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You can download the app from the www.xelion.com  

 

Once installed, login with your user credentials.  

If your administrator has connected your Xelion service 

with Microsoft 365 you can login with your company 

email address using the Microsoft option. 

Choose the Teams option if you want to sync your 

Teams status to Xelion 
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App Overview 

The inbox shows 

recent calls and 

messages 

Your user profile, 

status & location 

Open a contact to see 

info including call history 

Open the 

dialler to start 

a call 

Search the 

address book 

Missed Calls & 

Voicemails 

View the 

call log 

Open app settings 

View the inbox 

Open presence 

View calls & 

wallboards 

Start a chat 

session 

Add favourites for a 

real time view of their 

availability 

Video Conference 



 
 

Your status tells your colleagues 

if you are available. If you 

connect to Microsoft 365 this  

will automatically change based 

on your diary 

Within this menu you may have 

options to take calls from other 

lines such as Hunt Groups and 

call queues. Green means you 

are in a group. Put a tick next to 

a group to present this number 

when dialling out. 

Telephones allows you to set 

which of your  

available apps and handsets ring 

Check the redirect box to send 

calls to another number 

  

User Profile 
Your user profile controls many aspects of Xelion, you can join and leave hunt groups, change your 

outbound number presentation, and decide what devices and apps ring when you receive calls. 



 
 

 

Active Calls 
You can manage active calls via the calls window, this includes holding, transfer and more 

 

Callers in Red are on-hold, 

callers green are active 

Hang up calls 
Hold / resume 

calls 

Click transfer 

when ready to 

transfer a caller 

Click conference 

when ready to 

conf callers 

Number pad and 

audio control 

Transfer a call 
 There are many ways to transfer a call on Xelion classic, below is the most common method.  

Start a call to the person 

you want to transfer to. 

This will put the active call 

on hold automatically. 

When ready to transfer, 

click the transfer the Icon 

and click the other caller 

and the call will be passed 

on. 


