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Getting Started

This user guide is intended to provide instruction and reference for the Crosswind Huddle unified
communications application, referred to as “Huddle”. This guide describes how to use the
application with an Android. To use the softphone portion of Huddle, your device must have a
speaker/headset and a microphone.

Warning: the Huddle app on Android and IOS is not intended to make emergency or 911 calls. By

using this application, you acknowledge that it is not intended or fit for making those types of calls.

Downloading the Huddle App

The latest release can be found at:

Android Download:
‘ ® Google Play ‘

Or go to the Android Play Store and search for “Crosswind Huddle”. Make sure you see the
Huddle logo.
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Launching Huddle

Tap the Crosswind Huddle app. When the login screen appears,

enter the Cloud ID and Password you were provided and click Sign
In. If you are not sure contact Crosswind Support. Optionally if you
were provided a QR code, you can tap Scan QR. cloud ID

Password

Sign In

T T Scan QR

When you log in the first time, you will be asked to
set the Notification Permission. Tap Next.

Notification Permission

Allows the app 1o shaw
notifications on your device.



https://play.google.com/store/games?hl=en_US
https://play.google.com/store/apps/details?id=com.crosswind.huddle.android&hl=en_US
https://play.google.com/store/apps/details?id=com.crosswind.huddle.android&hl=en_US

When prompted to Allow the application to send you
notifications, tap Allow if you want to receive them,
otherwise, tap Don’t Allow.

Allow Cloud Softphone to
send you notifications?

Allow

Don't allow

Microphene permission

To be able to place a
successful phone calls,
o e . . o . .
e Next it will ask you to set Microphone permission. Tap Next.
microphone. We only use this
to send your voice to the other
side, it does not mean we are
recording your voice in any
audio file anywhere.

I Allow Cloud Softphone to

When prompted to Allow the app record audio?
to record audio, tap “While While using the app
using the app”. Only this time

NEXT

Don't allow

Phone permissicn

To improve the interoperability
of the app calls with GSM calls
on your device and to be able
to dial GSM numbers from the
app, you will need to grant us
this permission

Next it will ask you to set Phone permissions. Tap Next.

NEXT

When prompted to Allow the app make and manage

« ” Allow Cloud Softphone to
phone Caus’ tap Allow”. make and manage phone

calls?

Allow

Next it will ask you to set Don't allow
Contacts permission. Tap
Next.




Allow Cloud Softphone to
access your contacts? When prompted to Allow the app access to your contacts, tap

Allow “Allow”.

Don't allow

Next it will ask you to set Calendar permission. Tap Next.

When prompted to Allow the app to manage the calendar, tap
“Allow”.

Allow Cloud Softphone to
access your calendar?

Allow
Next it will ask you to set Fullscreen Don't allow
incoming calls, tap Next.

Fullscreen incoming calls

Choose between showing a
full screen preview or a pop-up
netification for incoming calls
In some cases a full screen
preview will always be shown.

Show full screen preview o
for incoming calls

We might ask for the draw over

other apps permission FOF fLI”SCFEEI’I II’ICOfTIII"Ig
call notifications to work

. properly, we need to have
z Tap Settings when prompted. the Draw over other apps
permission.
NEXT

SKIP SETTINGS

Enable Cloud Softphone and then hit the back button.

{ Draw over other... =

-~

Camera

& ?IouTl Softphone




Welcome to Huddle

When the application loads it opens to the Keypad screen by default.

CRORAD

CISIORC
@ ®E®

Services: Access Voicemail and Set
and control your Call FWD, Pairing
Number, and Control DND

Favorites

Tap here for

Instant Messages Settings

History

Keypad (make and receive
calls)

2 {3
N/ NS N eontacts

VP /’ 0\ e ;\




Keypad (Call Handling)

You can use Huddle to make and receive audio calls in addition to hosting conference calls. You
can also transfer, forward, and record calls.

To use the Huddle softphone, your device must have a speaker/headset and a microphone.

How to place a call

Calls can be placed using the Keypad, from the Favorites section, from the Address Book
(Phone Contacts / Extensions / Office365), and from History.

Using the Keypad

To make a call using the Keypad, tap the number buttons,
entering the extension or 10-digit external number you
want to call and tap the Green call button.

The call is placed, and the call window opens. Once answered see below for a
description of the options you have while on a call.

342 LB - EECRL L

Dave Crosswindl

6]

Dave Crosswind] Esitablished

Ringing

Officel2 2
i

A

Office 21112

Use speaker instead

; ) - of headset
Keypad Record Blind Keypad Hold
(o=1]]
Transfer ~ . Attended
Transfer AddCall Al ] Transfer

Transfer

~ End Call o [ZiEa)




Using the Address Book
Tap the Contacts icon H and then in the top right-hand corner, you can Tap
Address Book, Extensions, or Office365 to access the contacts in those lists.

Address Book: these are the contacts in the address book on your mobile device.
Extensions: all the extensions for your company will be listed here.

Office365: If you are not already signed into Office365, you can tap Sign in and it
will walk you through completing the sign in process so you can access your
contacts from Microsoft (Outlook).

Address Book Q. :

Address Book Q :

# i Extensions
Address Book
Office365

Extensions Q. i

Office365 Q i

:

s ©=@
Michael Il

]
9 2020 Dan
2021 Kim

f.:, - Please sign in to download
Office365 contacts

Once you find the person you want to call, you can tap the phone or message icon
next to their name to call or chat with them. Optionally, if enabled, you can tap the
video icon to do a video call with them.

Ending a call

To end a call simply press the End Call button. + End Call

Making Simultaneous Calls

While on a call, you can make up to 2 additional calls simultaneously. To place a second
call, tap “Add call” and use the keypad to dial the extension or external number. You can

*Pe



also place a call from the Address Book (Phone Contacts / Extensions / Office365), your
Favorites, and History. When you tap Add Call and call the next party, your first call will be
placed on hold automatically. To cancel adding another caller, tap Back to Call at the top.

PEALE .

Dave Crosswindl
Est A Nave M-29) RACK TN CALL 5

~~ End Call

Follow the same process to add another call.

Once the party answers the call you can easily switch back and forth between the calls by
tapping the Switch button. The other call will be placed on hold each time you switch calls.

820 L@ - o=@ 821 L0 + 0. @

Dave Crosswind1 & © Dave CW Home & @

E Established Established
Office 21112 - Office 2312 =
llllll[:l':lllllll 00:13 s i 02:23

" DR # % 0 W

H I 1
Keypad Hold Record Keypad Hold Record
I Call
R/ + ; ~ + X
Transfer Add Call Join Transfer Add Call Join

A A

Attended Attended
Transfer Transfer

You also have the options to transfer either call (see the section on Transferring Calls for
detailed instructions) and you can join the calls together into a conference call by tapping
the Join button (see the Conference Calls section for more detailed instructions).



Incoming Call Handling

To answer incoming calls, Huddle must be running. If it is not running, calls will go into
voicemail, if configured, or ring until the caller hangs up. When you receive an incoming call,
if not already in the foreground, Huddle will pop up and give the option to Answer or
Dismiss the call. Tapping Dismiss will send the call to voicemail, if configured, or hang up
on the caller.

Cloud Softphone

% Dave Cros... 9:54 aM 1

Incoming Call

Answer _
Dave Aubert
Office 112

Ringing..

> Reject

Transferring Calls

While on a call you can transfer the call using either the Attended or Blind transfer method.
An Attended call transfer allows you to speak to the party you are transferring the
call to prior to completing the transfer. You also can pull the call back if you get the
intended party’s voicemail or they do not answer.

To perform an Attended transfer, while on a call, tap the Attended Transfer button.
The caller is put on hold. You can now enter an extension or external number and
tap the Green call button. You can also place a call from the Address Book (Phone
Contacts / Extensions / Office365), your Favorites, and History.

Attended
n Transfer

Keypad Hold Record
Call

R + A

Transfer Add Call Attended
Transfer

11



When the party you are transferring to answers, you can announce the call and tap
Transfer.

Keypad Hold Record

L +
Transfer Add Call

A
P

Attended
Transfer

® Call with OPEN 2204 ended

A Blind transfer immediately transfers the call to the party you are transferring to.

To perform a Blind transfer, while on a call, tap the Transfer button.

The caller is put on hold. You can now enter an extension or external number and
tap the Green call button. You can also place a call from the Address Book (Phone
Contacts / Extensions / Office365), your Favorites, and History.

0On Hold CANCFI TRANSFFR

Dave Crosswind

2 210172 :
T R o opEN2 322? offi

" -. K/

Transfer

n
Keypad Hold Record
Call
¥ + Y

Transfer Add Call Attended
Transfer

Once you click the Green Call button, the call is immediately transferred. If you do
not want to transfer the call after tapping the Transfer button, tap the bar at the top
that says, “CANCEL TRANSFER”.

12



Recording Calls

Best practice is to notify all parties being recorded and to obtain
consent. Call Recording is at your own risk.
You can record a call while on a call, or have all calls recorded. To
record all calls, tap Settings, under Program settings tap

. . When enabled, all SIP phone
Preferences, then tap Call recording and then enable the option calls will be recorded
“Record all calls”. automatically

Record all calls

Split participant

Please note by default there is a Warning beep indicating to the channels

other party they are being recorded. There is an option to turn that When checked, every
participant will have separate

off. track in the recording.

Uncheck to save space.

The Delete after option allows you to set the retention of any Recording format
recordings. WAV p-law (8 kHz)
Delete after
To record a call while on the call, Tap the Record button. The Keep forever
Record Call button will glow Red while recording. Tap the Warning besp PY

button again to stop recording.

Dave Crosswin Recording Mot Recording

Record
Call

Eeypad Hold

e 3

Transfer  Add Ca

To listen to and/or download the recording, tap on History, then tap the Info
icon @ next to the call you recorded. Note there will be a recording icon il
under any calls that have call recordings.

.. Dave Crosswi... ANSWERE
736 AM

. Dave Cross... TRANSFERRED
Transferr... Yesterday

13



D

Dave Aubert
112 orrice]

- Tapthe menu for options to Delete, Share, and Prevent
auto-delete of the recording.

- Tapthe Play button to play the recording.

- Tap Share to share the recording with someone else via email  ednesday, January 24, 2024
text, or another app on your mobile device.

- Tap Prevent auto-delete, to keep the recording and prevent .

it from being deleted if you have set a retention on the OOO. . oo-mC
recordings

M ACCEPTE 00:3

o

Delete
58 AM A(

Share

Prevent auto-delete

Conference Calls

You can add up to 2 additional callers while on an existing call to create a Conference Call.
While on your first call, tap the Add Call button. You can also place a call from the Address
Book (Phone Contacts / Extensions / Office365), your Favorites, and History. When you
tap Add Call and call the next party, your first call will be placed on hold automatically. To
cancel adding another caller, tap BACK TO CALL at the top. Once the second call is
answered, tap the Join button to create the Conference call.

Add Call Splin

-~ End Call -

To add another caller to the conference, follow the same process. Tap the Add Call
button. Call the next person and once they answer, tap the Join button.

To end the Conference Call for all callers, tap the End Call button.

14



Tap the Split button to end the Conference Call and split each party into separate
calls. You can tap the Switch button to switch back and forth between each caller.

~~ End Call - )

~N
Messages

You can send Instant Messages with other Huddle users in your organization. In addition, you can
send files and emojis.

Sending Messages

To see and send instant messages tap on the Messages icon . Anyone you recently
chatted with will be listed. You can tap on a recent message and then send a chat message,
send afile, or emoji. i

To start a new chat, tap the New Message icon in the top right. E Tap “1-to-1 Chat”.
Search for the person you want to chat with and once found, tap on them. You can send a
message, an emoji, or a file to the person.

M & : . . & AL Aswn Condich L. |
essage | 130 Michas Il N _

:

Are Coradach
| A
S B Thmses #1304 | New Message Cancel e
g L il a0 [ |
Group Chat .
- & Angela Rocha
- P

-
| @ ann Condich



To send a message, type a message and tap the Send button.

¢ AC AnnCondich .

You started a new conversation
with Ann Condich

C31 BW EC B N i AU e NON E
af Fsl Rl B ol B0 BN ik Al

< Bzl BN EeY B B ol i |

W ) .o

To send an Emoji, click the Emoji icon, select the emoji, and tap the Send button.

OePOCR®a QUR

Frequently used

K Ty ]

é - & i) T o) o 2atm s z
ype dInessadce -4 Smileys & People
1 j 81 sk

. &

S - e
G2 T
" * ..

To send afile, click the Paperclip icon, select the file or take a picture, and tap the Send
button.

Camera Files

Group Chat

Up to 100 people can bg: added to a group chat. To start a group chat, tap the New Message

icon in the top right. E’j Tap “Group Chat”, enter a name for the group. Next, add up to 100
participants by tapping the Add Participants button, selecting the people you want to add to
the group, and then tap the check mark in the top right.

16



Mew Message

& T1-1o-1 Chat

Cancal

¢ Back  Mpw Group  Cancal

.2 3
Agn) Pty

Finally tap the Group Chat button once you are done.

5

4 Batk  Mew Group  Cancal
B Ay Crat Group
gy 'Brandon Thazen

~ AnnConaich

==

1340 bdbchaaasl B

Just like on a 1-to-1 chat, you can send messages, files, and emojis.

Presence

| ¢ (am by Gt Oroup

E ez
i, Branion TheLas, Are
Corcioh, 130 kigha B

F Oy (7
g
&
L]
130 Michael 1l
A
595 ... - ..

Anyone you have messaged or if you are messaging, you will be able to see their status of
whether they have the Huddle application running or not. When you run the Huddle desktop
application you are set to Online and appear - to other users in the Messages screen.
When Huddle is logged out, you will appear GREY. Additionally, you can manually set your
status and 2 additional statuses - and Away. You would do this in the Services screen,
described in the next section. See the table below for each status’ color.

LA

Online

Busy

17



LA Away

KW Offline

Services

The Services section allows you to access your Voicemail messages (VM), use SMS texting
through Huddle (SMS), and access your Extension Settings (EXT) where you can set and control
your Call Forwarding, Call Pairing, and Do Not Disturb.

Please note SMS is an optional service that will only appear if it has been provisioned for you.

Huddle Presence

Click the drop-down menu next to Huddle Status to manually set your status. You can
select - and Away in addition to - which is set by default when you open the
application. When you Log Out of Huddle, you will appear Grey to other users. Your status
will be displayed to other users in the Messages section. See the table in the section above
called Presence for each status’ color.

Huddle St.. ppline -

VM SMS EXT
Date Time CID h
Voicemail (VM)

The Voicemail section lets you listen to, Save, Delete, and download your voicemail
messages.

VM SMS EXT

Date Time CID M
09/02/2025 01:34pm Dave

Tap on the voice message you want to work with and a small window will open and the
message will start playing.

18



The Save button will mark the message saved in the

list of voicemails.
I 0:07/0:16 = o)

If you click the Delete button, a confirmation Haleta Clo
message will be displayed first that you will need to

click Yes to, otherwise the message will not be
deleted.

Click the Close button to go back to your voicemail messages.

SMS Texting

Please note SMS is an optional service that will only appear if it has been
provisioned for you. If you have been provisioned for SMS texting through
Huddle, you can now send and receive text messages using your office
phone number through the Huddle softphone app. This feature lets you

stay in touch with clients and colleagues from your desktop or mobile :r:s St o 7
device, all while keeping your communication professional and centralized. s .
To use SMS texting with Huddle, tap on Services, then tap on SMS. If you [09/08/2025 at 04:32

have more than one nhumber provisioned for texting you can tap the drop- :::1] n:ay ;t-heli.r:\.:e bt
down menu next to SMS Number and select the phone number you would problem solved. | will send an
like the text to come from. Enter the number you want to text | the To box. At it cislalie:

the bottom, type your message and then tap Send.

To disable incoming text notification sounds for Huddle, check the box [09/08/2025 at 04:16
“Disable Notification Sound”. nusisanconan.

Extension Settings (EXT)

Call FWD Number: when call forwarding is enabled, calls to your extension will forward to
the number you have specified. Please note if you do not answer the call, it will ring until the
remote destination answers, like your cell phone’s voicemail. To enable Call Forwarding,
enter the extension or external number you want to forward your calls to, check the box
“Call FWD Enable” and click Apply.

Pairing Number: when call pairing is enabled, calls will ring your extension and the remote
destination you specify at the same time. If you do not answer, the caller will go to your
extension voicemail. To enable Call Pairing, enter the extension or external number you
want to pair with, check the box “Call Pairing” and click Apply.

DND Enabled (Do Not Disturb): When DND is enabled, any calls internally or externally will

go directly to your voicemail, and forwarding and pairing is disregarded. To enable DND
check the box and click Apply.

19



VM SMS

Call FWD Num...
Pairin? Number:

DND Enabled

Contacts

The contacts section allows you to access your Phone contacts, access the Extensions for your
organization, and your Office365 contacts. You can call and message the Extension and Office 365
contacts once you locate them.

Using the Address Book

Tap the Contacts icon u and then you can Tap “Address Book” at the top to access the
Extensions in the system and your Office365 contacts.

Address Book Q. : Address Book @,

Extensions

Address Book

Office365

Once you find the person, you can tap the phone, video, or message icon next to their
name to voice call, video call, or Instant Message them.

20



Extensions Q

i
® 130 ’__>
Michael 11 Q__
Office365 Note: If you are not already signed into Office365, you can S
tap Sign In and it will walk you through completing the sign in process s 5 0 & @

SO you can access your contacts.

Please sign in to download
Office365 contacts

Favorites

Favorites let you easily call or Instant Message (if applicable)
a contact.

You can easily add any of your contacts in the Address Book or Extensions section to
favorites by tapping on the contact and then tapping the Star in the top right corner. On the
next page, you have the option to change the name and add a picture. Once done tap the
check markin the top right corner.

CEE—
€D

Brancdor
Brandon Thezan Brandon

W G 9 Brandon Thezan

Rinsghon Phone HUmbser

To call one of your Favorite Contacts, tap the contact and it will call them. If you long-press
the contact, you will get a menu which allows you to Send a Message to the contact, Copy

21



the Number, etc. To delete a Favorite, tap the menu in top right-hand corner (the 3 dots),
and then tap Edit mode. Tap the X on the Favorite contact you want to remove.

Solutions

Auto Call List >

Call ) G T

Video Call gl |mport favorites e
L]

i \FF CALL dit mode

Send a Message &

Copy Number Settings Bell test

x270

To add a Favorite from the Favorites screen, tap the Green + circle. ° Enter
a name in the Title field and add a Phone Number, which can be an
extension or external number. Tap the check mark when you are done.

You can also search the Extensions in the system and add to Favorites. Tap
the Green + circle. Tap the person icon. The Extensions page
loads where you can scroll or search for the extension you want to add to favorites and then
tap on the extension you want to add. Tap the checkmark to save.

#

(]
130 Michael Il Bell test x...

Title
]
Q 2215 Felix Office Bell test x270

Phone Number.
270

e
g 300 PRE RINGER BELL

22



History

The History section displays your past inbound and outbounds calls. If Crosswind Cloud S.. ) All Calls Q
you had recorded any of your calls, the recordings would be located
here as well. See the Recording Calls section for detailed information

on how to work with call recordings. Dave CroSSWi... ANSWERED
s 5 736 AM
If you tap on one of the calls in the list, Huddle will call the person. ¢ Dave Cross... TRANSFERRED (7

Transferr... |0 Yesterday
If you tap on the info icon to the right of any of the calls, it will show the
history of that caller.

=

O You can filter the Call History by tapping All Calls at the top and then you can filter by Missed or
Recorded calls.

All Calls Q.

All Calls
. D

' Missed Calls
aw Di

B ' Recorded Calls

To delete all Call History, or delete certain entries, tap the menu in top right-hand corner (the 3
dots). Tap Clear call history to remove all call history. Tap Edit mode and then tap to select each
call history entry you want to delete and then tap the delete icon at the top.

All Calls &, ¢ | x 6

. Dave Crosswind1

Clear call history |

Dave Crosswi.. ANSwERFD

Q‘«‘; U‘EI"-"E' Crﬂsgw'“- e Edlt deE Dave Aubert ALCEFTED

Dave Crosswl_.  Answisio

W Dave Cross... TRANSE Settings i

Yesterd g |
Transferr. oy ' Dave Aubert aCERTD
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If you long-press the contact, you will get a menu which allows you to Send a Message to the
contact, Copy the Number, etc.

Auto Call

Call

Video Call

GSM Call

Send a Message

Copy Number

Settings

You can access the app settings in any of the main screens by tapping on the menu button in the
top right-hand corner (the 3 dots). Depending on the screen you are on, there may be a few options,
but all will have Settings. Tap on Settings.

Settings

& Settings

Account settings Information
6  Account setup ©® About
. Incoming Calls P Usage
Push Notifications Share With Friends
Program settings Provisioning
2t Preferences Log out

Reset Application

Account Settings

The Account setup screen allows you to change the account

you use to log into Huddle.

Username

daubert@pilotservicesinc.cor

Password

24



Incoming Calls (Push Notifications)

Allows you to turn Push Notification On or Off for incoming

calls.

Program Settings - P

references

Sound Preferences

Ringtone: Set the ringtone forincoming calls.

Incoming Calls

® Push Notifications

O off

CANCEL

Call Recording: Sets the “Record All Calls” option, along with a few other
miscellaneous settings. See the Recording Calls section for detailed information

on this option and how to work with call recordings.

Sound: Set the audio processing configuration, playback boost, microphone level,

and keypad volume.

Audio processing
configuration

Audio proces

audio issues wher

Number Rewriti

Incoming Noise
Suppression

Enables background noise

suppression for outgoing
audio

Playback boost

Microphone level

4
Keypad volume

_ s

ng

Speaker on display L]
down

Automatically turn the
speaker on when the device is
laid display down unless a
headset or a handsfree is
connected. Won't work if the
device has no accelerometer.

Advanced sound settings

Additional low-level settings
which may help to solve audio
problems on some Android
devices

You can define conditions and actions to take place based off the number being
called. Tap Add rule, define the conditions to match, and then the actions to be
taken when the conditions are matched. For example, you could create a rule so

25



every time you dialed a seven-digit number, Huddle would append the local area
code to the call.

Test Haip |

Cnfachilbuies .

Condition Type

Mo comditions defired. Chck the +

Siorts With
Mo rutey dpfrsd (it P e SRR o can
fution 1o aed any |
Actions . Dossn] Slan Wah | Append
Equals Try Others
WO sctiong delned. Chok the +
brttion to add one Length Exquals Fecord Call
m Shorber Than Creevmide Dial Action

Longes Than Set Header

Other Preferences

Contact Sort Order: allows you to set the sort by first or last
name.

Contact Sort Order

@® First name, last name
O Last name, first name

Controls: set whether calls will Ring, Vibrate or be silent. Under CANGEL

Call Integration. Select the Default which is to ring, Vibrate, or

Silent.
® D_efiuh (the device may
O Vibrate
O Silent
CANCEL
Information
About: displays the application version information.
Usage: displays basic talk times and call counts. Tap the Reset T Tiee
This Month 5 min 42
button to reset the values. st e
Previous Month 0sec
Total 5min 42 sec
Call counts
This Month 13
Previous Month 0
Total 13
[1 0]
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Provisioning

Log out

When you log into Huddle on your mobile device, it runs in the background even
when you do not have it open. If you do not want to receive incoming phone calls for
your extension or chats, you can tap Log out and then

tap LOG OUT again on the confirmation screen. Log out

Are you sure you want to
log out?

CANCEL  LOGOUT

Reset Application

Tapping Reset Application will clear all data in the app including instant messages,
history, favorites, and account settings. Uninstalling the application from your
mobile device will do the same thing; however, this will reset the application without
having to remove it. For example, if a company provided smart phone was being
reassigned to a new employee. To reset the application, tap Reset Application and
then tap WIPE STORAGE on the next screen.

Clear storage
This will clear all data
stored in the app,

including your account
and settings.

CANCEL  WIPE STORAGE
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