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Getting Started   

1.1  Description  
Zultys Advanced Communicator (ZAC) is a Unified Communications client that provides an easy 
to use interface to access all capabilities of the MX system. 

1.2  PC Requirements  
¶ Version  ï Windows 10 (64-bit) , Windows 11 (64-bit)  
¶ RAM ï 256 MB standard 
¶ Processor  ï 1 GHz minimum 
¶ Hard Drive Space  ï 200 MB 

1.3  Macintosh Requirements  
¶ Version  ï OS X v10.13 or higher 

¶ Hard Drive Space  ï 400 MB 

1.4  Other Requirements  
¶ MX software version 18.4.x is recommended for full functionality/compatibility . 

Version 17.0.10 is the minimum supported MX version. Not all ZAC 9.4 features are 
available when running ZAC 9.4 on an 18.0.4 or 17.0.10 MX system. 

¶  Security certificate installed on the MX 
¶ ZAC license for each user 
¶ TCP Ports 443, 7778, 7779 and UDP Ports 33000-35000 open or mapped to the MX if 

behind a firewall 
¶ MX must be able to access stn.zultys.com:3478 for screensharing and softphone to 

operate 

1.5  Whatôs new in ZAC 9.4 
¶ Flex application incorporated into ZAC 
¶ ZoHo click to call via TEL link 
¶ Single Sign On (SSO) support 

Please refer to the MS Entra ID SAML Single Sign On Manual for configuration 
information.  

 

You may jump directly to the new features section here: 

ZAC 9.4 Features 
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1.6  Installation  

1.6.1  PC 
¶ Double click the download ZAC installation file. The installation process will begin. 

 

 

¶ Click the Next button to continue  
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It is recommended to leave the default installation settings.  

¶ Click the Install button.  
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¶ Click the Finish button to completer the installation.  

1.6.2  MSI Installation  
The ZAC installer contains .MSI logic that will facilitate group policy scripts for installation. This 
allows the ZAC installer to work silently from the command line parameter. An example of 
parameters: 

"C:\ Users \ xxxxxxxxx \ Desktop \ ZAC_x64 -9.4.11. 0.exe /S /v/qn  "- Install 

"C:\ Users \ xxxxxxxxxx \ Desktop \ ZAC_x64 -9.4.11 .0.exe /S /x /v/qn " ï 
Uninstall 

1.6.3  Macintosh  
¶ Open the DMG file after downloading it.  
¶ Drag the program icon into the Applications folder  
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You may then open ZAC from the Applications folder. 

Note: This process does NOT create an Alias in the Macintosh Dock  at the bottom of 
the screen. The user will need to do that  themselves.  
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2 Operation  

2.1  Login Screen  
When you first start the program, the login screen will appear. You will need to enter your login 
information in order to login to the program.  

 

¶ Enter your user name, password and the MX system address/domain name. 

You may also select Remember password to avoid re-typing each time. 

¶ If you wish to utilize LDAP, enable the Use Windows Credentials and enter your 
Windows login/password information. 
Macintosh users can also utilize LDAP credentials for logging in. 

¶ If you c annot remember or want to change your password, click the Reset password link 
to start the process if the link is visible . 
Click Yes to have an e-mail sent to you with password reset instructions.  
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2.1.1  SAML Single Sign On (S SO) 
¶ When logging in for the first time the login screen will initially prompt you to enter your 
óLoginô Username and the óServer addressô (IP address or domain name) of the phone 
system. Enter the details as advised by your system administrator. 

¶ Upon pressing óContinueô you will either be prompted to enter your password or taken to 
an additional login screen depending on how the system administrator has configured 
your user account. Complete the relevant steps. 

o  

 
 

o Example of secondary login screen if using SAML based Single Sign-On 
 

 

 

For system-based or LDAP password you may select Remember password to avoid re-
typing each time. 
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¶ If you wish to utilize your Windows Credentials, enable the óUse Windows Credentialsô 
option and enter your Windows login/password information.  
Macintosh users can also utilize LDAP credentials for logging in. 
 

¶ If you cannot remember your password or wish to change it and a óReset passwordô link 
is visible, click the link to start the process. 
 
Click Yes to have an e-mail sent to you with password reset instructions.  

 

¶ Click Login to proceed 

 

For system-based or LDAP password you may select Remember password to avoid re-
typing each time. 

¶ If you wish to utilize your Windows Credentials, enable the óUse Windows Credentialsô 
option and enter your Windows login/password information.  
Macintosh users can also utilize LDAP credentials for logging in. 
 

¶ If you cannot remember your password or wish to change it and a óReset passwordô link 
is visible, click the link to start the process. 
 
Click Yes to have an e-mail sent to you with password reset instructions.  

Login screen with password field that will be displayed when using a system-based or 
LDAP password. This will become the first login screen for subsequent logins when using 
this method. 

2.1.2  Logging in Call Groups  
If you are a member of a call group, you will be prompted to select any group role for which 
you are a member of. 

¶ You may also select the desired location to log into as well. 
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You may select any or all roles you want to login to.  If you want to always login to spe cific roles 
and a specific location, click the Apply to future login checkbox.  
 
¶ Click Apply to login to ZAC. 
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2.2  Main Screen  
Once you have logged in, the main screen will appear. ZAC has two basic screen layout options, 
compact mode or full screen mode. 

 

Compact mode 
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Full screen mode 

To toggle between the two modes click the resize icon in the top -left corner 

  

2.2.1  Presence Indicator/selector  

 

You may click on your current presence state to drop down the presence menu. Below the 
presence selection is an area to include a note that will be seen by users in addition to your 
presence state. 

¶ Select the desired presence from the list. 

¶ Type a note and press ENTER to save the note. You may click X to clear the note entry 
and retype. 

¶ To delete a note remove the note and press ENTER. 
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Users who are also logged into Zultys MX Mobile will have their presence as well as a mobile 
phone indicator displayed. 

 

2.2.2  Locations  
You may select which location you want to be logged into using the locations icon.  Locations 
are configured on the MX system and determine how your emergency calls will be processed. 
Please consult with your administrator on which location you should select. 

¶ Click the location icon and select the desired location. 
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2.2.3  User Information/Image  
You may add an image that can be associated to you. You may also add/edit your 
contact information in this area as well.  

¶ Click your name in the presence indicator bar. The My Info screen will appear. 

 

¶ Click the Upload button. The File Explorer window will open. Navigate to the location 
where your desired image is stored and double click on the image. 
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You may size the image using the controls to the right of the image.  

¶ When you are finished, click Save. 
 

¶ To clear an existing image, click the trash can icon and select clear. 

 
You may edit your contact information:  

Full name 
Mobile phone 
Home phone 
e-mail 
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2.2.4  Bind Area  
ZAC can initiate voice calls and handle multiple voice calls through Zultys ZIP phones, generic 
SIP devices, external numbers or the internal softphone to  which it is bound. ZAC instances can 
be bound to only one device at a time. The Bind window is used to select which device should 
be bound to ZAC. 

¶ To access the Bind window click the Bind to or current device in the lower left 
corner of ZAC. A drop down menu will appear. 

 

¶ Bind Recent : This option allows you to select from a menu of devices and registered 
contacts to which your ZAC was recently bound. 

¶ Bind Device by ID : This option binds your ZAC instance to an MX managed device. 
When entering the MAC address, make sure you utilize upper case  for any letters in 
the MAC address. 

¶ Bind to External Phone : This option allows you to bind to a Cell Phone, Home Phone 
Line. 

¶ Bind by call from device : This option binds your ZAC instance to an MX managed 
device that you designate by making a voice call. 

¶ Bind softphone : This option binds your ZAC instance to the ZAC internal Softphone. 
You can bind only one instance to the Softphone.  

¶ Cancel bind : This option cancels the current binding leaving ZAC with no bound device. 
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2.3  Option Menu  
This menu contains the About screen, Setup screen, Log off function, and the Exit function.  

¶ It is accessed by clicking on the  icon in the upper right corner.  

 

¶ Settings ï Provides access to programmable areas that users can customize. See 
Settings Menu section of this document for more details. 

¶ About ï Displays the version number of the program 
¶ Help ï Allows the user to report an issue with the application. A report form will present 

for the user to enter information about the issue.  
¶ Log Out  ï This will log you out of the program but keep the program open. You must 

login again to utilize the program.  
¶ Exit ï This will close the program and log you off of the system.  
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2.3.1  Settings Menu  -  Application  
¶ General  

 

Stay in system tray  ï This option determines if the program logs the user off and closes if 
the X in the menu bar is pressed. If the option is enabled, the user/program remains and the 
program minimizes to the system tray. If the option is disabled, the pressing the X will exit the 
program. 

Stay on Top  ï This setting allows the program to remain on the screen and in focus.  

Diagnostic Logging ï This enables the diagnostic log which is used by Zultys Technical 
support. 

Send Analytics  ï Sends diagnostic information regarding the application. 

Launch at System Start  ï This setting will start the program anytime the computer starts.  

Manage multiple calls via single line  ï This setting determines how multiple calls are 
handled. The default setting is to have ZAC manage multiple calls through the ZAC interface. 
Disabling this setting creates a Manage via device and you will not be using ZAC call control 
features, but will use all the call control features of the device itself.  
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¶ Login Settings  
Remember password  ïWhen the "Remember password" is unchecked, "Auto login" option 
should is unchecked and disabled as auto login is not possible without a stored password. 

Auto Login on application start  ï This will perform an automatic login when the program is 
started. 

Silent Agent login ï This setting will log the user in and have their call group roles activated 
when the program starts. This bypasses the user having to select the role each time at startup.  

Change password ï This allows you to change your user password. Click the icon. You then 
need to enter your old, new and then confirm the new password. 

¶ Integration  
 

This area allows you to select Outlook Contacts (32/64 bit), Microsoft Unified Communications 
(see section 12 ), as well as the settings for the sc reen dial feature. 
If you enable Outlook Contacts, Outlook contacts will display in the Contacts/Imported area.  

 

You may also select if a ZAC conferences are synchronized with Outlook and what action should 
happen when you do: 

 

Note: Outlook contact and Unified Communications are supported on Windows 
version only  
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NOTE: ZAC synchronizes the default account Contacts folder (what is shown under My Contacts 
| Contacts folder in the People tab in Outlook), itsô subfolders and from any Public Folders(if 
present).  
If contacts are located in any other local folders different from the default Contacts, those 
contacts are not integrated into ZAC. 

ZAC 8.0: a llows synchronization of contacts from non -Exchange profiles 
(IMAP/POP) as well as synchronization of contact s from any Outlook (Exchange) 
folder containing contacts.  

Screen  Dial  - You may define the hotkey combination that will be used to activate the 
ScreenDial feature. In addition, you may add a prefix to use with the screen dial feature. This is 
the number th at will be inserted prior to the highlighted screen dial number to be dialed before 
making the call. By default, (CTRL+F12 on Windows, Command+F12 on Macintosh) invokes the 
ScreenDial feature. 

¶ Audio and Video devices  
This area allows the selection of the audio/video  devices on the PC that can be used for 
program audible notifications of various events. This area is also used to select headset audio 
devices connected to the PC. The camera selection allows you to specify which video device to 
utilize for video calling. 

  

¶ Call and Message History  
Delete messages older than  - You may define the amount of time to store instant messages. 
Messages older than the specified number of days will be deleted automatically. 

Delete call history older than ï You may define the amount of time to store your call history 
data. Data older than the specified number of days will be deleted  automatically. 
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¶ Automatic Presence Change  
You may define how the application should automatically change presence based on several 
conditions: 

¶ Change presence if computer is locked 
¶ Change presence from Available to Be right back after a programmable time period of 

inactivity. 
¶ Change presence from Be right back to Not Available to Be right back after a 

programmable time period of inactivity.  

 

¶ Privacy  
You may define where files you download in the application will be stored. For security, network 
drive paths can be configured. 
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2.3.2  Settings Menu -   Alerts:  

 

¶ Sound Alerts  
Allows you to select which actions have an audible alert associated with them. 

¶ Popup Alerts  
This allows the selection of actions associated with popup events. The duration and display 
location of popup alerts can be programmed here. 

 

Please note that incoming call popups will remain until the call is answered, 
rejected, or the ca ller hangs up. The duration parameter does not apply to incoming 
calls.  

 

Popup alert for a message  
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Popup alert for incoming call  

Incoming Call Popup Alert -  This setting allows you to present the application while the call 
is ringing or only after the c all was answered.  

 

¶ Presence Change Alert:  
This area is where all active Presence Change Alerts can be viewed, cleared, and edited. 

Click See List to view all active change alerts. 

 

You may edit any or clear all active alerts by clicking the See list text:  
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2.3.3  Settings Menu -  Call Handling:  

 

This area allows you to setup individual call handling rules to control how calls are 
handled under different conditions. Rules can be created, edited, or deleted in this area. 
Call handling rules manage incoming calls that you do not answer.  

To add a new rule, click the  icon at the bottom of the Rules area.  

To delete an existing rule, highlight the rule and click the  icon at the bottom of the 
Rules area. 

After creating a new rule or to edit a rule (double click th e rule), the call rule editor 
window will appear. 

You may also enable/disable an existing rule by clicking the checkbox next to the rule 

. 
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Adding or editing a call handling rule:  

 

Rule ï If you are adding a new rule, enter the rule name that you want associated with 
the rule. 

Events  ï Allows you to select which events can trigger the rule. On the Phone, No 
answer, or any incoming call. Note that you may combine On the phone and No answer 
events in one rule. 

Conditions ï Allows you to select specific conditions that can be associated with the 
event. Options include, My presence, Call from, Date range, Time of day, Days of week, 
Holidays, or Location(MX system) are available. 

Action ï Allows you to select what action will be performed by the rule based on  the 
selected events and conditions programmed. Forward to, forward to VM, find me, or 
reject the call area available actions. 
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2.3.4  Settings Menu ï Notification  Rule s: 

 

This area allows you to setup individual voice mail notification rules to control how voice  
mail notifications are handled under different conditions. Rules can be created, edited, 
or deleted in this area. 

To add a new rule, click the  icon at the bottom of the Rules area.  

To delete an existing rule, highlight the rule and click the   icon at the bottom of 
the Rules area. 

You may also enable/disable an existing rule by clicking the checkbox next to the rule 

. 

After creating a new rule or to edit a rule (double click the rule), the notification rule 
editor window will appear.  
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Adding/editing a voicemail notification rule:  

 

Rule -   If adding a new rule, enter the desired name to be associated with the rule.  

Notify me  ï Allows you to select when notification occurs, with each new message or 
at a specified/regular interval.  

Conditions ï Allows you to select specific conditions with the notification that will 
trigger the rule. Media type, class, from, older than, time of day, and days of week are 
available. 

The attach option will send an email that contains the audio of the voicemail 
message . 
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2.3.5  Settings Menu -  Softphone:  
This area allows you to setup the parameters associated with the internal softphone 
provided by the program. The softphone allows you to utilize your PC audio to handle 
calls without requiring a desk phone. 
Note: Softphone signalin g is through a TLS Secured WebSocket connection. 
Media signaling is sent over DTLS, an encrypted UDP -based protocol  and the 
media is sent via SRTP . There is no need to configure UDP/TLS as on previous 
versions.  

 

Auto answer calls ï Allows you to select if calls are automatically answered when they 
ring your phone. Call types that can be selected are internal/external or both.  

Audio devices ï This area allows the selection of the audio devices the softphone uses 
for receive audio, ringtone, and transmit aud io. 

Volume Settings  ï This allows you to set the speaker volume of the audio device the 
softphone utilizes. 

Call Waiting Tone  ïThis setting adjusts the audio level of the call waiting tone when 
using ZAC softphone. Default setting is Medium. 
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2.3.6  Plantronics Headset Support  
ZAC 3.2+ includes built in support for the most recent Plantronics SDK - HUB. There is no 
Plantronics driver software required. This allows ZAC to integrate with the most recent 
Plantronics headsets including the Bluetooth versions. All versions of Windows that support 
Plantronics HUB software are compatible with ZAC. On Macintosh OS, versions 10.13+ are 
supported with ZAC. 
This support extends to call control of the Plantronics headset as well. Answering and 
disconnecting calls can be performed by using the headset answer/disconnect button.  
Plantronics Savi 710/740 and Voyager Legend Pro have been tested with ZAC. These headsets 
provide call control via the headset buttons.  
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2.3.7  Macintosh Calendar Integration  
To add scheduled conferences to the Mac calendar perform the following configuration steps:  

¶ Open System Preferences  

¶ Click on Internet Accounts  
¶ Click on Microsoft Exchange  

1.  

¶ Enter her name and Zultys email address 

1.  

¶ Check the boxes for Mail  and Calendars . The others are optional.  
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2.  

¶ Open the Macintosh Calendar application  
¶ Open Preferencesé 
¶ Leave the Default calendar app  (A): as Calendar  (this is the built -in calendar app on 

the Mac.) 
¶ Set the Default Calendar (B) : to the Zultys Calendar  from the popup menu.  
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¶ Once this is done, the Mail  and Calendar  apps will have the 
Outlook/Exchange  account info. The user can choose to use them or just ignore them 
and use Outlook . 

When the user schedules a conference in ZAC, click the Save  button - not the Save and 
Invite  link. The Save and Invite  does something different which isnôt as useful on the Mac 
like it is on Windows. It will add a vCAL file.  

The scheduled conference will show up on the Outlook calendar automatically in a few seconds. 
The user will then open the calendar event itself and invite atte ndees as normal. 
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2.4  Buddies Screen  
This is the screen where the contacts you designate as buddies and buddy groups are located. 
This provide easy access to users/groups of users you may frequently communicate with.  

 

As you mouse over a buddy, the chat and call icons will appear. This allows you to start a chat 
session or call the user by clicking on the icon: 
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Clicking on a buddy will display the call and message history for the user. 

 

Clicking the Options icon will present a sub menu as: 

 

2.4.1  Chat  (files and emojis)  
The chat window allows you to exchange messages with other MX users. These users can be 
Buddies, Contacts. 
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¶ Click the paperclip icon to insert a file to transfer to another user.  
¶ Select the file from the File Explorer and click Open. 

¶ +  
¶ Click the emoji icon to insert an emoji.  
¶ You may select recent, emoji, GIF, ASCII, symbols, or the clipboard as the source. 

These areas are at the top of the screen. 
 

 
¶ Click the items to insert into the chat window.  
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¶ Info  

 

This will display the presence state, extension number, e-mail, enable presence alert action and 
remove from buddy list action.  

¶ Files and Links  

 

This area will display media, links and files that were shared with the user.  You may sort by 
media type by clicking media, links or fil es. This will display all the media types exchanged with 
the user for the history period.  
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¶ Recent  

 

This area will display a history of all recent calls, messages, or both with the user.  

Right click on a buddy in the list to display the following optio ns 



Technical Publications  
 
 
 

Page 46 of 274 

June 2025  

ZAC 9.4  User Manual  

Revision 3 

 

Call  ï Will place a call the user 

Copy Ext ï This will copy the extension number to the clipboard.  

Add to group  ï This action will allow you to add the user to an existing buddy group.  

Move to group  ï This action will allow you to move the user to an existing buddy 
group. 

Remove from buddies  ï This action will remove the user from you buddy list or 
buddy group. 

Info  ï This will display the information screen about the user.  

Files and links  ï This will display the file and link activity associated with the user. 
Media, Files and Links are supported. 

Call History ï Will display your call history with the Buddy.  

Presence Alert  ï Allows you set a presence alert for the Buddy.  

2.4.2  Buddy Groups  
ZAC allows you to configure your buddies into groups for easy identification. For 
example, you may group your buddies by department Sales, Engineering, Operations 
etc. 

¶ Create a new group:  
Click the Add button in the Buddies screen. 
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Click the Add group option. 

 

Enter the desired name and click Done. You will see the newly created group appear in 
your list. 

¶ To add buddies/contacts to a group:  
You may add existing buddies to a group simply by dragging the buddy into the 
group. 
You may right click on a buddy and use the Add or Move a buddy to a group. Adding 
to group allows the same buddy to be in multiple groups.  

 

2.4.3  Presence Change Alert:  
This allows you to set an alert based on a usersô presence change. For example, you 
may want to know when a user goes from Not available to Available. Two methods are 
available for the user:  
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¶ Option 1:  

Click on the desired buddy/contact. 

Click on their presence status. A dropdown will appear. 

 

Select the desired presence state and click OK 
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¶ Option 2:  

Right click on the desired buddy/contact and click Info. Click the Enable Presence Alert, 
select the presence state and click OK. 
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If you are in expanded mode with the contact selected, you may select the info icon:  
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Click Enable Presence Alert or select Change presence alert 
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Select the  presence and click OK 

Once the alert is set using any option, an alert icon will appear on the current presence state of 
the user (compact/expanded mode shown):  

 

You can edit/delete the alerts by clicking Edit Presence Alert 

 

You may select another presence state or uncheck the current one and click OK to cancel the 
alert request. 
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Note: You may also navigate to Settings>Alerts to manage all your active presence 
change alerts.  

When the selected usersô presence changes, an popup notification will appear and a sound will 
play. 

2.4.4  My Contacts  
In addition to Buddie s, you may view all MX users, create your own local contacts and import 
contacts from Outlook, Vcard or .csv file types can be imported.  

2.4.4.1  Adding contacts  
Click the options button in Contacts>Local screen: 

 

Click Add contact. 

Enter the desired contact information: 
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Click Done 

 

2.4.5  Personal  
Store personal contacts of particular MX user on MX side to be able to use on any client and 
reference in Buddies. Currently this is local ZAC feature (local contacts) which is lost on move to 
different PC and to WebZAC/Mobile as well as with password change as local contacts are 
stored in encrypted (by user password) local DB. 
Personal contacts can be added as a Buddy. The contact will display both in Buddies and 
Personal. 
You may store up to 1000 personal contacts. 

 



Technical Publications  
 
 
 

Page 55 of 274 

June 2025  

ZAC 9.4  User Manual  

Revision 3 

 

2.4.5.1  Import ing contacts  
Click the options button in Contacts>Imported screen:  

 

Use the File Explorer to navigate to the folder/file to import. Select the filename and click Open.  

 

Contacts will display in the Imported area.  

Right click to present option.  

 

Call bus iness  ï This will place a call to the callerID the MX received. 

Add to Buddies  ï This will add the contact to your buddy list.  
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Info  = This will present the information screen for the contact.  

 

2.5  Recent Activities Screen  
The recent activities screen displays a list of the most recent activity you have had. In addition, 
the Call Log can be accessed from the Recent screen. 

 

You may filter Recent activity by All, only Calls, or only Messages. Simply select the 
All/Calls/Messages header items to select that particular filter.  

Recent activities>ALL - displays all calls (inc/out/missed) and all messages the ZAC user 
handled grouped by contact. If there are multiple entries for the same contact, only the most 
recent entry is displayed. 

Recent activities>CALLS - displays all calls (inc/out/missed) the ZAC user handled 

Recent activities>MESSAGES - displays only the messages the ZAC user handled 

Moving your mouse over the contact will display the call and message options. 

The history for that contact is also available by  clicking the contact. 

Additional options are presented by a mouse right click. 
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2.5.1  Call Log  
You may access the Call Log from the Recent activity area by clicking on the Call Log icon. 

 

A list of calls will be displayed. 
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You may select a specific call log entry and click Call Back to call the party. 

In expanded mode, the Call Log will display additional log information.  

 

You may sort the entry order of columns by clicking on the column heading.  

You can utilize the search function to locate a number, name, etc. The example below shows a 
search for ñmxò returns all MXconference items to the top. 

 

You may also filter the Call Log by date and time:  

¶ Click the filter by date icon  
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¶ Check the box and enter the desired From date/time 
¶ Check the box and enter the desired To date/time 
¶ Click Filter 

The Call Log entries may be exported in a .csv file format. 

¶ Click the Save to .csv icon  
¶ Navigate to the desired drive/folder  
¶ Enter the desired filename 

 
 

¶ Click Save 
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2.6  Dial Screen  
This is the screen in which you make and receive calls as well as manage active calls. 

2.6.1.1  Incoming calls:  
If you have popups enabled, a popup with call information and the ability to answer/decline will 
be presented on your screen. 

 

Clicking decline will allow you to end the call or send the cal l to voicemail. 

 

2.6.1.2  Retrieving a call that went to voicemail  
You may retrieve a call that has forwarded to voicemail. In the call session window, click the 
answer button to retrieve the call from voicemail.  In full mode you may click Retrieve.  
A voicemail message will not be left if the call is retrieved from voicemail.  
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2.6.1.3  Outgoing calls  
Dial screen, ready to enter phone number 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

External outgoing call session 

 

Note: The Mute and Keypad options 
are only available  when you are 
bound  to the internal Softphone. If 
you are bound to a desk phone, you 
utilize the mute/keypad of the desk 
phone.  
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External incoming call session 
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Single call session in full mode: 

 

Multiple call sessions in full mode: 

 

Switching between call sessions will display the corresponding tab associated with the selected 
call session. 

Call transfer 

While on a call, click the transfer button    

Search for the user to transfer the call to.  

Mouse over the user and click the transfer icon. You may also transfer the caller directly to the 
userôs mailbox by clicking the voicemail icon. 
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2.6.2  Drag and Drop Operations  
ZAC allows many drag and drop operations to be performed to make call processing operations 
simple. Drag and drop operations will display context sensitive informat ion during the operation. 

If a drag and drop operation is NOT allowed, the  icon will display. 

2.6.2.1  Call transfer  
¶ While on a call session, drag the call session to the buddy or contact user you wish to 

transfer the call to and release the mouse button.  

 

¶ Attended transfer of calls by dropping one call onto another in the calls area or to call 
tab. 

¶ Add a call to a conference by dropping it into the conference call in the calls area or 
conference tab. 

¶ When a drag and drop operation is available, the icon will change to indicate the action 
to complete the drag and drop operation.  

 
¶ If a drag and drop operation is NOT allowed, the  icon will display. 

2.6.3  Attended Transfer  
In an attended transfer, you speak to the party to whom you are transferring  the call prior to 
the transfer. This may also be referred to as attended, or  supervised transfer. 
 
¶ Call the first party.  
¶ Place the first party on hold by pressing the hold button on ZAC or simply call another user.  
¶ Call the second party 

To transfer the call:  
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¶ drag and drop the session control block to the recipientôs address book or buddy list contact. 

2.6.4  Transfer to Voicemail  
A user may transfer a call directly to another userôs mailbox. 

¶ While on a call, clicks the transfer icon  
¶ Locate the desired individual in the Transfer Call area. 
¶ Click the transfer to voicemail icon  

 

2.6.5  Ad Hoc Conference  
You may add a party to an existing conference using drag and drop operation.  

¶ When talking to a user, click the option icon on the left side of the call session window.  

 

¶ Click the Conference 
¶ Call the desired party to add to the conference:  
¶ When the party answers, drag their call session window into the confer ence window. 
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¶ Place the called party on hold and return to the conference.  
¶ The called party is now added to the conference. 

2.6.6  Whisper/Moni tor/Barge  

This feature allows users with proper administrative privileges to perform monitor/barge -
in/whisper operations on user calls. 

 
To monitor/barge -in/whisper to another user:  

Right click on the desired user that is on an active call. 
Select the desired action to perform.  

 

 

Silent - This allows you to monitor the conversation of the user without them 
knowing they are being monitored.  
 

Barge-In ï This allows you to enter the call and listen/converse with both parties of 
the call. Effectively a conference is created.  
 
Whisper ï This allows you to speak with the user without the outside/third party 
hearing what you say.  
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¶ Users must be configured to access the feature in MX Administrator 

[Can Monitor] If this setting is checked, this allows a user to m onitor other users 
that have the ñcan be monitoredò setting enabled in their profile. 
[Can be Monitored] If this setting is checked, users that have the ñcan monitorò 
setting enabled can perform the monitor function(s) on this user.  

¶ Users cannot utilize this feature across an MXnetwork. Users can only monitor other 
users within their own system.  

¶ Call group agents may only be monitored by Supervisors of the call group. Standard 
users are not able to monitor any call group agent with this feature.  

2.6.7  On demand call recording  
This feature allows users to record calls and have them saved in their voicemail box. Calls are 
recorded from beginning to end even if the user started the recording after the call started. 
Users must be properly configured for access to on demand call recording to utilize this feature.  

¶ While on a call click the Record button 
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¶ The screen will change to: 

 

¶ Continue the conversation. When finished, hang up the call. 
¶ If you want to cancel the recording, click the Canel icon. The recording is cancelled and 

will not be saved. 

Once you have ended the call, several notifications will appear indicating you have a new 
call recording. 

¶ Popup notification 

 

¶ New voicemail indication 
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¶ Click on the recording to view available options. 

 

2.6.8  Pause/Resume Aut omatic call recording  
This feature (if configured) allows a user to pause and resume an automatic call recording. This 
can be used to omit sensitive information that a user does not want included in a voice 
recording. 
 

¶ To pause an automatic call recording, while on a call click the  icon in the call 
session window. 

 
¶ To resume an automatic call recording, click the  icon in the call session window 
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2.7  Voicemail Screen  
This screen is where your voice mail, on demand call recordings, and mailbox greetings are 
accessed/managed. 

 

You may choose to view your inbox or deleted box. A list of the voice messages will be 
displayed in each. Selecting the Recordings item will display a list of on demand call recordings 
you have. 

When you right click or select the options on a message or recording, the options for the 
message will be presented: 

 

Add comment  ï Allows you to type a comment to be associated with the voice 
message. This comment will follow the voice message if you choose to forward the 
message. 
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Play/Replay/P ause  ï Allows you to listen or pause the message. You may also click 
on the sound bar to jump to any point of the message.  

Delete ï Deletes the message from the current box. If you are deleting from the delete 
box, you will be asked for a confirmation.  

Del ete multiple or all voicemails ï You may delete multiple or all voicemail 
messages at one time. To do this, perform the following:  

¶ At the voicemail screen, select the message(s) to delete using the checkbox. To select all, 
check the box at the top : 

 

¶ Click the Delete Selected icon 
¶  
¶ Click Yes at the confirmation window. 
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Call ï This allows you to place a call back to the party that left the message.  

Forward ï This allows you to forward the message to another mailbox user. You may 
optionally record a pre-amble message to the forwarded message. 
When you forward a message, you can start typing the intended forward party in the To 
field. ZAC will display matching names in the directory as you type. 

 

Mark as unread ï This allows to store the message in a unread/new state.  

Reply ï This allows you to reply to another mailbox user that left you the message.  
When you reply to a message, you can start typing the intended reply party in the To 
field. ZAC will display matching names in the directory as you type. 

 

Play via Bound ï This allows you to listen to the message on your desktop phone 
instead of your PC if you desire. 

Save as ï This allows you to download a copy of the voice message onto your local PC. 
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2.7.1  Voicemail Transcription  
This feature will display the text  of a voicemail that was left for a user. This service must 
properly be configured by your MX Administrator. Once configured, transcription is displayed as: 

 

2.7.2  Voicemail Greetings  
This menu is accessed by clicking the Greetings in the Voicemail screen. This screen is where 
you manage your greetings, name, and auto attendant greeting.  

 

You may select your personal voicemail greeting or if you are part of a call group you may 
select the call group greeting. 
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Recorded name ï This allows you to import, recor d, or delete a user name that is 
associated with your mailbox. 

Greetings ï This allows you to import, record, or delete a greeting that is associated 
with your mailbox. You may have up to 4 unique greetings associated with your 
mailbox. To make a greeting active, click the checkbox next to the desired greeting.  

Auto Attendant Greeting ï This allows you to import, record, or delete an auto attendant 
greeting that is associated with your mailbox.  
The MX auto attendant routes calls to system users. Prior to routing a call to your phone, the 
auto attendant can play your greeting, recorded name, or extension to the caller. The auto 
attendant greeting is the greeting played by the auto attendant to a caller prior to routing the 
caller to your extension. 
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2.8  Contacts S creen  
This is the screen where all the MX system contacts are located. This includes contacts in 
multiple locations if you are part of an MXnetwork. 

 

You can filter the contacts by locations when in an MXnetwork by clicking the Filter contacts 

icon . Select the desired locations you want to display. All the contacts from that location 
will be added to your contact list.  
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To add a contact as a buddy, highlight the desired contact and click the star icon on the desired 

contact:  . The icon will change to:     

You may sort Contacts by first name, last name, or presence by clicking the sort button:  

 

Contact Notes: 

ZAC introduces the approach of showing local contacts - both old MXIE buddies and contacts 
created in ZAC are displayed in Contacts | Personal screen. Only contacts that are mentioned as 
buddies (same as for MX contacts) are displayed in the Buddies screen. There is still the ability 
to un-buddy a contact from the Contacts screen. 

2.8.1  Adding Personal  Contacts  
¶ Click the More icon 
¶ Click the Add contact options icon: 
¶ Select Add contact 

 

 



 

Technical Publications  
 
 

 

Page 77 of 274 

June 2025  

ZAC 9.4  User Manual  

Revision 3 

 

¶ Enter the desired information and click Done when finished. 

2.8.2  Deleting Personal  contacts  

2.8.2.1  To delete a single contact:  
¶ Right mouse click on the contact. 

 

 

2.8.2.2  To delete multiple contacts  
¶ Select Delete from the More menu 
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¶ Select the individual contacts to be deleted.  
¶ Click Deleted Selected. 

 

¶ Click the confirmation button to delete.  
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2.8.2.3  Delete All Contacts  
¶ Select Delete from the More menu 

 

¶ Click Delete All. 

 

¶ Click Yes to delete. 
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2.8.3  Importing Contacts  
ZAC allows the importing of contacts into the Imported area of ZAC.  

 

Select Import contacts from the More menu.  

 

 

 

Navigate to the desired folder/file  

 

You may import vCard, .CSV, or MXIE local address book file types. 
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For the .csv import, the format should be as follows:  

 

NOTE: If a user sends a file via Chat that is a vCard type with a single contact, an 
"Add to contacts" item is available which will result in adding the vCard to Address 
Book.  

2.8.4  Macintosh Contacts  
You may enable support for native Macintosh contacts. In 
Settings>Application>Integration>Apple Contacts  

 

 

Click OK. 
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2.9  Parked Calls Screen  
This is the screen where calls that are parked can be managed. This area allows the users to 
place/retrieve calls that are in call park locations. 

To park a call, click the park icon while on a call:  
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 When a call is parked the screen will display: 

 

ID  ï The park slot ID 

Caller  ï The caller that was parked 

Parked by  ï The user who parked the call 

Duration  - Indicates the amount of time the call has been in park 

 

To retreive a parked call: 

Click the handset icon on the parked call. 

 

 

 

 

 

  



 

Technical Publications  
 
 

 

Page 84 of 274 

June 2025  

ZAC 9.4  User Manual  

Revision 3 

3 Groups  
This is the screen where the Chat Group function is accessed and managed. Chat Groups allow 
users to have group chat, group audio and video calls, file sharing and desktop screen sharing 
while in a group chat or group chat conference.  

Group members will receive notifications and can respond to any chats that come to the group. 
Any member of the group can send a message and all other members in the group will receive 
the message. 
Starting in ZAC 5.0+, group chat members can send files to other members as well as create an 
audio conference with members.  

You may filter Chat Groups by All, Managed by you, Private, Public. 

 

Public groups allow any user to join the group without requiring  approval. Private groups 
require the owner of the group to add members to the private group.  

3.1.1  To create a new group:  

Click   

¶ Enter the desired name of the group.  

Select the desired members by clicking on the member in the directory or typing their 
name. 
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¶ Check the box if the Group is to be a Public type group. By default, newly created 

groups are private. 

  

¶ Click  

3.1.2  To edit a group:  
Right click on the desired Chat group and select Info:  

 

Compact mode 



 

Technical Publications  
 
 

 

Page 86 of 274 

June 2025  

ZAC 9.4  User Manual  

Revision 3 

 

Full mode 

Select the desired option you wish to perform on the group.  

Rename(pencil icon)  ï Allows you to rename the group 

Make Public ï Changes the group from a private type to a public type.  

Change Owner ï You may transfer the ownership of groups you created to other users  

Mute Notifications ï This allows the user to mute popups and missed activity 
indications in the navigation panel. This can be useful for extremely active groups with a 
large number of messages exchanged. 

Add to Buddies ï This action will add the group to your buddy list.  

Create new grou p access ID  ï This allows the user to change the access ID that is 
associated with the group. 

Delete Group ï This action will delete the existing group. You will be prompted for a 
confirmation to delete.  
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3.1.3  To view/converse the group chat:  
¶ Open the desired Chat group by clicking on the group. The group chat screen will 

appear. 

  

You will see the most recent message threads. Type your text in the text box and press 

 to send or press ENTER key on the keyboard. 

 

 

In expanded mode, each group will open as a separate tab. You may pin the tab to keep 
it on the screen and move from tab to tab.  
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Group notifications will appear in non-focused tabs so you are aware of activity. 

 

3.1.4  To create an MXconference when in a group chat:  

3.1.4.1  Start conference  

While in the desired group, select  

 

 
Click the Start conference option. 

 
A conference call will begin. Your audio device will ring indicating a conference call. Answer the 
call to start the MXconference. 
A group text will be sent stating the conference call has started. When the call ends, a group 
text stating call ended is sent.  
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3.1.4.2  To create an MXconference by calling group participants first:  

While in the desired group, select  
 
Select the Call group memebers option. 

 
 

 
An MXconference is created and each participant is called by the MX system. 
When they answer, they will hear ñconnecting nowò and be placed into the MXconference. 

3.1.5  Invite external guest users  to Chat session  
This feature will allow you to send a link to an external guest and have them join the Chat 
session. Guest users may chat, participate in audio/video conferences, file share and screen 
share with group members. 

Click the Invite button in the Chat group session: 

 

 

Select Invite external participants by link: 
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Set an expiration time for the link (defau lt = 24 hours) and enter a password (optional).  

 

Click OK 

Note: The link is now copied into the clipboard.  

Paste the link into an e-mail and send the link to the external party:  
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3.1.6  External Guest operation  
When the external party clicks the link, they wil l receive an invite in their web browser . 

 

They enter their name, password (if configured)  and click Join the chat. 
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They can select their audio device (only computer audio is supported ). They may have to 
select some additional options based on the audio devices installed on their computer. 

¶ Main guest screen  
The external user will receive a web based Guest screen. This screen provides all the controls 
for the guest user to  collaborate with group members. 
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¶ Guest viewing a screen share  



 

Technical Publications  
 
 

 

Page 94 of 274 

June 2025  

ZAC 9.4  User Manual  

Revision 3 

 

Click Stop to end the viewing session. 

¶ Joining a conference call  

 

Click the Join call button. You will be placed into the MXconference with other members. 
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¶ Guest viewing video  

 

Click the video on/off button in the control menu to enable/disable the camera.  

¶ Guest r eceiving file share  
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¶ Guest sending a file  
Click the paperclip icon in the chat area. 

Navigate to the desired file and click open. The file is sent to all group members.  
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¶ Minimizing participant screen  
Click the X next to the group name /member list to hide the participants.  
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3.1.7  Screen Sharing  
You may share your screen with other group members in a Chat session (internal and external) 
or when you call a user. 
NOTE: You must be in expanded screen mode to utilize this feature.  

3.1.8  Chat session  
¶ While in the Chat group or user chat, click the share screen icon. Participantsô are 

notified that you started your screen share and will be viewing your screen.  
 

 

 
 
¶ Users in the Chat select the Join screen sharing session to view the presenterôs screen: 
¶ When you are finished sharing your screen, click the Stop button. Participantsô are 

notified that you stopped your screen share.  
 
Not that the screen share supports from one presenter to other members in the chat only.  
¶ Presenters cannot be changed 
¶ Screen sharing is a manual process, it may not be setup in advance or scheduled. 

 
External  user share 
 
Viewing ext user screen: 
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3.1.9  Spell check  
You may utilize a spell check while in user or group chat. 

Right click on the mis-spelled word and select a replacement: 
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3.1.10  Call session  
While on a call, click the Start screen sharing: 
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The user can click View Screen to view your screen. 

 

When you are finished, click the Stop icon to stop the screen sharing. 
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4 File Transfer  
File transfer can be used in private (user to user) and group chat sessions. File transfer allows 
you to send a file to another user /group members. Users can download or view the file after 
they accept the file from you.  

While in a Chat session with another user, select the Attach file icon in the  text box window.  

 

A file explorer window will open. Navigate to the desired file.  

 

You may utilize drag and drop the file to the chat window to send the file.  
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The user will receive the file. 

 

Right mouse click will display the option menu:  

Open  ï Opens the file in the native program.  

Show in folde r ï Displays the file in the Windows file explorer screen. 

Save as  ï Saves the file to the storage location the user chooses. 

4.1.1  Screenshot  
You may paste screenshots you captured to the clipboard into a user chat. 
After you capture the desired screenshot and while in a user chat, press CTRL-V(Windows) 
CMD-V(Macintosh) or right mouse click to display the context menu and select Paste. 
 

Note: File Transfer limits:  

System  Limit  

MX-SE, MX-E,MX-E+,MX-E++  10Mb  

MXvirtual 50Mb 

 
Note: File transfer in ZAC 8.0 is NOT compatible with previous versions of ZAC (7 
and below) as well as MX systems running 16.04 (and below).  

4.1.2  Recent Images/Files  
When you view a Buddy or Contact, you may display images/files you have shared with that 
contact. 
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Right click on the buddy/contact  
 
Click Files and Links 

 

 

A list of all shared files will appear. You may select to view either media, Links, or Files. 

You may open the Link in a browser or preview the link in this screen if the link is c apable of 
providing a preview. 

 

Click the more options icon to display additional options. 
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Open in browser  ï Opens the link in a web browser. 

Copy to clipboard  ï Copies the link to the clipboard. 

Show in conversation  ï Places the link in the conversation thread associated with the user. 

4.1.3  File/Link storage display  
You may view the amount of storage space in use and remaining for files and links fo r each 
user in the system. This may be done from compact or expanded mode. 

Compact mode: 

Right click the user and select files and links. 
Click the storage icon next to the Files and Links title. 
The storage space will be displayed. 
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5 Fax 
This area allows you to view, send and manage the faxes you have. 

5.1.1  View:  
You may view faxes in your inbox, sent, and Deleted tabs. 

Click Fax from the menu bar. 
Click the folder Inbox-Sent-Deleted 
Right mouse click on a fax to present options. 
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5.1.2  Bulk Fax operation  
You may mark faxes as read or delete using the quick action icons at the top of the fax list.  

 

Mark as read  ï 
To mark all faxes as read/unread click the faxes you want to mark and then click the 
Mark as read icon. 

Delete multiple or all faxes ï 
To delete multiple click the faxes you want to delete and then click the Delete icon.  

Click Yes to confirm the deletion in both cases. 
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5.1.3  Send  
Click Send to create a new fax. 

 

Enter the fax number to send to and press ENTER. 
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Attach the desired file. 

 

 

Note that only (.jpg, .jpeg, .png, .bmp, .tif, .tiff, and .PDF file types are supported).  

Select a fax cover page if desired from the list.  

 

 

Click Send 

You may also schedule a fax to be sent at a predetermined date/time.  

Click the Schedule checkbox. 

 

Enter the desired date/time and desired parameters. 
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Click Schedule. 

5.1.4  Fax receipt  
You may view a fax receipt after sending a fax that displays sender information, date, type, 
number of pages, and the fax result.  

Right click on a fax item 
Select Show Fax Receipt 

 

 The receipt information is presented in a separate window 
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5.1.5  Print to Fax (Windows only)  
 
The Zultys Fax Driver will be used to install a printer on your Windows PC. The Zultys Fax Driver 
will install a printer named Zultys Fax to your PC. This printer will be available from your 
applications to be used to send the document to ZAC as a properly formatted fax file . Before 
installing the Zultys Fax Driver, you must download the software from the MX system through 
the MX browser interface.  

¶ Close ZAC completely prior to install the FAX driver in Windows.  
¶ Open a browser on your PC (such as Firefox or Internet Explorer) and enter the IP 

address/domain name of your MX system. This accesses the MX landing page of the 
system (unless that access has been disabled by the system administrator). 

¶ Select the correct fax driver as shown below(32 or 64 bit). The browser downloads  the 
Zultys Fax Driver software. You may the then install the driver on your computer. Press 
the Next buttons until application is installed. At the end of the installation press the OK 
button to complete the installation of the Zultys Fax Driver.  

 
 
After selecting the appropriate driver, in this example we will use the Windows 64bit driver, 
double click on the downloaded file:  
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Click Next 

 

Choose a location, the default location is suggested, click Next 
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Click Next to confirm installation 

 

 

 

After installation a confirmation screen is presented. 
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¶ After installation of the fax driver, you must re -open ZAC. 
¶ To send a fax ZAC must be running. 
¶ After the installation is completed, the Zultys Fax printer will be added to your system 

printer as shown in below.  

 

5.1.6  Sending a fax from the Fax Driver:  
Ensure you have configured a MX interface to use the MX fax server to originate and terminate 
faxes.  

¶ The Zultys Fax will be available to all applications that support printing.  
¶ To fax a document, select the Zul tys Fax as shown using Microsoft Word to fax a word 

document.  



 

Technical Publications  
 
 

 

Page 116 of 274 

June 2025  

ZAC 9.4  User Manual  

Revision 3 

 
 

¶ After the document has been processed ZAC will notify you of additional steps required 
to send the fax as shown below.  
 

¶ The fax recipient, schedule, format, and confirmation steps to send t he fax are shown 
below. These steps are performed in sequence and are required to send the fax.  

Enter in the Fax number. You may type to locate contacts in the address book.  
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6 Conference  
This area allows you to schedule an MXconference as well as utilize an MX external guest link 
for external guests to join. In addition, you may utilize the MXmeeting application as well. 

 

6.1.1  Create a n audio conference:  
1. Click the conference icon. 
2. Click Schedule. 
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3. Enter the following information about the conference:  
Name  ï The name of the conference participants will see. 
Participant s ï You may select other MX users directly by clicking on the + icon. 
Check all conference participants and click Save. 
Note: Participants will be notified via ZAC of the conference. The conference will also 
be placed in their Outlook calendar. They click the Join option to enter the 
conference when it starts. There is no need to e-mail internal users the conference 
information.   

 
Date  ï The date the conference will commence. 
Time  ï The time the conference will commence. 
Duration ï The duration the conference will last.  
Type ï Select once, recurring, or ongoing. 
Password ï Enter a password for the conference. The default (empty) entry is no 
password required. 
MX Meeting  ï Select this option if MXmeeting will be utilized for collaboration. 
Leave None if MX collaboration (external Guests) is to be utilized for collaboration. 

4. Check if the conference is to end when the host leaves. The conference is ended and 
all parties are disconnected. 
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5. Click Save and invite  to save the conference and generate an Outlook e-mail 
invite. 

6. Click Save . This will save the conference. The conference should appear in the 
conference list: 

6.1.2  Creating a conference with MXmeeting collaboration  
1. Click the conference icon. 
2. Click Schedule. 

 

 
 

3. Enter the basic information as in the audio conference procedure. To add the 
MXmeeting collaboration functionality you will edit:  
MX Meeting  ï Select the interactive or seminar options if MXmeeting will be utilized 
for collaboration. 
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E-mail invitations sent with MXmeeting collaboration set will include the link to join the 
MXmeeting in the e-mail body: 
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6.1.3  Creating a conference with MX Guest user collaboration  
4. Click the conference icon. 
5. Click the options icon and select Schedule. 

 

 

Enter the basic information as in the audio conference procedure. Make sure MX Meeting is set 
to None. 

Click Save. 

¶ Generating and Adding guest link to conference invitation  
1. Click the desired conference from the list and select the more options icon. 

 
2. Select Info from the options menu.  
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3. If configured, click the Send email invitation button. An invitation will be created and 

the link associated with the conference is automatically inserted into the body of the 
e-mail. 
If this option is not configured (check wi th your administrator) you can 
manually insert the link as follows:  

4. Click Copy link. Enter the expiration time and optional password.  Click OK. 

 
5. Click Copy link. The link is copied to your clipboard. 
6. Click Send e-mail invitation. An e-mail invitation is created and displayed. 
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7. If an external Guest link is to be included Paste the link into the e -mail invitation. 
Send to all participants. 
Note: There is no need to include internal participants in the e -mail. 
Internal participants are notified and can join the conference without the 
need for access codes.  
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6.1.4  Starting and conference options  
1. Click the start button or the options menu and select start to start the conference.  

 

 
Start ï Starts the conference call by accessing MXconference, enable Guest users to 
join, start MXmeeting if configured.  
 
Edit ï It is recommended to be in Expanded mode when choosing the Edit option.  

 
 
Change owner ï Allows designation of another participant to be the owner of the 
conference. Check the desired participant from the list and click Save. 
Delete ï Remove the conference from the list and the MX system. MX will prompt 
for confirmation.  
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6.1.5  Host options  
By displaying the Participants in a conference, the host has access to muting/unmuting all or 
individual participants. The host can also disconnect a user  
Active indicates the quantity and individual user who is active in the conference.  
Not Active indicates invited users who have not joined the active conference. 

 

6.1.6  Conference description  
When a conference is started, a description form will be displayed that provides conference 
information 

 

You can remove the form by clicking the X. 
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6.1.7 MAC Calendar Integration  

1. Open System Settings  
2. Click on Internet Accounts  
3. Click on Microsoft Exchange  

 

1. Enter the name and Zultys email address 

1.  

 

2. Check the boxes for Mail  and Calendars . The others are optional.  
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1.  

 

3. Open the Macintosh Calendar application  
4. Open Settings é 
5. Leave the Default calendar app  (A): as Calendar  (this is the built -in calendar 

app on the Mac.) 

7. Set the Default Calendar (B) : to your Exchange Calendar  from the popup menu.  

8.  
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Once this is done, the Mail  and Calendar  apps will have the Outlook/Exchange  account 
info. The user can choose to use them or just ignore them and use Outlook . 

6.1.8  Adding scheduled conferences to Mac calendar  

To add scheduled conferences to the Mac calendar perform the following configuration steps. 
These instructions assume the integration is with the Microsoft Exchange calendar system. The 
Zultys integration can also work with iCloud, Google G-Suite, etc. 

¶ Open System Preferences  
¶ Click on Internet Accounts  
¶ Click on Microsoft Exchange  (or select Google, iCloud, etc.)  

1. Enter your name and email address 

¶ Open the Macintosh Calendar application  

¶ Open Preferences...  

Leave the Default calendar app  (A): as Calendar  (this is the b uilt-in calendar app on the 
Mac.) 

¶ Set the Default Calendar (B) : to the target Calendar  from the popup menu.  The 
default value is probably the iCloud calendar. Match the calendar name in the calendar 
application (Microsoft Exchange, iCloud, Google, etc.) 
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6.2  ZAC 
When the user schedules a conference in ZAC, click the Save  button - not the Save and 
Invite  link. The Save and Invite  does something different which isnôt as useful on the Mac 
like it is on Windows. It will add a vCAL file.  

The scheduled conference will show up on the Outlook calendar automatically in a few seconds. 
The user will then open the calendar event itself and invite attendees as normal.  

 

 

The screen will remain until the X icon is selected. 
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7 Notifications  
The notification area indicates new/current/missed activity in the specific areas of the program. 
This provides an indication to the user that that area has had activity.  
If a specific area has activity, a notification will be presented indicating the total amount of 
activity for th at area. Clicking on that area will reset the activity notification.  

Note: Park notifications were removed in 18.0.4.  

Activity notifications apply to the following areas in the program:  

¶ Recents 
¶ Dial 
¶ Voicemail 
¶ Groups 
¶ Fax 
¶ Conference 
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Notifications are displayed by the filter selected within an area. For example, in Recents you can 
filter by All, Calls, Messages. If you have the Messages filter selected, the notification screen will 
display notifications for messages. If the Calls filter is selected, notification will display 
notifications for calls only. 
This functionality applies to all areas where filters are provided.  

Notifications may also appear when in expanded mode. If there is activity, the tab associated 
with that activity will display a notificatio n if it is not in focus at the time of the notification 
event. 
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7.1  System Tray and Taskbar Options:  
A user may access certain features of the program directly from the System Tray or taskbar. 
Features that can be accessed from the taskbar are: 

¶ Presence state(System Tray only)  
¶ Presence note(System Tray only)  
¶ Log out 
¶ Open 
¶ Exit 

 

Right click on the ZAC icon in the system tray: 

 

Click Presence and select the desired presence. You may also add a presence note. 

 

The icon will change to reflect the current presen ce status (on the phone shown)  

Windows 
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Macintosh 

You may mouse over the icon to display user name, MX system, and presence state 
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8 Guest Users  ï External Collaboration  
The Guest user feature allows MX users and MX group hosts to send a link to an external party 
so they may collaborate with MX users/groups. Guest users may chat, participate in audio/video 
conferences, file share and screen share with group members. Guests may also call hosts 
directly and vice versa. 
Note: The Guest user feature requires configuration on the MX system. Users will 
not have access to the invite by external link feature if the MX is not properly 
configured. Check with your Administrator.  

8.1  Guest users (invite external party)  
You may invite an external party to a user Chat session. To do this: 

¶ Click your name to present the My Info screen:  

 

¶ Click Invite external participants to private chat by link. to chat by link option.  
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Enter an expiration time (default=24 hours) and password (optional).  
Click OK. 

The link will be copied to the clipboard. Send the link to the external participant (email/SMS, 
etc.). 

When they enter (and leave) a session you will receive a popup notification and chat area 
notification. 

 

You will also see notifications/events in the Recent area. 
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Chat area 
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Guest user view 
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You may converse in the chat area with the external user:  

 

 

Guest 
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8.1.1  Guest calling host  
The guest may click the handset icon to place a call to the MX user.
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ZAC view of guest call in progress 

8.1.2  Host calling Guest  
The MX user may click the handset icon or dial the extension number assigned to the guest to 
place a call to the guest. 












































































































































































































































































