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Training Overview

Duration 1 Hour

Reception and Admin Training

If you could kindly remain muted during the session to reduce background noise.

I’ll open the floor to questions at the end of each section, or you can use the chat panel to type questions as 
we go.
Slides and additional info will be shared after the session.

XXXXXXXXXX - Trainer
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Session Agenda

● Cloud Telephony

● Working in practice

● Working remotely

● Calling internally

● Calling externally 

● Calling patients

● Help & Support
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Cloud telephony - differences & benefits
Line Capacity

● No engaged tone and no limit to queueing for patients
● No capacity limit on outbound calls

Remote Working

● Staff can easily work remotely
● Staff can be located anywhere in practice

Visibility

● Real-time view of which staff are active and their current status
● Real-time view of call traffic and efficiency statistics

Call Recordings

● All inbound and outbound calls recorded regardless of device used

Video Calling

● Switch from audio to video call in call
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Users Not Phones

● It doesn’t matter which device people are active on when you want to contact them

● It doesn’t matter where people are located when you want to contact them  

Deskphone

Softphone



Desk Phone in the Practice
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Linekeys - used to log 
in and out of the 
handset manually

Navigation keys - scroll 
through lists and select 
entries

Alpha-numeric keypad - dial 
numbers or search lists

Softkeys - change function 
depending on phone status

Hardkeys - default functions, 
including Transfer and 
Headset

Volume - either ringer or call 
volume 
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Using a headset
Plug a compatible 
headset into the 
socket on the 
left-hand side of the 
deskphone

Press the Headset 
hardkey

Red light will flash 
with incoming call

Check the headset 
icon shows at the 
top left-hand side of 
the screen

Use the softkey to 
answer the call
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Logging in on a Desk Phone

Integration 
Log in as usual to your clinical 
database and you will be automatically 
logged in to the Deskphone
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Go DND and GPickup
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Hold
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Transfer
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Pause Recording and Third Party Conferencing



12

T31P Prompt Card
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User Console
User ListCall List

sso.x-onweb.com
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Device Management

● Accessed by clicking your initials in the top right of 
the User Console

● Choose the device on which to take calls 
when working remotely

● Set your availability
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Softphone Overview

● Just another way to make outbound and take inbound calls

● Every user has a softphone on their User Console

● Runs in the browser - headset preferred but optional

● Option to convert audio call to video call

● Webcam required

● Patient must have adequate data bandwidth (3G minimum)



Quick reference guide to Softphone



17

Internal Calling

● Internal calling is the same whether you are in the practice, on 
your mobile or using the softphone

● The User Console gives a real-time view of who’s available

● Click to call a user direct or a group from the console

● No need to remember people’s short dial or keep a list
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External Calling (Hospitals, Suppliers etc)

Central Directory 

● Digital phone book for 
practice

● Add useful numbers

● Click to call on any 
device
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Receiving Patient Calls
When a patient call targets your Receptionists - 

● A popup will appear with potential matching 
patients

● It will tell you how long they have queued for

● It will tell you who they last spoke to

● To open the patient record, simply click the 
name in the popup
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Calling Patients
When viewing a patient through clinical integration you can - 

● Use the keyboard to make a call

● Use the Patient Overview to make the call

● Associate call to patient’s record
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Log out

● Smartcard

● Handset

● Softphone



Help & Support

Pre Go Live

● Call Service Delivery 03333320155

● Email servicedelivery@x-on.co.uk

After Go Live

● Call Support 0333 332 6633

● Support Portal
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Training 

● Call 0333 332 6777

● Email training@x-on.co.uk

mailto:servicedelivery@x-on.co.uk
mailto:training@x-on.co.uk

