex Steadman
w¥e AGIn ' Meeting Follow-up
Sarah Krish, Thomas Stewart,
Short-term bond prospects
Andrea Lacey, Dave Lautner.
Alex Steadman
Gold futures AG Imperial
fre: , Deb Brigman.

Gold futures
Andrea Lacey, Deb Brigman, Ni

AG Imperial Earnings
Alex Steadman, Andrea Lacey...

AG Imperial Earnings
Alex Steadman, Andrea Lace

Lunch spot?

Lunch Spot?
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Conversations~ [

Accessing Your Phone’s Contacts
: k-] b On i0S and Android devices, you can directly
£ Andreatacey : text contacts from your phone by granting

S Kieh . Global Relay access to your address book.
e AG Imperial “Global Relay" Would Like

To Access Your Contacts
Frank Cappelletti ¥ . Alloue access Lo your conlacts, so you
AG I rial

e [ff] Note: To resume a text conversation, click a

access anytime in Settings.

Meeting Follow-up

«rish, Thomas Stewart. Don‘t Allow OK

(51 Moxsiacnan message with the green texticon B,

Short-term bond prospects

Andrea Lacey, Dave Lautner.

Gold futures
eo Lacey, Deb Brigman...

#r AG Imperial Earnings
Alex Steadman, Andrea Lacey...

# Lunch spot?
Andres Lacgms

Making a Call

Start a call in one of the following ways:

e From your Calls, tap the keypad icon - @ - enter a phone number, and click the call icon °

e From your Calls, tap the Call History tab and select a person.

e From your Contacts or Conversations, select a person, and click the call icon & .
If prompted, select their personal or Global Relay number.

+1 604555 1111

New Call =
= Calls -
Andrea Lacey -
hane
HISTORY (2) VOICEMAIL (1) +1 604 555 4567 | AG Imperial
hris Mazzuca
E's Mazzuca. Dave Lautner P
ane
555 45€ = Imperia
The new financial reports are out +1 604 555 4568 | AG Imperial
Andrea Lacey
& Mobile - 11:03 AM

Private caller
& Unknown + Nov 11
Dave Lautner ABC DEF
2 Home - Nov
204 509 sas-0000 GHI JKL MNO
o
+1604-555-1000 This year's quarterly has been 8 9
&, Unknown - Nov 1 really healthy
G PROQS TUV WXYZ
Looks really good Greg 0 #
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)
e

o

Q Andrea Lacey
K Mobile

£
@ Dave Lautner
¢’ Mobile

Andrea Lacey
K, Mobile

Dave Lautner
¢" Mobile

Chris Mazzuca
A2 Mobile

Greg Paulman
R~ Mobile

+1 206 555 0663
A Seattle, WA

UNKNOWN
A Phone

E]' Call History (2) Voicemail (1)

@ Viewing Your Call History and Voicemail

?

12:45 PM

12:45 PM

12:00 PM

11:00 AM

9:45 AM

8:45 AM

8:00 AM

Setting up Your Voicemail Greeting

1. From the File menu, select Preferences.

2. From the left pane, select Voicemail.

3. Select the Personalized radio button,

and then click the record icon @

The recording progress bar displays.

lrf] Note: You can record a voicemail lasting

up to 3 minutes.

4. To stop recording, click the stop icon

o

The length of time of your recorded
voicemail displays in the progress bar.

e From your Calls, click the Call History tab and
view a log of your call history, including:

o Received calls {

o Missed calls &’

o Sentcalls ;l

lﬂj] Note: To find a specific caller, enter their
name in the search bar at the top.

e From your Calls, click the Voicemail tab to listen
to and delete your voicemails.

= (Global Relay
File View Window Help

Freferences [é

Language L
View Profile Ctrl+Cemma
= Preferences — O x
£ General
Greeting
£ Notifications This greeting is for your Global Relay number

® Blocked Numbers () Default

I@ Persanalized I
oo Voicemail
9 Click to Record

5. Click Save.
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Sharing Files

1. OniOS or Android, tap the appropriate file type icon and select a file.

OR
On Desktop, either click the attachment icon and select a file or drag and drop a file.

2. Click Send.

Oct-Revenue-Report
=] r

Thank you Janet Il take a look now.
Please add the statistics on page
5 10 slicle 9.

®00:15

ENCI

Receiving Notifications

When you receive a text message on either your
desktop or mobile device, a notification displays
a with a preview of the latest message and the
9 . 1 /I number of messages you haven’t yet viewed.
Tuesday, January 12 To update your notification preferences:

e j0OS/Android: Go to your device settings.

1% Tip: On iOS devices, search for
Notifications to access your settings. On
Android devices, tap Settings and locate
Notifications.

Andrea Lacey e Desktop: From the File menu, select
Share price up 6% to $1.52 Preferences.
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Setting up Your Profile Picture

lE’] Note: You can only change your profile picture on Global Relay for Desktop or Global Relay for Web.

-
1. Inthe top-left corner, click your profile Search people and channels
) p , click your p €D [ reon chane ®
picture.
E]' ~ CONVERSATIONS v
2. To add or change your photo: @ GregPaulman Vesterday
1§ Digiset Capital Services, Inc.
i.  Click your profile picture and click Q )
Lunch Spot? Yesterday
CHANGE PHOTO. Charlene Grise, Chris Mazzuca, Gre...
ii. Selecta photo.
iii. If necessary, crop it. Presence: i
iv. Click Upload. Automatic ¥
Location status:
i Office X v
Greeting:
First name*:
Mary
Last name*:
Thorsen
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