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Training Overview

Duration 1 Hour

User 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 information will be shared after the session.

XXXXXXXXX - Trainer
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Session Agenda

● Cloud Telephony

● Desk phone in the practice

● The Phonebar

● Calling internally

● Calling externally 

● Active Patient options

● Appointments List

● 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

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

      Phonebar



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 with Phonebar
Log in as usual to your clinical 
database and you will be automatically 
logged in to the Desk phone
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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
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T31P Prompt Card
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Phonebar

Minimised

Maximised

Appointments list

Expand to show 
phone controls

Active Patient 
Window

Contact options

Patient Details

Settings

Access Help pages

AvailabilityPhone controls
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Accessing the Phonebar

Once downloaded, the Phonebar will have a shortcut on your desktop.

Once set up, it will start automatically when you log in to the PC and will connect to the 
clinical database when you log in.
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Accessing the Phonebar

The Phonebar will show as 
an icon in front of the 
clinical database attached 
to your taskbar
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Accessing the Phonebar

The Phonebar can be 
moved from side to side 
by clicking and dragging to 
the new position
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Phonebar Icons

Find help articles for using 
Surgery Connect by 
clicking the Surgery 
Connect logo
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Phonebar Icons

Access your appointments 
list, and call patients 
directly from there, using 
the Appointments List icon
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Phonebar Icons

See the communication 
options for the currently 
selected patient using the 
Active Patient icon
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Phonebar Icons

Expand the Phonebar to 
see the phone controls by 
clicking on the keypad icon
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Phonebar Icons

Set your availability 
to receive calls

Choose your system 
settings

Access contact 
numbers in the 
directory or via 
the call history

Select the 
device to use
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Phone Controls

Set your availability 
for calls
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Phone Controls

Select the device 
from those available 
on your profile

Click the device 
icon
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Phone Controls

Search for your 
colleagues and see 
their availability

Make a call 
using the Call 
icon for 
available Users
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Phone Controls

See your Call History 
and dial numbers 
from there
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Phone Controls

When a call is 
presented, you may see 
patient names displayed

Answer by 
clicking the 
green phone 
icon

Transfer the call

Put the call on 
Hold
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Phone Controls

When a call is 
connected, you will 
see call control icons

Pause a call 
recording by 
clicking the 
Record icon

Transfer the call

Put the call on 
Hold
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Phone Controls

Access the keypad

Mute your 
microphone

Send the SMS link 
for a video call 

End the call
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Settings

Change how the 
Phonebar interacts 
with the clinical 
database in Settings
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Settings

File communications 
as soon as it’s 
complete using Quick 
File

Use the Phonebar to 
log in to a deskphone

Automatically search 
the clinical database 
on inbound calls
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Active Patient options

See the communication 
options for the patient 
currently active in the 
clinical database
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Active Patient options

See the communication 
options for the patient 
currently active in the 
clinical database

Use keyboard 
Shortcuts to 
make a call
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Appointments List

View your 
appointments list

Select the 
correct list

Contact the 
patients directly 
from the list



Phonebar Prompt Card
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Log out

● Handset

● Phonebar



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
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User Console
User ListCall List

sso.x-onweb.com
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Training 
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