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AT YOUR OFFICE. IN THE CLOUD. YOUR TECHNOLOGY MANAGED.

Managing your PBX- Administrator
ACCESSING YOUR PBX ACCOUNT

Navigate to https://voip.ancero.com/ and log in to the Ancero Utility VVoIP portal account. If you would like your web

browser to keep you logged in when you navigate away from the page, check the Remember Me box. You will be
welcomed by the Home screen of the portal once logged in.
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CHECKING ACCOUNT ACTIVITY

To view call activity of the PBX, click Activity at the top of the screen. It is searchable by date, call type, extension, or

phone number. Select a start and end date, call type (incoming, outgoing, or both), an extension, or a phone humber, and
click Search. You will be presented with a list of all calls matching your search criteria.

Achaty Call Activity: Priority One Networks
Actnity Gragh :
i sur b 25257 ]
R o e
Recent ltems Call Typa: | Al Calls E
v 2 e E—
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Ul $300

Letponon w435 +Previous - Medts Page 1001 (1 Records) - |20 [=]

« Previous - Meats Page 101 (1 Records) - (20 [x]
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Located underneath the Activity menu, you will
find Activity Graph. Here, you can view a report in
graph form of incoming and outgoing calls. Select
the start date, end date, graph type, and call type.
Click View Graph to view the graph according to
your specifications

Below Activity Graph, is Path Usage. This page
displays the virtual paths used in relation to
concurrent calls. Select the Zoom level, Start date,
and click Submit to view the graph.
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Home Activity Voicemail Services Cases Accounting Reports  Settings

Home » Activity » Activity Graph

Create New. = Call Activity Graphs
Activity Start Date: | 1/06/2012 :iﬂ;

Activity Graph

Path Usage End Date: | 1/13/2012 :iﬂ;

Graph Type: Total call volume by date -

Recent Items Call Type: Incoming & Outgoing Calls +
Wailbox #100
Wailbox #101

« Back to Activity Reports
Extension #100

Call Volume by Date

Extension #101

Mailbox #101
Auto Attendant ‘After Hours’
(518) 649-9530

Total calls
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Home  Activity Voicemail Services Cases = Accounting Reports Settings

Home » Activity » Path Usage

Create New_ -

Virtual Paths Used
z

Activity
Activity Graph

Path Usage

Recent Items

Mailbox #100

Mailbox #101

Extension #100

Extension #101

Mailbox #101

Aute Attendant *After Hours'
(515} 649-9530

Concurrent Calls
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Date

« Pravious Week MNext Week »

Zoom Level: Month «

Start Date 10622012 ] | 1]

Motice: Prior to version 3.3, the path utilization graph may have included discrepancies in the number of
burstable paths reported. As of version 3 3 we have resolved the issue, and are correctly logging and
reporting the total number of paths utilized for the period in question. For path utilization data prior to version
3.3, please reference the relevant billing period invoice
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VOICEMAIL

@ Support @ Network Managed IT VolP Cloud

Voicemails can be accessed by clicking on the Voicemail tab at the top of the screen. The Voicemail screen shows the
list of voicemail messages currently in user mailboxes. Each message can be downloaded for listening or be deleted.

To view the contents of a mailbox, select a folder, and click Submit. You will be presented with a list of messages. To
listen to or download the message, click the Listen link for the message you wish to hear. To delete the message from the
mailbox, click the Delete button.

Voicemaill  Services

Reports

Seltings

Home  Activity

Home » Voicemail

VOICEMAIL CONFIGURATION

[Voicemait ll::w 508
et d L 2 .
| Vieicemail Configuration INBOX :ZI
] i
Recent ltems
Message ID CalleriD  DateTime Duration
Maibox £508
Walox 4308 No messages.
Extension $508

The Voicemail Configuration screen, located under Voicemail, shows the settings of the voice mailbox associated with
extensions. You can modify general settings such as name and password, recordings and greetings, notifications, and

advanced settings.

® pHONE 856.210.5800 e rax 856.210.5858 e cmai INFO@ANCERO.COM
e sporess 1001 BRIGGS ROAD SUITE 220 MOUNT LAUREL, NJ 08054

Home  Acivity

Moma = Veicamail Configuration

Craale Nirw. -
voicemail

Volcsmail Cosiguratien
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General Settings: Edit the mailbox number, name, and password in General Settings.

1. Mailbox Number: Each mailbox number requires a unique number. It is suggested that you make this a 3-5
digit number. It may be different than the user’s extension number, but it is usually the same.

2. Name (for directory): This is the name that is used for the company directory listing that callers can use to
find a user. It should be a first and last name.

3. Password: A numeric password that a user will enter to access their mailbox. This must not be the same as
the mailbox number, or the user will be prompted with the mailbox setup wizard each time they log into
their mailbox. Confirm password by typing the same password beneath Password.

Gamnoral Settings
Mailbox: Hamber: [ 101 |
Harne (Bor Directary): [Alban Enstein |

Pl:md:lZl
Coafirm Pl:md:lZl

Recordings and Greeting: You may record your voicemail announcements by phone, or by uploading audio files. If you
wish to record by phone, please dial * + your mailbox number or click the Record button below. Your phone will ring
and you will be guided through the recording process. To listen to the current recording, click the Play button. If you
wish to upload a file, browse for the file on your PC. You can set up a separate greeting for Unavailable Message, Busy
Message, and Your Name.

Hecordngs B Gresting

Pl SRy Dt 8 s P ik S By R, B B OB B B I B wi PN D By S, ik R = e i
PAETISH S bt Bk FobOaNT DUBOR abow WU Dot will g B0 ol Wil b e Ieonag ot (000G Pooaiin. T Bateen b Bl cumead
epgording, clich Bay Play boon. I pou winh B upioad 3 Ble. Browny Iod By By on pour P

Shiore] P Fopoossl oo Play W-u-M;umaldml-:-'r (Dhervey dsvamart (101 | i @ narmeh oF gl EEn RIS B0 ohange]
\mreadabie e300 [ Rocord | [Phay] o unioad 2t [
By Wesssgn: [ Facoed | [Play ] o uptssa win [z
Your Wt [ Fiscnrd | [Phay] o uptead 3te Brgwna.

Notifications: Set up notifications to receive by Email or SMS messaging to notify you when a voicemail is received.

1. Email to Notify: If a valid email address is entered, a message will be sent to that address every time a
message is received. The audio of the message will be attached to the email in a WAV file.

2. SMS email to Notify: If a valid email address is entered, a message will be sent to that address every time a
message is received. The audio of this message will not be attached, however.

Hotifications

Email 1 nolify: | ]
SIS email 1o notify: | | ™is neld should contain an email adaress
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Advanced Settings: Under Advanced Settings, you have the option to edit Dial During Announcement, Skip Voicemail
Instructions, Announcement only, Hide from Directory, and Delete voicemail.
1. Dial During Announcement: If checked, a caller will be able to dial an extension during the user’s
announcement.
2. Skip Voicemail Instructions: If checked, the PBX system will not play generic instructions to the caller.
Only the user’s recording will be played, followed by a beep. Check the boxes if you want to skip the
instructions for leaving a message that are played after your announcement.
3. Announcement Only: If checked, the caller will not have the option to leave a message. The user’s
recording will play, and then the caller will be returned to the attendant.
4. Hide from Directory: If checked, mailbox will not show up in the directory.
5. Delete Voicemail: Voicemails are stored for up to 180 days. Here, you can select the number of days you
wish to keep them.

Mdennced Settings

Dol Doprmng Anmowacpmant  Duad During bnrsra simepsl 3ot ol (Rl 30 Gl Sty BBson g T SwI0Lnoe—uant
S Volcamall IR BORE | F oy want 13 Lop B einachon 0 Mg 3 mansage Bal ane plaved 85 00 InnoUnceient chict han

Byt v . B 1 T TOUBRT 0 IPTY ) AL MBI |4 00 DL I Dacky Yokl A0 B 0 D0 S Woleh TV B
b bebginrng of e Calling AA, Cwnrsidnt Hachpround in 80 A4

Hisch Fromm DirpCineys | i MadScn Bas e Compay Dredon
Duplatt WoaC ol Py -

(S ] [Cancei | [Gwio ]

PBX CONFIGURATION

The bulk of the functionality of the Customer Portal is within the PBX Configuration module, located under the
Service tab at the top of the screen. In this module, all PBX settings are administrated, including phone numbers,
extensions, mailboxes, call routing, auto attendants, Conference Bridge, call blocking, after hours settings, and E911.

Home s Servicess PAXConfiguration s Phx inlo

CrestaNew. = PBX Info - DEMOACCT
= e PBX Info: The PBX Info screen shows basic information about
iy your PBX account, such as General Info, Caller ID Settings, and
' e o PBX Features. You will come right to the PBX Info screen when
T ' you click on Services at the top of the screen.

Caller ID Senings

Enter aller D
MuMSers You may aiSo oueirice the caller ID for sach phone number

e Y —

This witlse

PBX Foatures

Ao Intermationai Cating: - Yes © o
Enable Directed Can Pickup?:  Yes o
Enatia imtercom?: @ Yes  Na
Enable 7 igh saing?: @ ves © o

prefic (Requrea or 7-agt aaing)
Enabie Dvectory By First Nama?: @ Yes © 1o
Read Extension Numbers in Directory?: © Yes © lo

Call Parking Timeout: (120

08312011 125815 PU ‘Ranay Zieinsio (mesnsn@priontyonenetcom) 24103182 184 Maosfies
3 2804 2497 10488 Hosfie

12092009 114560 A Ranay Ziewnsk (memnsng@priontyonenetcom) 6724074210 Moane
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1. General Info: Here you will see Customer Name, PBX Context, PBX pin, Prepaid Call Paths, On-Demand
Call Paths, Prepaid Fax Paths and On-Demand Fax Paths. The PBX Pin is used by employees to verify their
identity when speaking on the phone. Use this Pin when calling for support. Select the number of On-
Demand Paths you would like available for your use. On-Demand Paths are charged to your account when
and if used, per the terms of your agreement with Ancero.

PEBX Info - DEMOACCT

[T
Cwrbloswet Miwwar. [ UGATCT
PALE Covigat: peasa=sa
L P |
Fropued £ o Pama ¢
On-Donnd Lol PoIRA 1] = | pugynn motar tooth Pl Bt T rasmisdd o O (i P, s
rcad op gvadacie tor our vae On-Demuand Pao are charged b war
et s and Tased pan e e oF poae greaTend mlh Pionly
L |
Panpil Fan Pelnac ©
O Dowmand Fan Pagha: O

2. Caller ID Settings: Enter the information you would like to use for Caller ID on outbound calls. This will be
the default value used as you setup new phone numbers. You may also override the Caller ID for each phone
number. The Caller ID (CNAM) is the Caller ID name displayed to a called party for on-network outgoing
calls.

Caller 1D} Settings

Erted Ta information you would lile by s for calbed 1D on cutbound calls. This will be T defiol valee uted
a5 Fou 59020 new phong NUMSEs. You may also owamide the caller 10 for each phons numiber

Caller 10 {CHAM): | Dema ACCT |

PBX Features: Here you can enable and disable certain settings. Click Update PBX to save andupdate features after
editing.

PBX Fealures
* Allow International Calling: If set to “No” then Allow International Calling: ' Yes @ No
outbound international calls can not be made from Enable Directed Call Pickup® @ Yes ) No
this account. Enabile Intercom?: @ Yes ' Mo
« Enable Directed Call Pickup?: If enabled, all users Eneble 7 digh “‘;::;ﬁ DT
of the PBX will be able to dial *8 plus an extension 518 | (Required for 7-digit daing)

ber t Il rinai th y h Enable Directory By First Mame?: @ Yes . No
numper to answer a call ringing anotner user's pnone. Read Extension Numbers in Directory® @ Yes ' No

* Enable Intercom?: If enabled, all users of the PBX Cal Parking Timeout: (120
will be able to dial *1 plus an extension to activate

the intercom features of the phone. This currently only
works with Polycom devices.

» Enable 7 Digit Dialing?: If enabled, all users will only be able to dial using 7 digits.

» Enable Directory by First Name?: If enabled, directory will go by first name instead of last name.

» Read Extension Numbers in Directory?: Directory will read the extension number to the caller before presenting
dialing options.

» Call Parking Timeout: Displays call parking timeout in seconds. Default is 10 minutes = 600 seconds.
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PHONE NUMBERS

Home  Activily Voicemail Services Cases = Accounting Reports Settings

Home » Services » PBX Configuration » Phone Numbers

Phone Numbers that are assigned to the PBX are

visible in the Phone Numbers section of the CeaeNew - Phone Numbers - DEMOACCT

Portal. Here, you have the ability to modify the =™ = ] o oo ‘

call routing and behavior of incoming calls, as | secasemeneimees | === <Presons Note Page 1 o1 Heowny - B

well as Caller ID Name. To modify the behavior e Phone # [ — Tollfree?  Active?

or details of a phone number, click Phone B

Numbers under the Services tab, then click Edit sancerd O Goooen ohre Etension 1001 o e Ea

on the phone number you wish to edit: ImportExport [ (518)643-9533  DEMOACCT Auto Attendant Wain No Yes Edit
Mailboxes [ (518)649-9534  DEMOACCT Auto Attendant Main’ Mo Yes Edit
Standard Edit «Previous - Nedt» Page 10f1(5Records) - 20 +

Broadcast

Auto Attendant

Time Frames

Groups

Conference Bridge

Listen Live

Holidays

Hold Music
Call Blocking

Phone Number: At the top you will see the phone number configured to the PBX that you want to edit, which is also the
Incoming Number. Then you will see Toll Free Number and State. The Toll Free Number is set to “Yes” then the
configured phone number is a Toll Free number which all incoming calls are billed. Select the state where this PBX is
located.

Phone Number (518) 649-9531

Incomisg Humber: {512) 645-8531
Toll Fres NemBer?: N
Siale: - Salecl= -

Caller ID Settings: Enter the information you would like to use for caller ID on outbound calls. To use the default value
setup for your account on the PBX Info screen, click the “Use Default” hyperlink.
1. Caller ID (CNAM): The text that will appear on the called party’s called ID display when you make
outgoing calls from this number. This may take up to 7 days to take effect.
2. Internal Presentation: The settings of the field determine what will be displayed on the caller ID display of
the phone or device. If “Show Called ID” is checked, then the caller’s ID will be presented.

Cablor |0 Sattings

Erbir o S infoemmation pos woulkd B 19 uie e CHle 10 00 oumound cas. To use M Geliull vilus Setup ief
o B onank o e PO Iy S0, ChCit i Ut DS hyparing

Calor I [CMAMY: [GEMOACET | e Bttt (Uhpetated o TI2A2011 02087
By

Internal Preseatabon: | | # show Cater
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Call Routing:
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If Holiday: This setting determines how incoming calls to this number will be routed on days marked as a Holiday.

Call Routing

i Holiday: -- Selact - -

Route To: Extension

» 00(SIPLne 1) =

The options for Call Routing on a Holiday are as follows:

Call Routing

It Holiday: - Salact—- | =]

Route Ta:

Extension
(S0P Trunk

Features Phone
Mailbox

Hold Musc Group: | o
Screen lor Privecy: Auto Atlendant

Time Framea
Conference

Advanced Settings  Conferance Hub

Q
UE:?:& Mumber

Company Directory
Check Vaoicemail
Cusiom Setn

Record History

DEA12011 012342 PM
MAOTROI0 094155 AM
| 01072010 09:40.57 AM

100 (5P Line 1) =

Randy Tielinaki (melinsikd@pnoyonensloom)
John Hogper (hoppen@pantyonenst com)
John Hopper (jhoppen@pricrntyonenet com)

24 103.182.194
2497 144 66
24.07 14456

Modifiad
Medilied
Created

From the drop down menu, there are fourteen options to select for Call Routing If Holiday. Select Extension from the
first drop down menu and then select the exact extension you want to route to in the second drop down menu. Select SIP
Trunk or Phone Number and then select the SIP Trunk or Phone Number to route to in the second drop down menu. The
same goes for Mailbox, Group, Auto Attendant, Time Frame, Conference, Conference Hub, Queue, Outside Number,
Company Directory, Check Voicemail or Custom Setting.
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Route To: This setting determines how incoming calls to this number will be routed.

Call Routing
H Holiday: - Select - -
Route To: » --SelectExtension - -
- Select - |
Extension
Features SIP Trunk
Hold Music Group: FPhane
) Mailbox
Screen for Privacy: GIG'UP
Adite Attendant
Advanced Settings E:;“n?effn;ﬂ;
Conference Hub
Quaue
Outzida Number
Record History Company Directory
Check Voicemail
EN - I

From the drop down menu, there are fourteen options to select for Call Routing Route To. Select Extension from the first
drop down menu and then select the exact extension you want to route to in the second drop down menu. Select SIP Trunk
or Phone Number and then select the SIP Trunk or Phone Number to route to in the second drop down menu. The same

goes for Mailbox, Group, Auto Attendant, Time Frame, Conference, Conference Hub, Queue, Outside Number, Company
Directory, Check Voicemail or Custom Setting.

Features:
1. Hold Music Group: Select the Hold Music you wish to be played when a caller is placed on hold.
2. Screen for Privacy: If set to “Yes”, then incoming calls that do not have a 10-digit caller ID will be asked to
enter a 10-digit number to identify them before the call will be connected.

Features Features
Hold Music Group: | Defaulf Hold Music Group: Default ~
-
' Screen for Privacy: | No| =
screen for Privacy: el 5
Music
Yes
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EMERGENCY 911

To meet Federal regulations, each phone must have the ability to dial 9-1-1 and be connected to a Public Safety
Answering Point (PSAP). When 9-1-1 is dialed, the PSAP must be presented with a callback phone number, and a
physical street address. Therefore, each extension entered into the Customer Portal must have an associated E911 address.
To associate an E911 address with extensions, first you must enter E911 locations in the E911 module. Click on New
Location from the E911 locations list screen under Services.

Voicamall  Services  Cases  Accounting  Repons  Setti

376 Bevadway
Schanddady MY 12305

| «Prindous - Neits Page 108701 Recoras) - 20 =

On the New E911 Location screen, you will be asked to enter an address. Enter the geographical street address of your
office. If you have multiple locations, you will need to add multiple E911 Locations. Make sure the street address entered
is valid; it will be verified by the national E911 system before being accepted. If you enter your address, and receive an
error about not being able to verify the address, go to the United States Postal Service’s Find a Zip Code utility, enter
your address and click Submit. The USPS website will present you with a properly formatted version of the address you
entered. Copy and paste that address into the form in the Customer Portal.

After filling in the street address, you must select which phone number to associate this address with. This phone
number will be the callback number presented to the emergency personnel when someone dials 9-1-1 from this location.
Note that each of your phone numbers can only be used for a single E911 location.

New ES11 Location
Address Phee Hurmber
T il Pl S B3P 8 5 oL ISEBSR Eeh B9 boacibliein frassil B ek Sciiii=] willy
whte phones will b4 presenl o aned ool oy phiore rumibes or callback
Pupedend. Pibiis Sdido] Tl frniebd il P
pr— ] tesaten
Fac| | 530 pa i)
Sarewn 2 | ] o psam tasessan
oy [ ] mm eanaz
il Py bvd - 18] ER-38T0
g Combet | ] i s
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After selecting the phone number, you may optionally
associate this new E911 location with any existing extensions,

AT YOUR OFFICE. IN THE CLOUD. YOUR TECHNOLOGY MANAGED.

Assoclate with Phomes

Each phore must Bawe an assooialed EF11 ASiress. Please saied B phones which will 2a present ol T
Aoee 30dress rom The st below. This can be hanged o any Sma

CoiTiadd Addreds

or none if you choose. Click the check box next to each et e e
extension that will be located at this address. 501-51P Line 2 271 Bvnadwan, Schanectady NY 12208

101 = A Einstein 376 Beoadeay, Schenaciady WY 12305

399 = CEs0o TES0 376 Benaderyy, Schenaciady WY 12305

1001 - 5P Trznik ITH Beoddwciy, Tcthendoiad WY 12305
Before you create this E911 location, you must agree to the T ENERE O SERCES 0T DTG =

E911 Terms of Service in the text box at the bottom of the
screen. Click the “I agree to the Terms and Conditions”
check box, then click Save. After the E911 Location is added,
it will be available in the select menu for “E911 Location” on
the Extension screen. You may use this address for any
existing extensions or new extensions

1.1 Mon-Availability of Traditional 911 or E911 Dialing Serice. The

Sendce does not support raditional 911 ar ES11 access to amargency
Senices in all locations. Where we do nol ofer raditional 911 or E91
access, wé offer a faature known as “911 Dialing” which is a limitad
emergency calling sendce avallabie only on Priority One networks,
LLC-ceified Devices of Equipment The 911 Dialing faatura may nat
wiork at all when used in conjunciion with a Soft Phone, Virtual Numbers =
of Subscriber provided Customer Prémisé Equipment Our 911 Dialing

il agree 1o the Terms and Condilions

[ Save || Delete || Cancel |

EXTENSIONS

Extension Configuration, located under the Services tab at the top of the screen, shows the settings of the extension
and phone. By clicking Edit, you can modify the Extension Details, Routing and Configuration, VVoice Mailbox, and other
settings.
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Extension Details: Under Extension Details, you will see Extension Number, Name, Outgoing Caller 1D, E911 Location
and Seconds to Ring.
Name: This is what is displayed on the Caller ID display of phones within the PBX. It does not affect the
Caller ID settings of outgoing calls.
Outgoing Caller ID: Select the phone number which you want to be presented to the called party for
outgoing calls made from this extension.
E911 Location: Select the address at which this extension will be located. Each extension must have an

1.

2.

3.

associated E911 location.

Seconds to Ring: Enter the number of seconds you would like the phone to ring before the call is

forwarded to voicemail.

Standard Extension Detail

Emtiriboe Distaily
Extenuion Hembe | - 00

ez [ S0P L 1

SHMNMZIE'

Crtgsing Caler il (5715) B45-9530 =
Ed1 Locamon: 176 Beoncwary, Schenectady, NY 12305 =

Routing and Configuration: Routing and Configuration consists of Call Routing, Find me features, and other
Advanced settings as follows:

The Call Routing tab, listed first under Routing and Configuration, determines how calls to this extension will be
handled. You may route calls to a phone, another extension, a mailbox, or any other location within your PBX system. By
default, all calls are routed to the phone associated with your extension. Unanswered calls are routed to the voice mailbox
associated with your extension. Any of these settings may be overridden by modifying the following settings:

® pHONE 856.210.5800 e rax 856.210.5858 e cmai INFO@ANCERO.COM
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Try First: The system will send all calls to the Try First
setting. If you are busy, unable to answer the phone, or the
phone is offline, the system will handle the call based on the
settings below Try First (If Busy, If Not Answered, If
Offline). The system will send all calls to the setting you
choose in the drop down menu in Try First, when you are on
the not on the phone, unavailable or offline. Options
include: Extension, SIP Trunk, Phone, Mailbox, Group, Auto
Attendant, Time Frame, Conference, Conference Hub,
Queue, Outside Number, Company Directory, Check
Voicemail, Custom Setting or Find Me. Note: If you’ve
selected to send calls to a Phone, then the next three options
should be configured. Otherwise, they are unavailable.

If Busy: Calls that come in when you are on another call will
be routed to the setting chosen in the drop down menu. The
options for routing are the same as in the Try First menu.
Note: Notice Try First is set to Phone so the If Busy field can
be modified

If Not Answered: Calls that come in when your extension is
not answered will be routed to the setting chosen in the drop
down menu. The options for routing are the same as in the
previous menus.

If Offline: Calls that come in when your extension is not
answered will be routed to the setting chosen in the drop
down menu. The options for routing are the same as in the
previous menus.
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Under Routing and Configuration, the next tab is Find Me. The Find me feature attempts to locate you by dialing a list
of extensions or phone numbers until you accept or reject the call. The caller is placed on hold while the system attempts
to locate you, until you have either accepted or rejected the call. Once you answer the call, you have the option to accept
the call, or reject it. You also have the option to reject the call and leave a short message for the caller. Define your
locations by entering information for each of the 5 available Find Me locations. You have three options:

* My Extension: selecting this option will ring the phone associated with your extension.

* Outside Line: this is a phone number such as a cell phone or your home phone.

» Other Extension: selecting this option will give you the ability to select any extension configured in your PBX.

2 Outsade Ling -
3. Dutsade Line
4. Qutssdi Ling
5. Outssde Ling

Routing & Configuration

-C.'r Riout ":}._ m .- dvamced ]
The Find Me leature alempls b lecale you by daling each of tha following localions wnill you accept of nejed hae call

Tt caller is placed on Bokd untl you are Tound. Once you answer T call, you have the opfion i accepd the call, of rejed
e call You also R the option b mjed e call and e 3 SHo migssa Tof T caller

1. My Exdension = Bings your exdénsion

[518) 256-2919

Ring #ach locaion for 10 = seconds
¥ Recodd caller's name and announcs T b pou Belore connading
| Givw i called Ma opBan of anafemng 15 voitamail Sefetsn Bch KCaton delindd abive

o | Actrew?
o ActeR®
Artred®
Actiet?
Actie?

Actien during the hours Beow 9 Aways actve

You have the ability to define up to 5 locations. If you do not have 5 locations to be tried, simply leave the settings blank
for the additional locations you will not need. Be sure to check the check box labeled “Active?” for each location that you
want the system to try. In addition to defining your locations, there are a few options that can be changed:

o Ring each location for ‘n’ seconds: The system will ring each location for this number of seconds, before

attempting to reach you at the next location in the list.

o Record caller’s name: If this check box is selected, the caller will first be prompted to record their name. When
you answer the call, the system will play “You have an incoming call from...”, then the caller’s name that was

recorded. This is useful for call screening.

e Give the caller the option of transferring to voicemail: If this check box is selected, the caller will hear a brief
prompt asking them if they’d like to continue locating you, or leave you a voicemail; between each location

defined.

o Define Active Hours of the Find Me feature: Modify the hours that the Find Me feature is active by filling in
the From and To fields. Set these hours to be active only during certain periods or click Always Active to have
the Find Me feature enabled at all times. Saturday and Sunday can be included by checking the boxes for each.
Select the option you would like calls to be sent to in the drop down menu.
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The next tab under Routing and Configuration is Advanced Settings:

@ Support @ Network Managed IT VolP Cloud

Froem: 5100 AM
Include: || Sahaday | | Sunday
Then send calls 1oc - Select -

Extension

SIP Trunk

Phone

Maillco

Group

Auto Anendant
Time Frame
Conference
Conference Hub
Queus

Quiside Mumbear
Company Directary
Check Voicemad

& Active during thve hours below Always acive

Custom Seting

Tec 500 PM

Message Waiting Extension: Enter the mailbox number for which you would like to receive notifications of new

messages. Multiple mailbox numbers can be entered, separated by commas.

Disallow Dial by Extension: If checked, then this extension cannot be dialed from any auto attendant. It can only

be routed to by PBX Settings.

Disable Call Waiting Indicator: If set to Yes, the user will not hear a beep or tone when they are on a call and

another call comes in.

Disable Missed Call List: If set to Yes, missed call list will be disabled.

Enable Buddy List: If set to Yes the Buddy feature of Polycom phones will be active for this device.
Show Agent Status on LCD Display: If set to Yes, then the LCD display of this phone will show the agent status
screen. If an agent is logged into the phone, their current status will be displayed. If no agent is logged into the

phone, the LCD display will be the default logo.

Dial # to Transfer: If checked, then the caller can dial # to initiate a blind transfer.

Routing & Configuration

Call Routing| [Fina me |
Message Waiting Extension: (101 |

Disallow Dial-By.-Extension: |
Disable Call Waiting Indicator: Mo -
Disabile Missed Call LISt Yes -
Enable Buddy List: Mo -
Show agent status on LCD display: Mo ~
Dial & to ransfer: No -
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Beneath the Routing and Configuration module is Voice Mailbox. First, select the Voice Mailbox to be associated with
this extension. Unanswered calls will be sent to this mailbox. If you would like to create a new mailbox to be associated
with this extension, select “Create New Mailbox.” If you would like this extension to not be associated with a mailbox
select “No Associated Mailbox.”
You may record your voicemail announcements by phone, or by uploading audio files. If you wish to record your voice
mailbox announcements by phone, dial * + your mailbox number or click the Record button on the screen. Your
phone will ring and you will be guided through the recording process. To listen to the current recording, click the Play
button. If you wish to upload a file, click Browse to find the file on your computer. There are three Voice Mailboxes
available for recording:

e Unavailable Message: Record your Unavailable Message that callers will here when you are unavailable, or

Browse for the file you would like to use on your computer.

» Busy Message: Record your Busy Message or Browse for the file you would like to use on your computer.

 Your Name: Record your Name or Browse for the file you would like to use on your computer.
Click Save to apply and save new settings.

Woice Mailbox
Woice Madbox -- Sebact - -

Yol ey rRCOnd your volcemail announcemants by phore. of by uploading audo Mes. W you wish o record by phone, please dial * = your mailbo
number of dick e Record Bulisn balow Your phdng will fing and you will be guided Bircugh the recseding process. To REten 4o M curment
recording, dick the Play bulion I you wiah bo upload a e, Browse for the file on your PC.

Chiclang the Record or Play bultons will ing The phone at I [type @ name or gabension number o

| Demo Ascount (107)

exension change
wlhum: @ or upload 3 Nle: Eowse.
Busy essage: [Facord | [Play| orupioadafis | Browse. |
Your Hame: [Record | [Play| or upload a fle Browse.

[ Sawe || Cancel | [ Delate |

MAILBOXES

Actwity  Voicemad  Services  Cases  Accounting | Repors Semings

Home s Serdces s PHX Configuration s Mastaonis

You have the ability to create as many mailboxes as needed
for the PBX. A mailbox can have any number and be
assigned to any user, or accessed via an auto attendant or "=
other means. To create a new mailbox, click Mailboxes, & @ Ef v P E
located under the Services tab at the top of the screen, then

click New Standard Mailbox:

Croate New,. -

search
[ [Bmarsh] ciear soaren

T Siardard Miailbox | Now Brosdcast Mailbox] < Privious - Herls Bage 1 of 1 (8 Rocords) - 20 =

£ Gisco TR60 Stangaa Eat
501 Soft Phane Stangaa Eat
530 Demo Phang Stanga Emt
900 GENEral Maisox Stangara Lot

Mallbeues
Standard

New Standard Mailbo | | Mew |  «Previous - Heds Page ol 1(ERecods) - 20 v

Conderencs Bridge
| Liston L
Holigays

Hold Mussic

Call Blocking
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» General Settings: Under New Mailbox, the first group you will see is General Settings.

1. Mailbox Number: Each mailbox number requires a unique number. IT is suggested that you make this a 3-5
digit number. It may be different than the user’s extension number, but it is usually the same.

2. Name (for directory): This is the name that is used for the company directory listing that callers can use to
find a user. It should be a first and last name.

3. Password: A numeric password that a user will enter to access their mailbox. This must not be the same as
the mailbox number, or the user will be prompted with the mailbox setup wizard each time they log into
their mailbox. Confirm password by typing the same password beneath Password.

New Mailbox

re— | New Mailbox
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Recordings and Greeting: You may record your voicemail announcements by phone, or by uploading audio files. If you
wish to record by phone, please dial * + your mailbox number or click the Record button below. Your phone will ring
and you will be guided through the recording process. To listen to the current recording, click the Play button. If you
wish to upload a file, Browse for the file on your PC. You can set up a separate greeting for Unavailable Message, Busy
Message, and Your Name.

Rocordings & Groating

You may recoed your voicemall announcameants By phone, of by uploading auda fles. W you wish b recond By phone, please dial * = your mailbax
numser of Click the Record bulton Delow. Your phone will ring and you 'will be guided through the recoading process. To lislen 1o the curent
recording, dlick The Play bution. I you wish 1o upload a ke, Browse for the file on your PC

Clicking the Record s Play buiond wil fing fe phane 51 ] Mipe a name or exension PrITBEF o
ExlEnaEn change)

Unavailable Message: [Focord | [Play] or usioad 3 e | Browse. |
Busy Mes529+: [Faord] [Piay] or ioac a e Browse. |
Your Hame: [Racord | [Play] o upload 3 file | Browse. |
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Notifications: Set up notifications to receive by Email or SMS messaging to notify you when a voicemail is received.
1. Email to Notify: If a valid email address is entered, a message will be sent to that address every time a
message is received. The audio of the message will be attached to the email in a WAV file.
2. SMS email to Notify: If a valid email address is entered, a message will be sent to that address every time a
message is received. The audio of this message will not be attached, however.

Hotifications

Email to notity: | |

SMS email to notify: | | This field should contain an email address

Advanced Settings: Under Advanced Settings, you have the option to edit Dial During Announcement, Skip Voicemail
Instructions, Announcement only, Hide from Directory, and Delete voicemail.
1. Dial During Announcement: If checked, a caller will be able to dial an extension during the user’s
announcement.

2. Skip Voicemail Instructions: If checked, the PBX system will not play generic instructions to the caller. Only
the user’s recording will be played, followed by a beep.

3. Announcement Only: If checked, the caller will not have the option to leave a message. The user’s recording

will play, then the caller will be returned to the attendant.

Hide from Directory: If checked, mailbox will not show up in the directory.

Delete VVoicemail: Voicemails are stored for up to 180 days. Here, you can select the number of days you wish to

keep them.

ok

Advanced Sedtings

Dial During Ansouncement _ Dial During Announcement allows the caller o dal any edension durng the announoement
Skip Volcemail Instructions: || ¥ you wand ko skip the inglructions for leaving 3 message Mal are played et your announcamant chack here
AnnouncEmsent Onhe | Anmouncement mailboses ane 10 be rouled b from 0 Aubs ARendant (44) bs play e busy MEssage i Mis box and
than raturn 0 Te eginning of the calling A% Dverrices "Background in an A8,
Hide Froen Dinectony | Hide Mallbox from the Company Direchory
Debie Voicemail: Mo -
WOl T e shodad by 180 day

[Sawe | [ Cancel
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AUTO ATTENDANTS

An Auto Attendant is a recorded greeting and associated menu at which the caller has the ability to select from multiple
options to choose how their call is routed. The caller can dial any extension defined for the PBX, as well as a set of
options that map to the digits on a phone dial pad. Customers of the PBX are

not limited to a given number of Auto Attendants, there can be as many as the customer wishes. To create an Auto
Attendant, click Auto Attendants, under the Services tab at the top of the screen, then click New Auto Attendant:

Home  Activity Voicemail Services Cases Accounting Reports Settings

Home » Services » PBX Configuration » Auto Attendants

Create New_ -

’, Search
|

‘ ‘ 8earch | Clear Search ‘
PBX Info

New Auto Attendant « Previous - Mext» Page 1of 1 (2Records) - 20 ~
Phone Numbers
Standard Phone Numbers Auto Attendant
Toll Free Phone Numbers
E9N
SIP Trunks
New Auto Attendant « Previous - Mext» Page 1of1(2 Records) - 20 ~

Extensions
Standard
Cloud
Import/Export

Mailboxes
Standard
Broadcast

Auto Attendant

Time Frames

Groups

Conference Bridge

Listen Live

Holidays
Hold Music
Call Blocking

» General Settings: In General Settings you will see Attendant Name, Attendant Timeout, and Digital Timeout.

1. Attendant Name: A unique name must be given to each Auto Attendant. This is used to identify the Auto
Attendant in the PBX Configuration Module.

2. Attendant Timeout: The amount of time, in seconds, after the announcement is played before the PBX
executes the “Timeout” option configured below if the caller does not press any buttons.

3. Digit Timeout: The amount of time, in seconds, between key presses before the PBX attempts to connect the
caller to the dialed digits.

New Auto Attendant

General Senings

. —
Angsdamt Timeout: |5 |
Digit Timecut: [ |

® pHONE 856.210.5800 e rax 856.210.5858 e cmai INFO@ANCERO.COM I " ICEI QD

e appress 1001 BRIGGS ROAD SUITE 220 MOUNT LAUREL, NJ 08054 WWW.ANCERO.COM



r
“5‘: . @ e,
' e @ . =
“"h oL @ et = Support Network ﬂﬁﬂ Managed IT .E Vol € =9 Cloud
1f0ge" g

[ ]

we AT YOUR OFFICE. IN THE CLOUD. YOUR TECHNOLOGY MANAGED.

» Announcement: There are four different ways to select and record an Announcement for the Auto Attendant.

1. Record via Phone: Click the “Record” button to record the Attendant greeting by phone. Click the “Play”
button to listen to the current greeting. Your phone will ring and you will be guided through the recording
process. Alternatively, you may dial *323.

2. Upload: You may upload a file with your announcement in .mp3 or .wav format. The maximum file size is
10 MB.

3. Default Recording: The following pre-recorded message will be played to callers: “Hello and thank you for
calling. If you know your party’s extension, you may dial it at any time. For a company directory, please
press * now. To leave a message in our general company voice mailbox, continue to hold or press 1. To
hear these options again, press 9 now. Thank you for calling.”

4. Mailbox: Older versions of the system used voice mailbox recordings for the auto attendant greetings. This
method is no longer preferred, as there are now easier options available. It is recommended that you use the
“Record via Phone” or “Upload a File” options.

Announcement

@ Record via PhOM® ey s Record” bulton 1o record the Atendant greeting by phone. Click the Flay”

Upload & File button te listen to the current greeting. Your phone will ring and you will be guided
z‘;““" Recording  myaygh me recording process. Allamatively, you may @al *323

Click the button 1o ring euensmn| D Azeaunt (101) |

 Button Configuration: Button Configuration, located under Announcement in the Auto Attendant menu, defines
where buttons dialed by a caller are directed. For example, if O is selected to go to an Extension, you will pick the
extension for O to route to when a caller presses 0. If 1 is selected to a Mailbox, the caller will be routed to the Mailbox
that is selected when they press 1, and so on.

Hutten Comliguration
Bulan O ~ Setect - - |
BuBan 1 Selact - - |
Busian 2 - Slgsl~ -
Buman 3 ~ Salact - =
Busen 4 — Selact - -
BuSian & — Sabact - -
Bumns - Seiet - '
Bumn?  —Select- 7 '
Bumen B — Select - =
Busan§ = Sadact - b
Bufton * Fedect - o
Bulicn ¥ = Siglgert ~ -
Tirgoul - Salgct -
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TIME FRAMES
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Time Frames are defined hours you set within the PBX. Time Frames can be business hours or after business hours. Time
Frames are located under the Services tab at the top of the screen. Click Time Frame and then New Time Frame.

i
N
T [ T e resa . =

X .

New Time Frame: Here you will see properties including Time Frame Name, During hours forward call, After hours

forward call.

1. Time Frame Name: A unique name must be given to each Time Frame setting. This is used to identify the

Time Frame setting in the PBX configuration module.

2. During hours forward call: Determine how the call is routed during business hours.
3. After hours forward call: Determines how the call is routed after business hours.

Define the Days, Before and After times of this Time Frame.
Click All Day to enable this Time Frame for all hours of the day.

Click Save.

New Time Frame
:u.r.—-u-n-:|—|
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@ Support @ Network Managed IT VolP Cloud

A Group is a collection of extensions which are to be rung at the same time by the same call. For example, you may have
a customer support department with 4 support representatives, and you might want all support phones to ring
simultaneously when a caller hits key 2 at your auto attendant. To achieve this, create a Group. To create a new Group,
click on Groups, located under the Services tab at the top of the screen, then click on New Ring Group:

Hing Exlomsions

Mo resords Townd

= Piididid - Mol s  PEde 1001 (0 RecHida) -

W ol Enlonsscnn

= Provious - Met s Page 1ol 1(0 Records) -

o0 -

W -

New Ring Group: On top you will see general settings of your new ring group.

1. Group Name: A unique name must be given to each group. This is used to identify the group in the PBX

Configuration Module.

2. Ring all extensions: If At the same time is selected, then all extensions will ring simultaneously. If Sequentially
is selected, then each extension will ring for Seconds to Ring (see below), then the call can be sent to the next

extension.

3. Seconds to ring: The amount of time in seconds that the phones will ring before “After ringing group forward
call” is executed. If the phones are set to ring Sequentially, as stated above, then this determines the amount of
time each phone will ring before the call is routed to the next extension.

New Ring Group

e —

Ring ol extenshons: A the same ima -

Seconds to Ring: [Z0___ |

Caller 1D Sattings: Orignal Caller ID

Extensions

Avallable Extensions:

100 {SIP Line 1)
530 (Rich Houl)
501 (SIP Line 2)

107 {Albert Einstein)
399 (Cisco 7960)
1001 (SIP Trunk)

After ringing Group forward calk - Salact—

Add Group

Extensions to Ring:

T Up

Extensions:
1. Available Extensions: This lists all extensions defined in
the PBX.
2. Selected Extensions: To move an extension into this
box, highlight the corresponding extension in the Available
Extension box, and click the Add button. To remove the
extension, highlight it and click Remove.

e sopress 1001 BRIGGS ROAD SUITE 220 MOUNT LAUREL, NJ 08054

After ringing Group forward call: If none of the
extensions answer the call in the time defined in the
Seconds to Ring field, the call is routed in the manner
defined by this field.
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CONFERENCE BRIDGE

@ Support @ Network Managed IT VolP Cloud

To create a new Conference Bridge room, click on Conference Bridge under the Services tab at the top of the screen,

then click New Conference Room:

Home  Activity Voicemad Services Cases  Accownting

Reponis  Seitings

Home » Sendces » PAX Configuration s Confereace Bidges

Craata Mew. -

| [Bearch] cisar Search

PEX Infa
Phone Humbers
Standard Phone Mumbers
Toll Free Phane Numbers
Eg11
SIP Trunics
Extensions
Standard
Cloud
mponEpon
Mailbexes
Handard
Broadcast
Auilo Afteridant
Time Frames
GICUES
Conterence Bridge
Listen Live
Haollgays
Hold Mugic

Call Blociing

= Previous - Medds Page 1 of 1[0 Reconds) - 20 =

MG Ficords faund

= Previpus - Hedd s Page 1of 10 Records) = 20 =

* New Conference Room: Define the properties of your new conference room as follows below.

1. Conference Number: A unigue number must be given to each Conference Room. This is used to identify the

Conference Room in the PBX Configuration Module.
Password: A numeric password that callers will enter to access the Conference Room.

N

3. Enable Music on Hold: If checked, then music will play when there is only one participant in the conference

room.

4. Play Enter/Exit Sounds: If checked, a sound will play each time a participant enters or exits the conference

room.

5. Announce Attendee Count: If checked, then each participant will be told the number of existing participants

when entering.

New Conference Room

Conference Humber: |

Password: |

Enable Music On Hold: |/
Play EnterExit Sounds: |/
Announce Attendee Count: [¥]

» Click Add Conference Bridge to create and save this Conference Room.
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Listen Live, located under the Services tab at the top of the screen, gives you the ability to listen and barge in on calls
taking place within the PBX.

Sy Yavainn 5 U Combgmrion o L rvbe poy

G v Listen Live Configuration
IP——
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. i [ —
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:‘ ."_ s me ey o ke L ey ey vk
i 0 S L T}
P S0 PFch honalf)
- BN [P L Ty
L LT e
e i ot T
Bk O {5 Trumi
e (=T
Litkes | b
™
inscrey TR —
I smmassL.———————
P 0 3 e 1 L 1
13 Fron Mot Bucr vl
0 (5 L 5 et
137 e TR
v H (Cmce TR Coigl PEc
Ealanaral 1301 (B Terar] B Trae
B e Lies | [ ot

Under Listen Live Configuration, you will see Listen Live Settings and Password.

e Listen Live Settings: If “Off” is selected, Listen Live is Disabled. If “Listen” is selected, you are able to listen in on a
conversation, but not talk to either party. If “Barge” is selected, you are able to barge in on a call and speak to the
extension that you dialed. If “Both” is selected, you can use both the listen and barge features independently.

 Password: Users must enter a password to use the Listen Live feature. The password must be 3 or more numbers, letters
are not allowed.

Listen Live Configuration

Listen Live is disabled,

Listen Live Settings: Off -

Password: |:|
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e Users who can use this feature: This module will
give a list of users who may be allowed to use the
Listen Live feature. Select the extensions that will be
able to use Listen Live under “Users who may not
listen,” and click Add, to add them to the list of
“Users who may listen.”

* Users that may be listened to: Below “Users
that may be listened to” is a list of extensions that
may be selected to Listen Live. Check the boxes
next to the users and click “Add Listen Live” to
enabling listening to those users.

HOLIDAYS

AT YOUR OFFICE. IN THE CLOUD. YOUR TECHNOLOGY MANAGED.

Users who may not listen:

Users who can use this feature:

[100 (SIP Line 1) =]

Users who may listen:

@ Support @ Network Managed IT VolP Cloud

1530 (Rich Hoult)
501 (SIP Line 2)

(101 {Albart Einstein)
}399 (Cisco 7960)
1007 (SIP Trunk)

Usars that may b listomod to:

A00 [SIP Lins 1)
530 (Rich Hoult)

S0 [53P Line T)
10 (Ml bert Einsiein)
I iCisce THG0)
1004 {S3P Trunk)

SIF Line 1
i Hicilt
5P Line 2
Alart Einslein
Cisc0 0
SIF Trunk

| ekl Listen Live | [ Caneet |

You may define any day of the year to be a company
holiday. Once a day has been declared a holiday,
then all calls into any of your phone numbers will be
routed based on the “If Holiday” field on the Phone
Number screen under Services. To define a new
Holiday, click on Holidays located under Services,
then New Holiday.

Home Activity Voicemail

Services Cases  Accounting

Reports Settings

Home » Services » PBX Configuration » Holidays

Create New_ - Search
‘ ‘ \ Seamh| Clear Search
PBX Info
New Holiday = Previous - Next Page 10of1(0Records) - 20 =

Phone Numbers
Standard Phone Numbers
Toll Free Phone Numbers

Ea11

SIP Trunks

Extensions
Standard
Cloud
Import/Export

Mailboxes
Standard
Broadcast

Auto Aftendant

Time Frames

Groups

Conference Bridge

Listen Live

Holidays

Hold Music

Call Blocking
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No records found.

New Holiday

« Previous - Mexts Page 1of1(0Records) - 20 =
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@ Support @ Network Managed IT VolP Cloud

Enter a name for the holiday, select the date, and then click Add Holiday. For more information on Holidays, please see

the section Phone Numbers above.

New Holiday

Name: | |
Date: January = 1 =

HOLD MUSIC

You have the ability to customize the music your callers hear when a call is placed on hold. By default, the PBX was
configured with standard classical music for calls on hold. But you may upload new music in mp3 format to the PBX to
be used instead of the default music. You may upload multiple audio tracks, which will play in a random order when a
caller is on hold. Each track may have a maximum size of 10MB, and you can upload a total of 60MB altogether. To
customize your hold music, select Hold Music under the Service tab on the top of the screen, then click New Group:

e To create a new Hold Music Group, provide a name in the Name field
* Toadd tracks (music files) to the Group, click “Save & Add Tracks”, otherwise click “Save” to save

the Group without adding Tracks.

» To use this Hold Music Group for all outbound calls, select “Yes” for “Use for outbound calling?”
Your PBX may use only one single Hold Music Group for outbound calling.
» File: select an mp3 file from your local computer to be uploaded to the PBX server. The file must be in

mp3 format and no larger than 10MB.

e When finished, click Save. It may take a few minutes for the file to upload, so do not leave the screen
until you receive confirmation that the file upload was successful. Also note that newly uploaded tracks

may not take effect for up to 30 minutes.

New Hold Music Track

J FHold Group suctesshully created.

comtained in

The maximum size allowad for an uplaaded file is 10MB

AHold Music Track is an audio file that is played to 3 user on hobd. Each Hold Group can contain one or more racks.
To add a new Track. supply a name, Salect a file fram your computer, and select which Hold Group this track will be

To acd a sangle Track, click "Save”. To acd more than one Track, cick “Save & New Track”

Your uplodded fle My be convertid io 2 SMerent Formal which tkes up more Space ANer you upload
The comeerted file forrmat will count aganst your queta of GOMEB

Ham: |

]

Hold Music Group: Muss: »
File:

| Save || Save & New Track| | Canced |

i Browse.

® pHONE 856.210.5800 e rax 856.210.5858 e cmai INFO@ANCERO.COM
e sopress 1001 BRIGGS ROAD SUITE 220 MOUNT LAUREL, NJ 08054

HMcCero

WWW.ANCERO.COM



i | i
|'=:'¢. o : . g e Q @ Support @ Network Managed IT VolP Cloud
et @ —
.... AT YOUR OFFICE. IN THE CLOUD. YOUR TECHNOLOGY MANAGED.
CALL BLOCKING

The PBX system allows you to block given phone numbers from being dialed, or from calling into the PBX. To create a
new Call Block, click on Call Blocking under the Services tab at the top of the screen, then click New Call Block:

| ) (] oo e |
[Ty Tr— = Pravious - Pigd >  Page ¥ of 1 (0 Recosdsd - 211 =
| e thcone Kend

T L e it 1
(e Tl Bleschi « Pravious - Peods  Page § of 1[0 Recwas) « 21 =

P Thaika
[
Efandaid
Caiesy
e
Ugdcany
Stndan
Broassexs!
RN
Tirtss Framad
g
Cordeiwnce Biage
Listnn Live
Hkdind
Hald Mgic
Cakt By

* Phone Number: Enter the phone number to be blocked, either for incoming or outgoing calls.
« Direction: Defines whether you want to block this number from making incoming or outgoing calls.
e Comment: This field is optional; perhaps provide a reason why this number is being blocked, who the number

belongs to, or other general information about the call block.

New Call Block

Phone Illrﬁer:|

Direction: Inbound -

Comment:
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USER MANAGER

The Customer Portal has its own user access system. It is important to note that a user of the Portal is not the same as a
phone user. It is a user who is granted access to the Portal via the web. As an administrator, you have the ability to grant
access to the Customer Portal to other users within your organization. There are two different types of users in the
Customer Portal:

* Administrator: a user who has the ability to administrate all aspects of their assigned PBX. Can create other users
who will have access to the Customer Portal, modify phone number and extension settings, create and modify
all other PBX settings.

* Employee: a user who has the ability to administrate only their assigned extension. Cannot change the routing of
calls within the PBX or any other settings not directly related to their extension and voice mailbox.

USER PERMISSIONS

In addition to user types, each user is given permissions to access each area, or module, of the application. Each user type
has a default set of permissions (full access to all available modules) that is assigned to each newly created user. Each
user’s specific permissions can be modified at the time of creation or later.

User Demo Account

User Type: Administrator -
Customer. DEMOACCT
Extension: Albert Einstein (107) =
Username: demo01

Hew Password: |“““"

|
Confirm New Password: | |
First Name: [Demo |
|
J

Last Name: | Azeount
Email: |suppon@gpriorityonenstcom
Enabled: Yes «

Permissions:

[Update User | [Cancel |

» To modify a user’s permissions, click the Settings button at the top of the screen. Select Users on the left menu and
click the user you wish you edit. Click the Edit button next to Permissions on the User Details screen. A list of all
available modules will be displayed. Check the check box next to each module that you’d like this user to have access to.
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CREATING USERS

@ Support @ Network Managed IT VolP Cloud

Accousfisn  Heporis Settngu

To create a new user, first click the

Settings button at the top of the screen. o
Select Users on the left menu

My Profile

Wil Tyt Auprreranirsion -
Cmsowmeer; DEWIACCT

Exdewsion; At Exvatesn {107} =
Unsrmama: 2amsil

T

Coufumm Hew Passmord: |

i
i

* Click the New User button. S S 3
e (et | [ Garicet]
User List
Search
| | [Bomreh | Clear Search (0 Show Disabled Users)

«Previous - Neds Page 1ot 12 Records) - 20 =
LS rn-anme Full Ham:a User Type
2543 user Alpert Einstein pricemo lestiogoni@priceityonenet com Employes
8005 damol1 Damd Account pricema Bupﬁm‘t@pﬂmhﬁnenetmm Adminisiratar
«Previous - Nents Page 1ol 1(2Records) - 20 =

* Select a user type (See “User Manager” for more information about user types).
» Select the extension with which this user is associated. If the extension does not exist, it must first be created.
* Enter a unique username for this user. It can be an email address, and this is recommended to avoid duplicates.

* Enter a password for the user.
e Enter the user’s first and last names.
e Enter the user’s email address.

 Permissions: if you’d like the default permissions settings to be used, leave Default selected. Otherwise, select Custom.

New User
Wit Ty E,lmklru.- -
Customar: DEUMDACTT
. . . . Exbensan: - Sglect - -

After clicking Add User, you will be presented with Usermam: | ]
the permissions settings screen. (See “User e ® [seneeres Jon ot e S
Permissions” for more information). Coalirm New Passwsett: |
* Click Add User when finished. The user is now EE: :
about to log in. Bk |

Pormessiona: @ Delaoh Caslom
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