
 
 

 
 

Tell Me When 
The following will give you step-by-step instructions to utilize the Tell Me When feature. This 

feature will allow you to set the system to tell you when a contact’s phone is available or 
when their presence is available. You may then have the system notify you, send an email 

to you, or initiate a call between you and the contact. 
 
Tell Me When: Contact’s Phone is Available 
Use this option when you see your contact is on the phone. You will then be able to have the system 
tell you when their phone line is available.  

 
1. In your Contacts List, find the contact you would like to connect with, but is currently on the 

phone. This is indicated by the handset being yellow next to their name.  

 
 

2. Highlight the users name, by checking the box next to their name.  

 
 

3. Click the two arrows at the top and select Set Tell Me When. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

4. When the Tell Me When box appears, select Voice Availability from the When drop down 
box. 

 
 

5. Select Place a Call from the Action drop down box.  

 
 

6. Choose a time for the Tell Me When to expire in the Expires in drop down box. Click OK. 

 
 
 
 
 
 



 
 

 
 

7. You will confirm the Tell Me When is set, as the icon next to your contacts name will now have 
a clock next to it.  

 
 

8. Once your contact is available, the system will generate a call to your phone or selected 
device. Your caller ID will state: CTI Assisted and the contacts number. Simply answer your 
phone and wait for your contact to pick up the call. You will now be connected. 

 
Tell Me When: Presence is Available 
Use this option if your contact’s presence is not available and you would like the system to notify you 
when they are available.  
 

1. Repeat steps 1-3 above.  
2. When the Tell Me When box appears, select Presence Availability in the When drop down 

box.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

3. Select Notify via screen pop-up from the Action drop down box. 

 
 

4. Choose a time for the Tell Me When to expire in the Expires in drop down box. Click OK. 

 
 

5. You will receive a screen notification when your contacts presence becomes available. From 
this box, you will be able to IM, Email, or Initiate a Call to this contact.  

 
  


