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Quick Tips

Manage your Voice Mail Online

Just login to perfectpbx.forethought.net. Your user name is
your account number + ext (if applicable) and your password is
your extension.

How To Set Up Call Forwarding / Find Me Follow Me
Login to your account. Go to voicemail settings and specify up to
5 different number. You will never miss a call if you don’t want to.

Reviewing Messages

Did you know that you can manage your voice mail via email?
Simply check “Notify by email”in the voice mail settings. You can
now get your voice mail anytime anywhere.

Call History Information

Login to your account and click call history to find all the calls
you made as well as the calls to your extension. You can even sort
records by clicking on the header.

Call Screening / Blocking

Want to screen or block your calls? It is easy with PerfectPBX.

Simply login to your account click either call screening or blocking and
add the numbers you want to avoid. Introduction to Perfect PBX




Thank You

for choosing FORETHOUGHT.net PerfectPBX.
We know you are going to enjoy the 100%
guaranteed landline quality along with

over 20 productivity-enhancing features
you can access anywhere anytime at
perfectpbx.forethought.net.

The following pages will be a useful
reference guide to set up your new system.
If you need additional help, please contact
us and we will gladly walk you through it.

Thanks again,

a@%%

Jawaid Bazyar
Support@FORETHOUGHT.net

303-815-1000
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Introduction to
Perfect PBX

Hosted PBX

A hosted PBX is a business communications web service,
delivered over a data connection. This is a unique

web service with no PBX hardware to manage at the
customer end. Instead, the PBX service is managed on

a single platform at the vendor location..

User Portal

The Perfect PBX user portal enables users to manage features on
their own extension. Users are able to enable and disable these
features as well as make configuration changes.

Access to web Portal

One of the biggest advantages of our hosted PBX platform is the
ability for users to access their features from anywhere. As long as
you have access to the internet, you can access the web portal to
make changes to your extension.
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Login
Information

Login URL

http://perfectpbx.forethought.net

Username/Password

Example:
Username:
xxxxxx-101 (your account number - your phone extension)

Passwords: 101 (your phone extension)

.,é Applications Places System (& @ @ jpazo (V) . [~ o) "@E Thu Apr 1, 220 PM
2 Login to PBX Manager - Mozilla Firefox =) [=] [z
File Edit View History Bookmarks Tools Help

{"iforeThought.net Co... 3¢ | (" Ticket ID: 311107: R... 3¢ | " Recent Pre-Qualifie... 3¢ | s Login to PBX Manager 3¢ | Google Calendar %[+
4 & forethoughtnet | https:/jperfectpbx net:10000/session_loc - v &3 | [#f Google & d

s Intranet {7} Support Queue {iBookmarks [} PerfectFoneT1Trou... ¢%Home Page { iPerfectFax Login {}Autoresponder »

Logout successful. Use the form below to login again.

P
PerfectPBX

Login to PBX Manager

username jpzo |

Password sssssss

O Remember login permanently?

3 Find: < Previous > Next Highlight all [0 Match case
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User Feature
List

Voicemail Settings

Gives you the ability to set your preferences for handling voice mail calls.

Call Forwarding

Allows you to configure call forwarding rules

Call Screening

Allows you to configure the rules for screening inbound calls.

Call Blocking

Allows you to block calls from certain numbers and specify what to do when
the caller ID is not known.

Call Recording

Allows you to set rules for call forwarding.

Contact & Directory

Allows you to make calls by selecting phone numbers from the company
directory and create and manage your own personal contacts.

Voice Mail

Gives you the ability to access and manage voice mail messages

Recorded Calls

Allows you to access and manage recorded calls.

Call History

Gives the ability to view all the calls to and from your extension

Preferences

Allows you to modify and change your personal settings an
web interface preferences

303-815-1000




Voicemail Settings

PIN. Personal identification number for accessing voicemail.

Notify by email. Check this if you would like to be notified about new voicemail

messages via email.
Email address. Your email address.

Attach messages to email. Check this if
you would like the voicemail message to be
sent to your email address you provided.

Delete after delivery. Check this if you
would like voicemail messages to be deleted
after they are delivered to your email.

Notify by pager. Check this if you would
like to be notified about new voicemail
messages via pager.

Pager. Pager address.

Call Forwarding

Voicemail

Folder meox |
O catlerp oate Sees
@ “FORETHOUGHTNET" <3036151000> Thu Sep 06:50:27 PM UTC 20135
“FORETHOUGHTNET" <3038151635> Fn Aug 23 0500:47 AM UTC 20134

Call Forwaraing
Call Screening “FORETHOUGHT NET" <303611833> Frl Aug 23 025422 AM UTC.2013 15
Cal Blocking “FORETHOUGHT.NET" <3038151000> Thu Aug 22 09:00:23 PHM UTC 2013 10
“FORETHOUGHT NET" <3038151000> Thu Aug 22 08:50:38 PHM UTC 2013 1
“FORETHOUGHT NET" <3038151000> Th Aug 22 085744 P UTC 2013 12
“FORETHOUGHT NET" <3038151000> Thu Aug 22 08:53:06 PHM UTC 2013 67
“FORETHOUGHT NET" <3036151000> Thu Aug 22 08:44:38 PM UTC 2013 0
“FORETHOUGHT NET" <3038151000> Thu Aug 22 08:43:00 PHM UTC 2013 1

Call Recording

C
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oo Seoson | Movo o foler:

“Demo P43 <103> Mon Jul 22 08:30:12 PM UTC 2013 3

Copy oo et x|

Subject Vocema Atachet

Greate new foder named: o=

This section allows you to specify call forwarding rules and enable call forwarding.

Voicemail. Specify whether incoming calls should forward to voicemail and how long
the phone should ring before being sent to voicemail.

Call forwarding always. Allows you to forward all incoming calls to a different phone
number. Note that if this is enabled, it will take precedence over Find me / Follow me.

Home Pago
Volcemal Settinge

Call Forwarding

Disabied © Enaiea
‘Send calr o voioemal i my phone is not answered in (35,1 secs

Call Forwaraing Atways. © Disabied O Enabled
Don fing my phone, Immadiatelyforvard calles to

al Forwaraing on Busy © Diavied O Enatled
When | am on the phons, forward calers to

Find Me / Follow Me Disabied O Enabea

O Enabled for caller ds below

© Do no g my prone, st thorumbers boow
© Ring my phono and tha umbers bolon for” 30, sacs

O Ring my phone and f t s not answered I [30%] sece

ring 15t number 3038151000 for 2015 secs

ting 2nd number for (20 secs

Call forwarding busy. Allows you to
forward all incoming calls to a different
phone number if your phone is busy. Use
this when you would rather have the call
sent to another number instead of going to
voicemail.

Find me / Follow me. Allows you to
forward your incoming calls to different
phone numbers. You can specify up to 5
different numbers which can be dialed
simultaneously or sequentially. You can
enable the feature for all incoming calls, or
only from specific numbers.
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Call Screening

This screen allows you to specify call screening rules and enable call screening.

You can specify call screening
options for calls with or without a
caller ID. For calls with caller ID, you
can request the callers to announce
themselves. You can also enter a list
of caller ID’s for the callers you would
like to exclude from screening.

For calls without caller ID, you can
request that the callers announce
themselves and/or enter their caller
ID. Note that you can enter the
information once, and then enable/
disable the screening as needed.

4o [ oretoughtnet s perect forehought net 10000 ter

intranet Jsupport Queue (“jBookmarks {7 PerfectfoneTITro.
Call Screening

® Disstied O Ensiea

Calswitout caler i

O @O B O SpThe

] Corevious > next o viononal O Matghcase

- | @ isymp...| & ~unsa...| @ jpazo.

Call Blocking

This screen allows you to specify call blocking rules and enable call blocking

You can specify call blocking options for calls with or without a caller ID.
For calls with caller ID, the option are “block” or “allow”

If you are blocking calls, you can enter the caller ID’s of callers to be excluded

from blocking.

If you are not blocking calls, you can
enter the caller ID’s of callers that you
want to block.

You can specify how the blocked calls
are to be handled by choosing for the
list of “when blocking calls” options.

Note that can enter the information
once and then enable/disable the
blocking as needed.

3¢ [0 Google Calendar 3¢

{intranet  [Support Queve © iBookmarks { PerfectFoneTITrou... ¢3Home Page ( Perfectfax Login _Autoresponder

CallBlocking

® Osanioa O Enatiea

Blockcaller s uhen “Alouing

Highlioh 2l O Match case

Qe © @ N 4) ] @LThurp s, 2237

¢muw &) d
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Call Recording

This screen (if enabled) allows you to specify whether the calls to and from

your extension will be recorded.

The options are to record all
calls, not record calls, or record
calls selectively by pressing a key
sequence. By default the key
sequence is #9.

Recorded calls stay on the system
for 30 days. You can download
recorded calls to save your
important recordings for longer.

Voicemail

T Aopications places_System @85

Eile Edt View History Bookmarks Tools Help

Qe © 0= ¢ O

B TR 19, 230

To listen to a voicemail message,
click PLAY, and the message

will be downloaded and played
(providing you have appropriate

@ Yt x| * @ ] v
2 osi/p @
T T T e — E
M{"‘ call Recording
PerfectPBX
s
% fnd: | previous > Next o ighlghtall O Matchase
|2 (& 1nbox CallR.. | @ https:... | #sup... | @ iSymp... | % *Unsa... | @ jpazo. ™ rdeskt... |
This screen allows you to manage your voice mail messages.
M"’ “M Voicemai
PerfectPBX
UserPotal21.56 Folder Ngox +|
[ callerID Date Secs.

player software on your PC).

To delete a voicemail message,
select it using the check box
on the left and click on Delete
Selected.

Voicemail messages can be
organized into folders. To create
a new folder, you can enter its
name and click Create button.
To move or copy messages to a
folder, select it using the check

Voicemall Settings
Call Forwarding

Call Screening

Call Blocking

Call Recording
Contacts & Directory
CRM Screen Pops
Voicemal

Recorded Calls
Send Fax

Call History

Agent Panel
Preferences

<< User Extensions.

“FORETHOUGHT.NET" <3038151833>
“FORETHOUGHT.NET" <3036151833>
“FORETHOUGHT.NET" <3038151000>

) 0|o|o

) "FORETHOUGHTNET" <3038151000>
) "FORETHOUGHT-NET" <3038151000>
O "FORETHOUGHTNET" <3038151000>
) "FORETHOUGHTNET" <3038151000>
) "FORETHOUGHTNET" <3038151000>
O "Demo IP450" <103>

Detee Selected| | Move o older

Emall to:

Include this text In the email

Copy toflder:

Fri Aug 23 03:00:47 AM UTC 2013 4
Fri Aug 23 02:54:22 AM UTC 2013 15

Thu Aug 22 09:00:25 PM UTC 2013 19 PLAY
Thu Aug 22 08:59:33 PM UTC 2013 1 PLAY
Thu Aug 22 0B:57:44 PM UTC 2013 12 PLAY

Thu Aug 22 08:53.06 PM UTC 2013 67 ¥
Thu Aug 22 08:44:38 PM UTC 2013 0 LA
Thu Aug 22 08:43.00 PM UTC 2013 1 PLAY
Mon Jul 22 05:30:12 PM UTC 2013 3 LA

|

Subject

box on the left, select target folder from the top drop down menu list and click on either

move or copy to folder button.

You can send your messages to other people via email. Simply select the desired
messages by clicking the check box next to the message, enter the email address in the
“email to”field, and subject (optional), click the send email button.

10
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Recorded Calls
FORETHOUGHT et
] Call Scrvening 0 Extension 3035024079 823 Apr242013 08:33:01 wav  1MB PLAY
zu i‘““‘:" O) Extension 3592098583 823 APr242013 083105 wav  1MB. PLAY
This screen (if enabled) allows you i e e =
to manage your recorded calls. oot G 0 b 0 o5 A2 200 122402 vy 54K o
Send Fax O Extension 823 3035921948 Apr232013 12:13:55 wav 2mB PLAY
. . g O Exorson SO0 25 Apr 192013 16816 wav  5WB o
To listen to a recorded call, click = O xonson 822 614 AprioZ0Md 152802 vav 600K
on PLAY (provided you have D il s s e 2K —
—
appropriate — St
player Software on your PC)' Include this text n the email

To delete a recorded call, select
it using the check box on the left and click on Delete Selected.

You can also forward your recorded calls to other people via email. Simply select the
recorded calls by clicking the check box next to the message, enter the email address in
the “email to” field, and subject (optional), click the send email button.

Call History

This screen shows you the calls
you made as well as the calls to
your extension.

Setctrocords fom  saL =]

]

PR
S| &

s -] Sonouer O asnang © Dsscenang

You can specify a selection filter to
be applied. You can filter by a range

of dates, caller ID, and source and X[ <ewion > iex Baiveal e
L
destination.

[ L

You can sort records by clicking on the headers of any column;
clicking on the same header again reverses the sort order.

Preferences

This Language. Your preferred language
for the User Portal web interface.

Preferences

Color Scheme. Your preferred
color scheme for the User Portal
web interface.

Password. Your password for accessing
the User Portal web interface.
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Polycom Quick
Reference Guide

Getting familiar with Polycom
Setting up voicemail
Checking voicemail

Placing a call on hold

YOUR EXTENSION

SOFT BUTTONS

,,,,,,,,,,,,

-
,,,,,,,,
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Getting Familiar with the Polycom

The Soft Button Concept: Your phone has Soft Buttons (noted in picture). These buttons
change depending on whether you are idle or on a call.

Idle:
New Call: Press to initiate a new call (or pickup receiver and dial)

DirPckUp: Directed Call Pickup - This button is to answer a call that’s ringing another
extension.

Intercom: Direct to extension’s speaker phone. 2 way communication
More: Loads next menu of soft buttons available

Buddies: Shows if other extensions are on the phone (Buddies list must be manually
created)

Page All: Pages all extension’s speaker phone. One way communication

Unpark: Unpark’s call that has been parked by another extension

In Call:

Hold/Resume: Places call on hold, other party will hear Music On Hold. Resume to rejoin call
End Call: Hangs up call

Transfer: Allows you to ask another extension if they'd like to take a call, then transfer
More: loads next menu of soft buttons

Confrnc: Allows you to 3-way conference 2 calls with “Join” button

Record: Press at any time during call to begin recording

Xfer2VM: Transfer call direct to another extension’s voicemail

BlindXfer: Transfer call direct to another extension (without asking if they'd like to take call)

Park: Park call to be picked up at another extension

303-815-1000 13




Setting up Voicemail
Start by logging in to your Voicemail and recording your unavailable greeting and name.
Press the “Messages” button on your phone,

Log in with your password (default is same as extension) followed by the pound key
when prompted

Press“0”for advanced options

Press“1”to record your Unavailable Message (default greeting, used for busy if no busy
greeting is recorded)

Press“3"to record your Name (as will be played in directory)

Optionally, Press “2"to record a unique busy message for when you are currently on the
phone.

Checking Voicemail

Press “Messages” button on the phone and enter password when prompted

Placing a call on hold

When on a call, press the “hold” button, click “Resume” to return to call

If multiple calls are on hold, use arrow to select which call to resume

14 [&) support@forethought.net
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About FORETHOUGHT.net

FORETHOUGHT.net is a leading locally owned and
operated IT and communications service provider,
offering a portfolio of enterprise-level cloud-
computing, Internet, voice and data solutions so
you can focus on your business, not your technology.
Established in 1995, FORETHOUGHT.net provides
superior high-performance technology, scalable
services and world-class support at a fraction of

the expense of traditional models. This commitment
to the highest level of technical expertise, security,
reliability and responsiveness results in high

client loyalty and satisfaction.

M support@forethought.net [ @forethoughtnet facebook.com/FORETHOUGHT.net
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