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Useful hands-on tips & tricks for usage of K-Force cloud telephony.
For technical support, please contact K-Force helpdesk.

helpdesk@k-force.be   //   02 669 50 00

General actions 01 //

Configure the 
Landing Screen

Click the Call 
Settings button at 
the bottom left.

Then click 
on Open Call 
Preferences.

Under Landing 
Screen, choose 
which tab you 
want when 
starting Webex. 
Confirm with Save.

Click the Call 
Settings button at 
the bottom left.

Then click 
on Open Cal 
Preferences.

Select the Calling 
tab and adjust 
your choice under 
Call forwarding.

02 //

Oproepen  
doorschakelen

03 //

Integrate Webex 
in MS Teams

Click ... in the list 
of icons on the 
left side of your 
MS Teams app.

Type “Webex Call” 
in the search box 
and click on the 
result.

Click Add.

04 //

Set your status

Click on “Set a 
status” at the top 
left next to your 
avatar.

Choose your 
status or click 
on “What is your 
status?” to write 
your own personal 
status. You can 
set it to disappear 
automatically.

Select Contacts 
from the left 
menu.

Click on Add 
contact and fill 
in the requested 
information.

Right click on a 
contact, move 
to group Top 
contacts.

05 //

(Top) contacts

02 //

In a chat or in a 
space

Phone icon in the 
left menu.

Type contact’s 
name or ext. 
phone n° via the 
dial pad and click 
Audio.

01 //

External nummers

03 //

Via call history

Phone icon in the 
left menu.

Click Audio or 
Video next to your 
contact in your 
call history.

04 //

Via search bar

Place your cursor 
in the search bar.

Type your 
contact’s name 
and click Audio or 
Video.

In a chat: use the 
Audio or Video 
button at the top 
right.

In a space: click 
the Meet button.

Make calls

There are several 
ways, but here we 
explain some of 
them.

When in a call 01 //

Hold

Click Hold in the 
menu ....

Click resume 
to continue the 
conversation.

Depending on 
your settings, you 
can resume the 
call on another 
device.

02 //

Call forwarding 
(with consultation)

03 //

Mute during a call

Select Mute 
during a call.

When the button 
is red, you are 
muted.

To undo this, click 
the button again.

Select 
Conference in the 
menu ....

Type your 
contact’s name 
or phone number 
and click Audio 
or Video. The 1st 
person is on hold.

Click Merge.
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Click Transfer in 
the menu ....

Enter your 
contact’s name or 
phone no.

Via Audio or Video 
you will first get 
your contact 
person on the 
line for a short 
conversation.

04 //

Merge calls

05 //

Transfer call to 
another device

Eg. to move a call 
from your mobile 
to your desktop.

Click Calls and 
then Pull call.


