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1 About this Document

This document is a guide to the operation, administration, and maintenance of the NewLync

Collaboration Platform for PC and Mobile. The document describes in detail the various

management functions of the platform, including instant messaging, calls, conference

management, contact management, etc., as well as the recommended configurations of the

system and devices, installation and registration steps, initial configurations and user rights

management. Through this manual, administrators will learn how to carry out the daily

operation, function setting and security configuration of the platform to effectively manage and

maintain the system to ensure its continuous and stable operation.

1.1 Notation

Item

Definition

Clarification E]]

Explanatory text, indicating additions and explanations to the main text.

Y

Note

Note

Attention text, which indicates that the user is reminded of some

important operation or guarded against potential dangers.

Warning A

Alert-type text that indicates a potential risk that, if not avoided, could

result in damage.

1.2 Amendment Record

Document
Dates Rrevision
version
V1.0.0 2025-4-16 Full version
Vv2.0.0 2026-06-05 Add content related to NewLync VoiceAl.
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5 NewLync Collaboration Platform PC & Mobile Operation,
Administration and Maintenance Guide

This guide describes in detail how to operate, manage and maintain the NewLync Collaboration
Office platform on PC and mobile. The content includes an overview of the platform, an
introduction to its features (Instant messaging, conference management, etc.), system and
equipment requirements, installation and registration, and initial configuration for PC and

mobile.

2.1 NewLync Collaboration Platform Overview

NewLync collaborative office platform is an efficient and comprehensive collaborative office
solution. The platform integrates instant messaging, audio and video conferencing, file sharing,
and team collaboration, and is designed to improve communication efficiency and collaboration
within the organization. Whether on PC or mobile, NewLync provides users with a consistent
and smooth experience, helping organizations achieve efficient collaboration and

communication.

2.2 Function

The NewLync Collaboration Office Platform integrates a wide range of features to support users
to communicate and collaborate efficiently in different scenarios.

A Y

Note

To ensure optimal use of the NewlLync Collaboration Office platform, users can access the
Settings menu via the avatar in the upper left corner to perform the necessary configuration
and management operations. This includes features such as inviting new members, creating
new departments, managing backend settings and logging out. For detailed procedures, see

"2.5 PC initialization configuration" section or “2.6 Mobile Initialization Configuration" section.
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2.2.1 Instant Messaging (IM)

Instant Messaging is the core function of NewLync collaborative office platform, providing real-
time text, pictures, files and other types of messages to send and receive, supporting a variety
of formats and attachment types, to meet the communication needs of different scenarios. The

feature also includes enhancements such as self-deleting messages and emoji insertion.

In terms of voice messaging, NewLync supports not only the regular voice message recording
and sending functions, but also unlimited voice messages. This means that users can record
and send voice content of any length to meet the needs of scenarios that require prolonged

communication, providing a more flexible and comprehensive voice communication experience.

2.2.1.1 Send Text Message (PC)

Users can send and receive text messages through the chat interface of the NewlLync

Collaboration Office platform. This feature supports the following formats and functions:

1 © Emoticons: Insert emoticons in the message to enrich the expression.

1 ®Self—deleting messages: Set messages to be automatically deleted after a specified
time, applicable to sensitive information. Choose from 10 seconds, 5 minutes, 1 hour, 1 day,

1 week or 4 weeks’ time options.

1 bJd Add Picture: Users can insert pictures in the chat, support JPEG, PNG and other formats.

1 (9 Add Files: Users can send and receive files in chat, supporting multiple file formats.

1 > Greeting: Users can send greeting messages to get the other person's attention and
make a quick connection.

1 Real-time roaming synchronization of messages: NewlLync Collaboration Platform
supports real-time roaming synchronization of messages, ensuring that users' chat records
and message contents are always consistent across multiple devices. When a user sends,
receives or edits a message on one device, these actions are synchronized in real-time to

all logged-in devices, ensuring seamless messaging.
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Messages ® e zZjiist

File Assistant

@ Yesterday 1:34 PM

e hello
Q ZjMist

e R Zjllliz Incoming |

hi@’

@ Recent messages YE Type a message @ ’@ @ D :::

Send Text Message_PC

2.2.1.2 Sending Text Messages (Mobile)

On mobile devices, users can send and receive text messages through the chat interface of the
NewLync Collaboration Office platform. The Instant Messaging feature for mobile includes the

following options:

1 © Emoticons: Insert emoticons in the message to enrich the expression.

1 ®Self—deleting messages: Set messages to be automatically deleted after a specified
time, applicable to sensitive information. Choose from 10 seconds, 5 minutes, 1 hour, 1 day,
1 week or 4 weeks time options.
1 EJAdd Picture: Users can insert pictures in the chat, support JPEG, PNG and other formats.
1 Instant photo and video recording: Users can take photos or videos directly from the
chat interface and send them to their contacts.
1  Select from Albums: Users can select pictures or videos from albums to send to
contacts. In the Albums screen, users can also browse recent photos, sort by time, and
select photos or videos taken in "Large files" or "This week".

1  Edit Picture: After selecting a picture, users can use the "Brush", "Add Emoji" and
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il

"Write" functions to edit the picture, increasing the interactivity and richness of

expression.

@ Function: Users can use the @ symbol to mention specific members in a message to

remind each other to check the message.

. Paintbrush function (whiteboard function): Users can draw images directly on the chat
interface and send them as messages to their contacts. The brush feature not only
supports creative expression or annotation using different colors and strokes, but also
serves as a whiteboard tool for real-time collaboration. In addition, users can add
emoticons and text to the drawing interface to enrich the image content, which is suitable
for scenarios such as teleconferencing and team collaboration.

O Voice Messaging: Users can record and send voice messages for scenarios where
information needs to be communicated quickly.

©1Video Messaging: Users can record and send short videos for messages that need to be

expressed visually.

“i Greeting: Users can send greeting messages to get the other person's attention and

make a quick connection.

@ Add Files: Users can send and receive files in chat, supporting multiple file formats. In
the file browsing interface, users can select pictures, audio, video and documents, and can
sort them by time.

& Location Sharing: Users can share their geographic location in real time, making it easy
for team members to know each other's location.

&4 Sending Business Cards: Users can send business cards and share information about
their contacts through the chat interface.

Real-time roaming synchronization of messages: NewlLync Collaboration Platform
supports real-time roaming synchronization of messages, ensuring that users' chat records
and message contents are always consistent across multiple devices. When a user sends,
receives or edits a message on mobile, these actions are synchronized in real-time to all

logged-in devices, ensuring seamless messaging.
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Send Text Message_Mobile

2.2.1.3 View Contact Details (PC)

In the instant messaging interface on the PC, users can click on the three dot buttons in the

upper right to view detailed information, including:

1  Email: Displays the contact's email address for easy email communication.
1  Phone and Extension Number: The contact's phone number and internal extension number.
1 Department and Position: Information about the department and position to which the

contact belongs.

Click on the "Chat History" button in the contact details to view all chats, files, pictures and

videos with the contact.

8

Note

This feature is only available in the instant messaging interface on the PC, the mobile instant

messaging interface does not include this feature.
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2.2.1.4 View Chat Details (Mobile)

In the mobile instant messaging interface, clicking on a contact's name brings up a details

screen. In this screen, the user can perform the following operations:

1 Notification Settings: Users can manage the notification options for this chat session,
including Receive All, Mention & Reply Only, or Receive No Notifications.

7 Close Session: Closes the current chat session and provides the option to resume the
session.

1  Add to Favorites: Add chat sessions to favorites for quick access and remove favorites.

1  Move to: Move the session to another location. Users can choose to move the session to a
specific category and support removing the category.

1 Delete Session: Delete the current chat session, the system will prompt that the delete

operation will clear the session history on all devices.

Details

View Chat Details_Mobile

Y
Note

There are differences in functionality implementation between mobile and PC. Chat details are

viewed by clicking on a contact's name in the mobile IM interface, while on the PC, contact
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details are viewed by clicking on the three-dot button in the upper right. These two methods
differ in operation and function, so please select the appropriate operation method according

to the equipment used.

2.2.1.5 Search Chat Transcripts (PC)

NewLync Collaboration Office provides a powerful search function that allows users to search

chats by keywords and find the information they need conveniently. Specific features include:

1 Keyword Search: Users can enter keywords to find related chats and quickly locate the
desired information.

1  Categorized View: Users can view chats, files, pictures and videos by category.

1 File Download: In the search results, users can directly download the sent and received

files for easy management and use.

I Messages O] e Zjist X
e LEo
. Rlise X
L& 0 File Assistant ik
Q
- Me ige Files Pictures and videos
.- —_—
- Links

Zjillist

e
o

Chat Log Search_PC

2.2.1.6 Search Chat Logs (Mobile)

In the Instant Messaging interface on mobile, users can use the search function to find chats:

1  Keyword Search: Users can enter keywords in the search box to find specific chats, helping

users quickly find the conversations they need.
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Search

hello

hellow

Chat Log Search_Mobile

2.2.1.7 Call and Interactive Functions (PC)

In the Instant Messaging interface on the PC, users can use the following features to manage

and interact with each other:

1  © Video Call: Click the video call icon at the top right of the interface to initiate a video
call and communicate with the other party face-to-face.

7 < Make a call: Click on the phone icon to make a call to a contact's phone number,
including extension and cell phone numbers.

i Dialing an extension: Users can dial the extension number of a contact for a voice call

through the instant messaging interface.

1 QDiaIing a cell phone number: Users can directly dial a contact's cell phone number to

make a call through the instant messaging interface.
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2.2.1.8 Calls and Interactive Features (mobile)

In the Instant Messaging interface on mobile, users can use the following features to make calls

and interact with each other:

1  © Video Call: By clicking on the video icon at the top right of the interface, users can
initiate a video call and communicate with each other face-to-face.
1 Make a call: clicking on the phone icon, users can dial the contact's phone number,

including extension and cell phone numbers

2.2.1.9 Message Operation Function (PC)

On the PC side of the NewLync Collaboration Office platform, users can perform the following

actions on instant messages for easy management and interaction:

71  Like: Users can like the content of the message to indicate approval or agreement.

1  Edit: Users can edit their sent messages to make content corrections or updates.

1  Reply: Users can quote the content of previous messages to reply, making it easy to clearly
respond to specific historical messages.

1  Copy: Users can copy the content of a message to paste and use it in other conversations
or applications.

M1 Delete:

1 Delete in My Device Only: Users can choose to delete messages only on the current
device, which will not affect the display of messages on other devices.
1 Delete in all places: The user has the option to delete the message, which will clear the

message on all devices.
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oi Like
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PC message operation function interface

2.2.1.10 Message Operation Function (Mobile)

On the mobile side of the NewLync Collaboration Office platform, users can perform the
following actions on instant messages to enhance the flexibility of information processing and

interaction:

1  Copy: Users can copy the content of a message to paste and use it in other conversations
or applications.

1 Modify: Users can modify the messages they send to ensure the accuracy of the
information.

1  Likes: Users can express their approval or likes to the message to enhance the interactivity.

1 Reply: Users can quote the content of previous messages to reply, facilitating clear
responses to specific historical messages.

1 Sharing: Users can share the content of the message through other applications or
platforms to expand the scope of information dissemination.

1 Delete: Users can choose to "Delete only in My Device" or "Delete everywhere" their sent

messages to clean up the conversation or correct errors.
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Mobile message operation function interface

2.2.2 Create and Manage Group Chats (PC)
The PC side of the NewlLync Collaboration Office Platform provides powerful group chat

functionality that supports users to create and manage group chats for efficient collaboration

among team members. This feature includes:

1 Create Groups: Users can select multiple contacts to create group chats for easy team

discussion and collaboration.
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Create group

Up to 500 people can join a group conversation

Read receipts Q

When this is on, people can see when their messages in this
conversaton are read

Create Group_PC

1  Voice Conference: Users can initiate a voice conference for real-time voice communication
with multiple contacts. Click the "Voice Conference" button and select the contacts you
want to join the conference.

1 Video Conferencing: Users can initiate a video conference to meet face-to-face with
multiple contacts. Click on the "Video Conference" button and select the contacts you want
to join the conference.

1 Invite: Users can invite new contacts to join the platform through the "Invite" button to
expand the scope of communication.

1 Manage Group Chats: Users can manage existing group chats, including viewing group

chat members, adding new members and exiting group chats. Specifically included:

1 View and Manage Group Chat Members: Users can view all the members' information
in the group chat, including members' avatars, names, and so on. Click on the list of
members on the right side of the group chat window to view the details. Administrators
can add or remove group chat members, update group settings and change member

roles by clicking on the "Admin" option next to the member's name.
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Manage Group Chat Members_PC

1 Add New Member: Users can add new members to an existing group chat to expand
the participation of the group chat. Click the "Add Member" button to select the contact
you want to add, or create a link to invite an external contact to join the group chat.

1 Exit and Remove Group Chat: Users can exit from the current group chat and stop
receiving messages from that group chat. Click on the "Exit Group Chat" option in the

Group Chat Settings to exit the current group chat.

1  Setting Options: Users can make some basic settings in the group chat settings, such as

message no-disturb, read receipt, etc. Specific setup options include:

1 Message Do Not Disturb: Users can set whether to receive all message notifications for
this group chat.

1 Burn After Reading: Set messages to be automatically destroyed after being read to
protect privacy.

1 Read receipts: When this feature is enabled, other members can see when the user's

messages in this conversation have been read.

1 Mute Conversation: Users can choose to mute a conversation to avoid receiving

notifications for that conversation, for situations where you don't want to be disturbed

Document Version 02 Copyright © New Rock Technologies, Inc



NewLync Teams Collaboration Platform_PC & Mobile APP
Operation, Administration and Maintenance Guide Function

but don't want to exit the group chat.

1 Close Session: Closes the current chat session and provides the option to resume the
session.

1 Add to Favorites: Add chat sessions to favorites for quick access and remove favorites.

1 Move to: Move the session to another location. Users can choose to move the session
to a specific category and support removing the category.

1 Delete Session: Delete the current chat session, the system will prompt that the delete

operation will clear the session history on all devices.

1 View and Manage Files: Users can click the "Files" button to view all the files and pictures
shared in the group chat, making it easy to quickly find and manage the shared resources
in the group.

1  Guest Options: Users can allow visitors from outside the team to join the group chat by

enabling guest options. By creating links, anyone with a link can join the conversation.

2.2.3 Create and Manage Group Chats (Mobile)

NewLync Collaboration Office provides a powerful group chat feature that supports users to
create and manage group chats for efficient collaboration among team members. This feature

includes:

1 Create Groups: Users can select multiple contacts to create group chats for easy team

discussion and collaboration.
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Create group

Create Group_Mobile

1  Voice Conference: Users can initiate a voice conference for real-time voice communication
with multiple contacts. Click the "Voice Conference" button and select the contacts you
want to join the conference.

1 Video Conferencing: Users can initiate a video conference to meet face-to-face with
multiple contacts. Click on the "Video Conference" button and select the contacts you want
to join the conference.

1 Invite: Users can invite new contacts to join the platform through the "Invite" button to
expand the scope of communication.

1  Swipe: Users can use the mobile "swipe" feature to quickly scan a QR code to join a team,

add an OM device, or log into the NewLync admin backend.

1 Manage Group Chats: Users can manage existing group chats, including viewing group
chat members, adding new members, and exiting group chats.

1  View and Manage Group Chat Members: Users can view all the members' information

in the group chat, including members' avatars, names, and so on. Click on the list of

members on the right side of the group chat window to view the details.
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Add New Member: Users can add new members to an existing group chat to expand
the participation of the group chat. Select the contact you want to add by using the
"Add Member" button on the right side of the group chat window.

Exit and Remove Group Chat: Users can exit from the current group chat and stop
receiving messages from that group chat.

Settings Options: Set whether to receive notifications for all messages from this group
chat, set messages to be automatically destroyed after being read, enable read
receipts feature, close the current chat session and provide an option to resume the
session, add the chat session to favorites and remove favorites, move the session to a
different location and remove the category, delete the current chat session and

prompt to clear the session history on all devices.

2.2.4 View and Manage Chat Sessions (PC & Mobile)

NewLync Collaboration Office provides convenient session management features to help users

efficiently manage and view chat logs. This feature includes:

1  Filter: Click the "Filter" icon on the chat interface to filter and sort the chat records, and

quickly find the desired conversations according to different conditions.

) HE Do
Messages ® ZB g B o©
=" 2 N You started the conversation
File Assistant ﬁﬁg

B Youinvite zjiflizt joined the

e Zjillhf, group chat

© Read receipts are on

() Recent messages
@ My groups

(O History

Type a message @ @ ] :::

Chat Filter_PC
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1  Current Session: Users can view the current chat session in "Current Session" and follow
up the conversation in real time.

1  History Session: Users can view past chats through "History Session", which makes it easy
to find and review previous conversations.

1 My Groups: Users can also manage and view the groups they have joined in "My Groups",

which facilitates communication and collaboration within the groups.

2.2.5 Call Feature

The NewlLync Collaboration Office Platform provides powerful calling features that support
users to make voice and video calls, facilitating efficient communication between users. Below

is a detailed description of the call feature:

2.2.5.1 Speed Dialing (PC-based)

The NewLync Collaborative Workplace's speed dial feature allows users to make calls quickly

by entering a phone number or extension. This function supports the following features:

1  Make a phone call: Support users to quickly enter a number to make a phone call.
1  Make avideo call: supports users to quickly enter a number to make a video call. Video call
scenarios include:

1  PC to Mobile: Users can make video calls to contacts using the NewLync Mobile App
by speed dialing from the PC. This scenario is suitable for maintaining video
communication via mobile devices while on the go or working remotely to ensure
continuity of work collaboration.

1 PC to Video Phones: Users can make video calls to in-house video phones via PC
speed dialing. This scenario is suitable for formal meetings and communications in
the office using video phones to ensure audio and video quality for formal occasions
such as conference rooms.

1  PCto 5G Android phone: Supports initiating video calls directly from PC to 5G Android
phone. In order to realize this feature, the phone needs to meet the following

conditions:
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d 5G SIM card: The phone must be inserted with a SIM card that supports 5G
networks to ensure high speed and stability of video calls.

d  Android: The phone needs to be running the Android operating system to ensure
compatibility with the NewLync platform and to be able to receive video calls
without problems.

d Video call feature support: The phone's carrier needs to be enabled for video calls.

This service acts as a video channel connecting the NewLync PC side to the cell

phone, ensuring call quality and connection stability.

Calls Speed dial

R Speed dial

@ call history

Enter number

1 2 3
4 5 6 no data
7 8 9
* 0 #

PC speed dialing interface

In addition, the following features are available on the speed dial contact card:

1  Chat: Direct access to a contact's chat screen.
1  Answer and dial extension numbers: to facilitate answering or dialing extension numbers.

1 Remove from Speed Dial: Remove contacts you no longer need from your speed dial list.
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53 Calls Call history Record history
B R Speed dial
Name Type Duration Date
Q Call history N
e Zjillhs, Missed Call Not C ot
Q& Call Back
Enter number .
e Fig217) Missed Call NotConnec (5 chat
;: 1 2 3 . ®  Addto speed dial
e Fim217) Outgoing Not Connect
@ e EEE (225
E3E(225) Missed Call Not Connected Dec 31, 11:19 AM
4 5 6
e Fig(217) Outgoing Not Connected ~ Dec 31, 11:18 AM
7 8 9
e BEE(225) Outgoing Not Connected ~ Dec 31, 11:18 AM
* 0 # e B¥E(225) Missed Call Not Connected  Dec 31, 10:34 AM
e BE5(225) Missed Call Not Connected ~ Dec 31, 10:33 AM
&N o @ s )
B (225) Outgoing Not Connected  Dec 31, 10:33 AM

PC call record interface

2.2.5.2 Speed Dialing (Mobile)

The NewLync Collaboration Office Platform provides a simple and efficient dialing feature on
the mobile side, making it easy for users to quickly initiate voice or video calls in mobile office
scenarios. Below is a detailed description of the mobile dialing feature:

1. Access dialing function

Users can access the dialing interface by clicking the dialing button in the "Call" tab. In this

screen, the user can enter the phone number or extension number to be dialed.

1 2 3
4 5 6
7 8 9
* 0 #

Dialing Interface_Mobile

Document Version 02 Copyright © New Rock Technologies, Inc



NewLync Teams Collaboration Platform_PC & Mobile APP
Operation, Administration and Maintenance Guide Function

2.Initiate a call directly through a contact
Users can quickly initiate a call by directly clicking on a contact's name in the call log and

selecting the voice or video call button from the pop-up options.

©

Quickly initiate a call interface

Figure 15: Demonstrates the voice and video call buttons that appear when you click on a contact
3. Enter the number and initiate the call
In the dialing interface, the user can use the numeric keypad to enter the target phone number
or extension number. When you are done entering, click the Dial button to initiate the call.
4. Bound extension number
If you want to bind a mobile device to a specific extension, you can enter the extension number
and select the corresponding OM device in the "Bind Extension" screen. After completing the
binding, users can receive calls from extensions via mobile.
5. Select a contact
Users can also select a target contact to call directly from the contact list by clicking the
Contacts icon in the dialing interface. This feature simplifies the calling process, especially in

scenarios where specific people need to be contacted frequently.
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2.2.5.3 Call Logs (PC & Mobile Client)

The call log feature of the NewLync collaborative office platform enables users to manage and
review historical call records for quick retrieval and reference of past call details. Key features

are specified as below:

1  View Call Logs: Users can browse full historical call data containing call time, call duration,
call status as well as the caller/callee’s phone number or display name. Call logs are
categorized into three types:

1  Outgoing Calls: Calls initiated by users with recorded duration and the destination
contact’s number or name; failed outbound calls show a call duration of 0 seconds.

1 Incoming Calls: Inbound calls from external contacts, with logged call duration and
the caller’'s number or name.

1  Missed Calls: Unanswered incoming calls, marked with the incoming timestamp and
the caller’s phone number or name

1  Call Status: Every entry is tagged with a call result status (Answered / Unanswered) to
clarify the outcome of each call.

1 Redial Function: Supports one-tap instant redial to historical contacts for convenient

follow-up communications.

fr— . - BEs . i
I Calls BECR RECR HBIFS AgentRE |
9 Name Type Duration Date
Speed dial
2 L% > . -
‘. " nur 34567 Qutgoing Not Connected Apr 28, 5:55 PM
n @ Callhistory 5 e chenhaibo Not Connected Jan 30, 2:22 PM
View history calls
[ O
- chenhaibo Missed C Not Connected Jan 29, 6:03 PM
c\- Enter number (€3]
2l e chenhaibo Missed Ca Not Connected Jan 29, 5:58 PM
1 2 3
chenhaibo Missed Cz Not Connected Jan 29, 11:48 AM
4 f e 95803(95803) Outgeing Not Connected Dec 16, 5:15 PM
e 9988#95803(9988#95803) Outgoing 00:33 Dec 16, 5:02 PM
7 9
e 95668(95668) Outgeing Not Connected Nov 3, 4:57 PM
" e 95666(95666) Outgeing 00:50 Nov 3, 9:30 AM
N
S M cccciceom U

Call Logs - PC Client
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@ B ®

a 34567
<
e chenhaibo
@ Missed 0 second

g% chenhaibo

3
» & Missed 0second

@ chenhaibo
% Missed 0 second

e chenhaibo
S Missed 0 second

) 95803(95803)
| = ¥

@ 9988#95803
<

, 95668(95668)
@

8 96666(95666) e
A3

Call Recordings_Mobile

2.2.5.4 Call Recordings (PC & Mobile)

Users can check saved call recordings via the "Call Recordings" feature, which supports online

playback and audio management.

5 Calls WEIR REER HBERT T AgentRE T
B 2026-05-29 2026-06-05
Speed dial
Q . Speed dial common numbe 2
Recording duration
Type Number Date {seconds) Operation
Call history
e >
View history calls
.-
-
Qi Enter number €3
1 2 3
4 5 6
7 8 9
Type: - Number: -
0 # M ® M| D100 =0
N : 00:00 00:00

Call Recordings_PC
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1

< Recording Record List Loop

o~

In the past 7 days ~

Call Recordings_Mobile

Date Filter: Allows selecting a start and end date to filter recordings within a specific
time period.

Number Search: The search box supports a "Search Number" feature, allowing users to
enter a specific phone number to find records.

Reset Button: Click [Reset] to clear all current filter criteria with one click.

Record List Area: The central section displays the recording data list, which includes the

following fields:

= == =2 =4 =

Type: Indicates the call attribute (e.g., Inbound/Outbound).

Number: The corresponding phone number of the call.

Date: The exact date and time when the call occurred.

Duration (s): The total duration of the recording file (in seconds).

Actions: Management options for individual recordings, supporting playback, adding
to the playlist, and downloading.

Bottom Playback Control Bar: When a recording is being played, the control bar at the
bottom is activated. It displays the "Type" and "Number" of the currently playing
recording and provides controls such as a progress bar, play/pause, fast forward/rewind,

volume adjustment, and a playlist view.
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2.2.5.5 Team Recordings (PC)

This feature allows enterprise administrators to centrally monitor, retrieve, and analyze the

call recordings of their team members, while leveraging Al text-based quality inspection to

quickly capture key conversation insights.

o . Papp— i1 . o HES
Calls WECR REICR RRRS AgentRE |
ft
v
20260529 - 2026-08-05 AR 1
Speed dial
i -F >
Recording
. BRE Caller ID Called ID Date duration Operation
Call hist
Py .a |s-ory 5 (seconds)
View history calls
2026-06-05
il 17721 469 00:01:22 L Recording analysis
17:24:54
Enter number &
Transcripts Al Amalysis
1 2 3 - —
Customer Service: Emotion Satisfactio
B, 8, (R, W, BSIDBRREER—RN, U8, i, B, A—aEk value "
4 9 6 MXBTBONI—&IRENETF—MNE0, FrRINREEME. SO 85 Points
Customer Servil

W, %2, U, 0, SRR E=AN—IPEXIEN, R
8 9 @i, 0E, OQYES , SRIGHEIBA, WB, PBXIXNE,

Customer Service:

Type: - Number: -
- ’ W ® M| Do =0
00:00 00:00

POVINVIR,  TATEGSEEINAN, G, CFXEDN |, T KT TR ST

Team Recordings_PC
Business Type Switch: In the top right corner, users can switch between [Call Recordings] and
[Voicemail] views.
Filter & Search Area: Supports filtering by "Date Range" and precise retrieval by entering a
"Phone Number". Click [Reset] to clear all active criteria.
Member Record List: Displays detailed call logs of team members, including the following
core fields:
1 Username: The name of the internal team member involved in the call.
1 Caller / Callee: Clearly displays the specific phone numbers of the outgoing party
(Caller) and incoming party (Callee).
1 Date: The exact timestamp when the call was established.
f Duration (s): The total length of the call recording.
1 Actions & Al Analysis: Provides basic audio operations and access to advanced Al
insights.
Al Recording Analysis Panel: Click the [Recording Analysis] dropdown on the right side of any

record to expand this panel, which includes:
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1 Transcription: The system automatically recognizes and transcribes the call recording

into text dialogues, accurately distinguishing speaker roles between "Agent" and

"Customer™ for rapid skimming without listening.

1 Summary: The right side displays an Al-extracted summary or key takeaways of the

current recording.

Bottom Global Player: Once playback begins, the bottom control bar dynamically displays the

"Type" and "Number" of the active audio, supporting progress dragging, volume adjustment,

and playlist management.

2.2.5.6 Agent Recordings (PC)

Designed specifically for enterprise administrators, the Agent Recordings feature allows

admins to comprehensively review call recordings between customers and Al assistants. By

leveraging multi-dimensional Al quality inspection metrics, administrators can precisely

evaluate the service quality and business performance of the Al Agent.

Calls

Speed dial
. P

Call history
[

View history calls

Enter number

sxE v smy ar = - EEE
BiEcR SREoR BRRSRE
2026-05-29 2026-086-05
W Caller ID Called ID
E#EREEN
HEEER  opui 95266
realtime
Transcripts

mer Service

e, X8, R, SrPIERSIFRE0ER
FiESEWIRE, RESRNTERE.
Customer Service

LN

Type: - Number. -

00:00

AgentRE —

Date

2026-06-04
17:22:58

Agent Recordings_PC

Recording
duration Operation

(seconds)

00:00:18 » + .4

Al Analysis

Emation

, A FRIFF SRR bl

90 Points

Al Evaluation

Summary

M ®

00:00

Recording analysis

Satisfactio

n

- Points

M 100 =0

Agent Record List Area: Located in the center-lower section of the page, this area displays a

list of all Al Agent call logs, including:

displays a list of all Al Agent call logs, including:

1 Agent Record List Area: Located in the center-lower section of the page, this area

1 Channel / Caller-Callee Info: Displays associated internal/external phone numbers or
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trunk/line identifiers.

Date: The exact timestamp when the call occurred.

Duration (s): The actual total duration of the call.

Actions & Al Analysis: Provides basic audio operations and buttons to expand/collapse

the advanced Al analysis panel.

Al Deep Analysis Panel: Expand the recording analysis on the right side of any log to view

highly detailed, intelligent QA data at the top:

il

Transcription: Converts the entire voice dialogue between the Agent and the customer
into text. The interface clearly separates the conversation flow by speaker roles,
allowing administrators to pinpoint issues quickly without listening.
Al Smart Analysis:
o Sentiment Score: Automatically evaluates the "sentiment rating" of the
customer or the overall conversation flow.
o Satisfaction Rating: Rates the "customer satisfaction (CSAT) score" based on
the call interaction.
Al Evaluation Basis: Provides an in-depth text explanation for the quantitative scores
above. The Al automatically highlights the Agent's strengths and weaknesses during
the service process.
Summary: Large Language Models (LLMs) automatically extract a business summary
of the call, helping administrators grasp the core events of a long conversation within

seconds.

2.2.5.7 Push Function (PC)

The PC side of the NewLync Collaboration Platform offers an exclusive push feature that pops

up a notification in the lower-right corner of the screen when a user has a new message or

incoming call while the computer is in use, ensuring that the user has access to important

information in a timely manner.
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2.2.5.8 In-Call Features (PC & Mobile)

When making calls with the NewLync app, users can utilize a variety of features to enhance the
calling experience. These include dial pad, hold, resume, transfer, conference, relay,
microphone control, camera use, speaker and recording. Below is a detailed description of each

function.

Call an outside line:

Users can communicate with external contacts by dialing external phone numbers directly from
the NewLync app.

Call extensions:

Users can make one-to-one audio or video calls to specific internal extension users by entering

their extension number during a call.

In-Call Features
1.Dialpad: Users can open the dialpad during a call and enter the number they need to dial to
operate. If you need to press a number during a call, such as to enter a password or select a
menu option, you can use the dial pad to accomplish these actions. These keys generate DTMF
(Dual Tone Multi-Frequency) signals for transmitting user-input digits.
2.Hold: Users can put the current call on hold temporarily during a call to attend to other urgent
matters. During the hold, the other party will hear waiting music.
3.Transfer: Users can transfer the current call to other contacts during the call to maintain the
continuity of the call. The transfer function includes:

1 Blind transfer: Transfer the call directly to the specified contact.

1 Consultation transfer: Speak to the transfer target first and confirm before transferring.
4.Conference: Users can initiate a conference during a call, add other contacts to participate,
realize multi-party calls, support audio conference. The system displays a screen for adding

members, and the user can select the members to be added.
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Interface for adding members

S,

Note
Current system tests indicate that the maximum number of supported multi-party calls can be
400 to 500 under ideal server configuration, but the actual number may vary depending on

server configuration and network conditions.

1 Operation after entering a multi-party call:

1 View Participants: Users can view a list of all participants, including the status of
each participant (e.g., muted, speaker, etc.) in the multi-party call interface.

1 Invite New Participants: At any time during a meeting, users can invite new
participants to join the meeting to expand the discussion or add necessary
members.

1 Withdrawal from the meeting: any participant can choose to withdraw from the
meeting, but this will not affect other people's calls, and the meeting will continue
until the last participant has withdrawn

5.Relay: Users can select the "Relay" function during a call to transfer the current call to another
device to continue. The system displays a list of optional devices, such as My Extensions, My

Cell Phone, My Other NewlLync Devices, and calls are seamlessly transferred to the selected
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devices.

My other Newlync

Cancel

Relay feature options screen in a call

1 My Extension Relay: This option allows users to relay calls from their current device (e.qg.,
mobile or PC) to an extension device. This feature is useful for scenarios where you want
to handle longer or more formal calls over a desk phone, such as a formal meeting with
a client. The extension provides consistent sound quality and better call control. Once
a call has been answered at an extension, the call cannot be relayed back to the original
device.

1 My Phone Relay: This option allows users to relay calls from their PC or extension to
their cell phone. This is very useful when users need to move or leave the office
environment. With Cellular Relay, users can continue other activities, such as walking or
going outside, while keeping their calls uninterrupted. Once a call is answered on the
phone, the call cannot be relayed back to the original device.

1 My Other NewLync Relay: This option allows users to transfer calls to other devices
connected to the NewlLync system, such as PC-based, tablet (PAD) or mobile. This
feature is ideal for scenarios where you need to switch between devices, ensuring HD
quality and better engagement on calls.

1 Relay to Original Device: The NewLync platform uniquely supports relaying calls back

to the original device when using "Relay from my other NewLync device". Users can
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relay a call to another NewLync device (e.g., from a PC to a mobile device) and then
relay the call back to the original device again. This feature is particularly suited to work
scenarios where multiple devices are switched between, ensuring that users have the

flexibility to choose the most appropriate device for their calls as needed.

S,

Note
The "Relay back to original device" feature is only available in the "Relay my other NewLync
devices" scenario. Please make sure that the operation process is smooth when switching

between different devices to avoid call interruption or quality degradation.

6.Recording: Users can enable the recording function during a call to record the contents of the
call for easy access afterwards.

7.Microphone: Users can turn the microphone on or off during a call to control whether or not
the other party hears them.

8.Camera: Users can turn on or off the camera during a video call to control the display status
of the video, applicable to call outs and call extensions.

9.Speakerphone: Users can switch between earpiece and speakerphone during a call, or adjust

the volume to enhance call quality or talk in hands-free mode.

2.2.5.9 Seamless Multi-device Answering Capability

NewLync Collaboration Office Platform supports users to answer calls flexibly between multiple
devices (e.g. mobile, PC, IP phone, PAD) to ensure a seamless communication experience. The

following is a description of the functional scenario for answering calls:

1. Three machines in one function
1 Description. Users can seamlessly answer the same incoming call between mobile, PC,
IP phone and PAD. When there is an incoming call, the system will send alerts on
multiple devices at the same time, and the user can choose to answer the call according

to the convenient device. After answering, alerts for incoming calls from other devices
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are automatically canceled.
2. Standby Answer function under black screen of cell phone
1 Description. The NewLync app displays an incoming call alert at the top of the screen
when the phone is in black standby. Users can swipe the screen to answer a call without
having to unlock the phone.
3. PAD access call function
1 Description. Users can use the PAD device to answer incoming calls and switch
seamlessly with other devices (e.g. PC, mobile, IP phone). The PAD access call feature
is especially suitable for scenarios that require a larger screen and a better audiovisual
experience, such as for remote meetings or long calls.
4. Multi-device relay function
1 Description. The NewLync platform's relay feature allows users to switch a call from one
device to another to continue it during a call. Whether answering a call from a mobile
and then switching to a PC or IP phone, or switching back from a PC to a mobile device,

users can seamlessly switch between devices, ensuring call continuity and flexibility.

2.2.5.10 Enterprise WeChat Access Calls (PC & Mobile)

NewLync Collaboration Office Platform supports seamless integration with Enterprise WeChat,
both on PC and mobile, allowing users to initiate and receive calls on the NewLync platform
directly through the Enterprise WeChat client. This feature is designed to streamline the

internal communication process and enhance work efficiency.

1. Originating Call: Users can select contacts directly in Enterprise WeChat to initiate voice calls.
There is no need to switch apps, the call request will be processed and delivered to the receiver
via the NewLync platform.

2. Answering calls: When there is an incoming call from the NewLync platform, users can receive
a notification in Enterprise WeChat and answer it directly. Enterprise WeChat will display the
caller's information and the user can choose to answer or reject the call.

3. Call Log Synchronization: All calls initiated or answered in Enterprise WeChat will be

synchronized to the call history in the NewlLync platform, and users can view the detailed call

Document Version 02 Copyright © New Rock Technologies, Inc



NewLync Teams Collaboration Platform_PC & Mobile APP
Operation, Administration and Maintenance Guide Function

history through NewLync.

*
Note

Features can be customized. In addition, the NewLync platform supports feature customization
based on customer needs, including custom development of messaging, conferencing, and

other features, and customers can extend the configuration according to their needs.

2.2.6 Conference Management (PC-based)

NewLync Collaboration Office Platform provides powerful meeting management features that
support users to initiate, join and book meetings to meet various meeting needs. Specific

features include

1 Launch Meetings: Users can instantly launch meetings, invite internal and external
participants, and instantly notify participants to join the meeting. The conference supports

audio and video by default, and users can choose to use them as needed.

Start

Meeting topic

JE#&'s meeting

Meeting room ID

(®) Instant meeting room

Enterprise meeting room

Note: The instant meeting room supports up to 10 participants
Meeting password

Enable password

Meeting settings
Turn on Mic

Turn on video when joining a meeting

Launch Meeting_PC

1  Join a meeting: Users can quickly join a meeting by entering a meeting number, supporting
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both internal and external attendees. Whether it's a meeting within the company or a
discussion with an external partner, it's easy to join in. Users simply enter the meeting
number into the interface and enter the conference room for real-time communication.

1 Desktop Extension Conference Access: Supports employees to join the conference via
desktop extensions. These phones are rigorously tested to ensure that they provide a high-
quality communication experience and achieve good compatibility with the platform.

1  Password entry: The conference management interface also provides a password entry
function to ensure the security of the conference. Users need to enter the conference
password when joining the conference, and only the correct password can enter the
conference to ensure the confidentiality of the conference content.

1 Reserve a meeting: Users can reserve a meeting in advance, set the meeting topic, time
and participants to facilitate the planning and organization of the meeting. The booking
meeting feature includes:

1  Setting the theme of the meeting: Clarifying what will be discussed at the meeting.

1  Scheduling of meetings: Selecting appropriate meeting times to avoid scheduling
conflicts.

1 Invite Attendees: Select the people who need to attend the meeting and send an
invitation to the meeting.

1  View Meeting Details: Users can view detailed information about the meeting, including
meeting time and attendees. This feature helps users to be well-prepared by knowing the
relevant information before the meeting. Specific features include:

1  Meeting Time: View the start and end time of the meeting.

1 Attendees: View the list of invited and confirmed attendees.

In addition, the meeting management interface provides the following features:
1 Unmute and turn on video: Users can unmute themselves or turn on video to interact

with other attendees in a meeting.

1 Shared Screen
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