
 
 

 

  

TRAINING 
Help Desk Support: (800) 832-4789 

MICOLLAB WEB CLIENT 9.1 USER GUIDE 
WHAT IS MICOLLAB? 
 
MiCollab is an application on your computer that will allow you to manage your phone presence and 
availability, chat with other employees, check call history, and voicemails and even share your screen with co-
workers.  This is a tool that merges all your communication into one area and saves you TIME! 

 

DOWNLOADING MICOLLAB CLIENT (If Necessary) 
 
You will receive 2 emails from noreply@mitel.easydeploy.net.  One will provide you a shortcut to download 
the Windows client and the other will give you the authentication key.   
 

1. Open up a web browser and enter micollab.macc.edu/ucs/micollab. (provided by your system admin) 
2. Open the “no reply” email and copy the authentication key and paste it into the MiCollab client. 
3. Your username and password were provided in the donotreply@... email. 

 

MICOLLAB INTERFACE 
 

 
 

# Area Description 

1 Menu This area can be minimized or maximized using the arrow at the bottom.   It contains 
tools for Contacts, Chats, Call History, Voicemail, Ad Hoc Meetings (internal) and 
Settings. 

2 View This area will display information related to the current select tool from the Menu. 

3 Search/Dial Search for contacts and/or dial numbers 

4 Home  This is an area where you can store favorite phone numbers, contacts, or websites. 

5 Status Displays your status and allows for customizable call routing on user’s devices. 
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HOME 

Home allows you to customize the MiCollab client for your use. 
1. Add a website shortcut 
2. Add a speed dial. This number is an outside contact. 
3. Add a contact.  Choose the internal contact(s) you’d like to see on Home. 
4. Create a group. 
5. Add a group. 

 

MAKING CALLS 

There are several ways to place a call from the MiCollab Client: 
 

➢ Use the Search Bar 
o Search by first name, last name, number, or location.   
o A list of relevant contacts will appear.  Hover over the desired contact.  
o Click the phone icon to place the call.        Or the chat icon to chat.  

  

• Use the Contact Menu 
o Click the Contact Tool           from the menu.  
o Hover over the desired contact to see communication options.  
o Click the phone icon to place the call.       Or the chat icon to chat.  

 
 

• Making a Call from the History Menu  
o Click the Call History Tool          from the menu. 
o  Hover over the desired contact to see communication options.  
o Click the phone icon to place the call.       Or if is an internal number, the chat icon       to chat will 

also be available if they have allowed it within their status. 
 

RECEIVING CALLS 
 

When you receive an incoming call, the Caller ID screen pop window appears.   

 
 

1       2      3       4      5 
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COMMUNICATION WINDOW 

 

 
 

Icon Option Description 

 
Dialpad Allows you to dial the number to make calls from MiCollab client. 

 
Conference Create a conference call of up to 8 parties. 

 End Calls Ends call. NOTE: closing the display window will not end the call. 

 Hold Places the call on hold. 

 
More Displays Video, Conference, Handoff, Transfer features 

 

HOLD 

 
1. While on a call, click the hold button         to    

place the call on hold.   
 

2. You will notice that the caller’s status will 
show the hold symbol .                  . 

 
     3. Click the hold        button again to return to 

 the call.  

From this window the user can:   a.   View contact information for the caller.  

b. Accept the Call.  Click on  

c. Decline the Call. Click on  
 

OR 

d. Reply with chat, if applicable  
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CONTACTS 

All corporate contacts with phone extensions are listed in this category.   

 
NOTE: The web version does not display personal contacts. 
 

1. To find a contact, search by first or last name, or extension. 
2. For feature functionality 

a. Either hover over the contact and select from the available options  
OR 

b. Right-click on the contact and choose call, chat, email (if set up) or even add to home as a shortcut. 
 
To Integrate Outlook contacts: 

1. Click on Settings  
2. Click on General 
3. Click on Personal 
4. Click on the Outlook toggle to enable 

(Blue is enabled; gray is disabled) 
 
To Create Groups: 

1. In  Contacts, click the vertical elipse 
2. Click New Group 
3. Type a Group Name 
4. Search for contacts and click + to add  

participants 
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To add to Favorites Group: 

1. A default Favorites group has been 
created 

2. Go to a contact and click on the Star 
icon       .  It will change to         .  

3. That contact will then be listed 
under the Favorites Group. 

 

CALL HISTORY 

Call history displays missed, incoming, and outgoing calls.  Right-click on an entry and call the number. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
          All Calls                         Missed Calls                      Received Calls                     Placed Calls           
 

TRANSFER 

 

1. While on a call, click the More   button  
 

2. Click Transfer.  The caller remains on the line 
while you search for your party. 

    
3. Search for a contact or type in a number.   

 

4. Click either for an announced 

(consultation) transfer or blind transfer.   
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Note: To return to the original caller and 
cancel the transfer, click CANCEL.  

 
 
 

CONFERENCE CALL (While on a Call) 

 

1. While on a call, click the More  button  
 

2. Click Conference. The caller remains on the 
line while you search for your next party.   
 

3. Search for a contact or type in a number. 
 

4. Announce the conference call to the new 
party and click the conference button to 
complete the conference.  The original 
caller is placed on hold while you bring the 
new party into the call.   
 

5. Repeat steps 1-3 to add up to a conference 
call with 8 parties including yourself.  
 

6. The display will show all callers in the 
conference and their status.  
 

 
 
 
 
 
 

 

AD-HOC MEETING 

Ad-hoc allows you to create a conference call with 
corporate and Outlook contacts, if you’ve enabled 
that feature for your personal contacts. 
 

1. Click on Ad-Hoc Meeting  icon.   
2. Enter a meeting name 
3. Specify the meeting type (audio and/or 

sharing-web) 
4. Add participants.  Type in the name of the 

contact and click on their entry. 
5. When ready click Start Meeting 
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HANDOFF 

Handoff must be programmed by your administrator.   This is a feature that will allow you to move a live call 
from one phone to another – such as desk phone to a cell phone.  
  

1. While on a live call, click More  button.  
2. Click Handoff.   

 
3. The handoff device (cell) will ring.   Answer 

the call to move the caller from the desk 
phone to the cell phone.  

 
 
 
 
 
 
 
 

CHAT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Start a chat by either clicking on the Chat  icon and selecting your contact(s) OR right-clicking on 
the contact and selecting chat. 

 
2. A chat window will open in the lower right-hand area of the MiCollab tool.  Type your chat text into the 

field and hit Enter or click SEND. 
 

3. Your chat conversation will appear above the chat window.  
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CHANGE YOUR STATUS 

Easily change your status so that your calls are 
forwarded to a new destination, placed in Do Not 
Disturb, or ringing your cell (if programmed).   This 
will also communicate your status to all other 
employees.  
 

1. Click the user image in the upper right hand 
corner to reveal your  
existing statuses.   Choose the desired status 
from the drop-down list.  

2. To modify an existing status or create a new 
status, use the drop-down  
menu to select Manage Statuses. 

3. Select the status that you wish to modify and 
change the options as desired. 
 
 

4. Your settings may look different depending on 
how your phone has been programmed.  
 
a. Call Using – Device to use when placing a 

call from MiCollab 
b. Send My Calls To – Device(s) to ring when a 

call comes in.  Use the toggle to select.  Blue 
is on. 

c. When I am on the Phone – Where would 
you like the phone call to go?  To your 
phone or straight to voicemail.  By default, 
MiCollab Client Default is selected and the 
second call will be sent to your phone. 

d. If I do not Answer – By default, MiCollab 
Client Default is selected.  If you do not 
answer the phone, the call will be sent to 
your voicemail. 

e. Enable Do not Disturb – Leave off unless 
you want to be in DND during this status.  If 
DND is selected all calls will be routed 
immediately to voicemail. 

f. Accept Messages – Toggle on if you’d like 
to receive IM chats within the MiCollab 
client.  Option only available for other 
MiCollab users. 

g. Auto Reply – A message you’d like to send 
to a contact when they send an IM to you in 
this status. 

5. Once you have selected the appropriate 
options, click Done.  


