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1 Introducing CommPortal

CommPortal provides a web interface to your phone settings and allows you to
e view recent calls

e view and listen to your voicemails

e set up your contacts

e change your phone’s and phone system’s settings.

1.1 Accessing

To access CommPortal point a browser at https://commportal.cbscloudvoice.com

CommPortal is supported on Windows 2000, Windows XP, Windows 2003 and
Windows Vista, using the following browser versions:

e Internet Explorer 6
e Internet Explorer 7
e Mozilla Firefox 2.0

JavaScript must be enabled on your browser.

1.2 Logging In

The following shows a sample CommPortal login page.
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Please log in below.

Mumber: I

Passward: |

If wou have forgotken your password, please contact
customer suppork,

To log into CommPortal enter your phone number and your password, and click on
Login.

1.3 Using Comm~Portal

Once you have logged in, you will see the CommPortal Dashboard. This gives you a
quick at-a-glance summary of your messages, missed calls, contacts and phone
settings.

Version 1 Issue 1 | Aug 30, 2012 Introducing CommPortal | 7
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Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Welcome, Bernie Barklay EN 8063225788 Q) = &

Contacts

You have no messages

Search for... ‘fou have nok wet confiqured
ﬂ any conkacks,
For more information on the
Missed Call Time of call bensfits of configuring ,
conkacks, or to start adding
new conkacks, go to the
Contacts page,
=
Settings
Forward Immediately Inactive
Do Mot Disturb Inactive
Follow Me Inactive
Reject Anonymous Calls Inactive

Along the top of the window are a series of tabs which you can select to take you to
the different pages within CommPortal.

e Dashboard. This is the at-a-glance summary you see when you first log into
CommPortal.

e Messages & Calls. This shows you all of your voice and fax messages, and the
calls you've made, answered or missed.

e Contacts. You can add and view all of your contacts and their phone numbers in
this tab.

e Call Manager. The Call Manager page lets you configure the services on your
phone line, like Call Forwarding and Selective Call Rejection.

e Reminders. This page allows you to set up reminder calls.

e Groups. Here you can view any groups your line is part of in your business, such
as hunt groups. You can also login and logout of groups here.

e Settings. The Settings page gives you access to numerous other options, such
as changing your passwords and PINs, and configuring the keys on your phone.

Using the functions in each of these pages is described in more detail in the rest of this
document.
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1.4 Getting Help

If you need some assistance with using CommPortal, you can click on the Help icon:
2

o .

This will cause another browser window to pop-up with help for the page you are
currently using:

Dashboard

The dashboard provides a way to quickly access some af wour key features,

The dashboard is made up af the Fallowing panels,
* Yoicemail

" Missed Calls

Contacks

Settings
Yoicemail

&k a glance vieve of how marey new messages you have, and your total number of
MEssa0es,

Click the lew Mesragas bukton o jump ko the Messages & Calls page to listen to or
manage ‘your woicemails,

Missed calls

1.5 Refreshing a Page

If you want to refresh a page, for example to check whether you’ve received any new

voicemails since you last looked, you can click on the Refresh icon: 1

1.6 Logging Out

If you don’t use CommPortal for 30 minutes you will be automatically logged out.
However, if you wish to manually log out, for example because you’'ve been accessing

CommPortal using a shared computer, you can do this by clicking the Logout icon: @.

Version 1 Issue 1 | Aug 30, 2012 Introducing CommPortal | 9
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2 CommPortal Dashboard

The CommPortal Dashboard is shown when you log into CommPortal and gives you
an at-a-glance summary of your phone line. In this section we’ll examine the

Dashboard in more detail.

Here is an example Dashboard:

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings
Welcome, Bernie Barklay EN soe3zzsies Q) = 2
Contacks
You have 1 voicemail {1 new) Search For... First Name:  filex
;I Last Mame:  Mason
. Organization: Acme Corp
Ginny StumpP
Missed Call Time of call Telephone Numbers
BO63225759 3fz0 10:51 am fih 8063225790
=
Settings
Forward Immediately to: Work Inactive
Follow Me Inactive
Reject Anonymous Calls Inactive

2.1 Messages

In the top left hand corner you can see if you have any new voice messages:

10 | CommPortal Dashboard
s

You have 1 voicemail {1 new)

To view and listen to new messages, click on the voicemail link. This will take you to
the Messages & Calls page, which is described in Section 3.
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2.2 Missed Calls

This section shows you the most recent calls which you have missed:

Missed Call Time of call

063225759 3fz0 10:51 am

To see other types of calls, go the Messages & Calls page, described in Section 3.

2.2.1 Call Back

To call back a number whose call you missed using Click To Dial, follow these steps:
1. Right click on the number of the caller.
2. Select the Dial option.

Missed Call Time of call

S0E32E5 739 3020 10:51 am
Cial 5063225759
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2.3 Contacts

The Contacts section displays all of your contacts and allows you to search them:

Contackts

Search for... First Mame:  Alex
;I Lask Mame:  Mason

) Organization: Acme Corp
Ginmy Stumpf

Telephone Numbers

fih 8063225790

=

To search, enter the letters you want to search for in the text box. CommPortal will
narrow down the contacts displayed as you type, and the text that matches your
search will be highlighted in yellow:

Contacts

masan| First Mame:  Alex
;I Lask Mame:  Mason
Organization: Acme Corp

Telephone Numbers

fih 8063225790

To cancel the search and view all of your contacts, delete the search text you entered.

To add, modify or delete Contacts, see Section 4.

2.3.1 Calling a Contact

To call a contact using Click To Dial, follow these steps:
1. Right click on the number of the contact you wish to call.

2. Select the Dial option.
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EN 8063225768 @) X 2

Contacts

Search for... | Firstvame:  Alex
;I Lask Mame:  Masan
Organization: Acme Corp

Ginmy Skumpf

Telephone Mumbers

fth 8063
Dial B063225790

2.4 Settings

Your main settings will be shown at the bottom right of CommPortal. This shows you
the current status of your main phone line settings:

Settings

Forward Immediately to:  Work Inactive
Follow Me Inactive
Reject Anonymous Calls Inactive

In the example above Call Forwarding Immediate, the Follow Me service and
Anonymous Call Rejection are all inactive (disabled).

To change one of these settings you can either click on the link for that setting, or
select the Call Manager page, described in Section 5.
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3 Messages & Calls

The Messages & Calls page has a humber of sections which you can select by clicking
on the tab:

Dashboard Messages & Calls Contacts CallManager Reminders Groups Settings

Messages & Calls [EX 8063225788 @ = %
Messages (1 New) | Faxes {0 MNew) | Missed | Dialed | Received
Il From Time of call Duration
- Ejj 8063225788 Wed 3/19 5:48 am 0:00:04 =+ d
- '-:]f GO63225759 Wed 3/19 4:49 am 0:00:25 =+
|

| Delete || Mark fsMew || Mark As Heard |

e Messages shows you all of your new and stored voice messages.
e Faxes shows you any new and stored fax messages.
e Missed displays the recent calls you have received and not answered.

o Dialed displays the recent calls you have made, including those made by Click To
Dial as described in Section 10.

e Received shows the recent calls you have answered.

Each of these sections is described in more detail below.

3.1 Messages

This shows you all stored voice messages, both those you have listened to and those
you haven’t. Unheard messages are shown in bold:

14 | Messages & Calls Version 1, Issue 1, June 7, 2012




7@ columbus

business solutions

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Messages & Calls EN 8063225788 @) & 2
Messages (1 New) | Faxes {0 New) | Missed | Dialed @ Received
r From Time of call Duration
r C:h 8063225768 Wed 3/19 548 am D:00:04 + ;I
._':} +
r S063225759 Wed 3/19 4149 am 0025

| Delete || Mark s Mew || Mark As Heard

3.1.1 Listen To a Message

To listen to a message click on the loudspeaker icon to the left of the message: c:h_

This will pop up a Voicemail player which loads and plays the message.

¥oicemail Player

8063225789
Received: Wed 3/19 4:49 am
Durakion: 0:00:28
Playing...
o™y
0:00:01
@ —1

With this player you can:
e See when the message was received and how long it is.

e Pause, rewind and fast forward the message.
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e Mute the player or change the volume.
e Delete the message, or Save it to disk.

e Close the player.
3.1.2 Deleting a Message

To delete a voice message, follow these steps:

Select the voice message (or messages) to delete by selecting the checkbox to the left of the
message:

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Messages & Calls EN 8063225788 @) 8 ¥
Messages {1 New) Faxes (0 Mew) | Missed  Dialed | Received
- From Time of call Duration
™ & soe3zzs7as Wed 3/19  5:48am  0:00:04 + B
.i} +
v S063225759 Wed 3/19 449 am 00028
[ -

’ Delete H Mark fis MNew H Mark As Heard

Click on Delete.

3.1.3 Marking a Message as Heard

Listening to a voice message will mark it as heard. If you want to mark a message as
heard without listening to it, follow these steps:

1. Select the voice message (or messages) to mark as heard by selecting the
checkbox to the left of the message:

16 | Messages & Calls Version 1, Issue 1, June 7, 2012
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Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Messages & Calls EN 8063225788 @) & 2
Messages (1 New) | Faxes {0 New) | Missed | Dialed @ Received
r From Time of call Duration
r C:h 8063225768 Wed 3/19 548 am D:00:04 + ;I
._':} +
rd S063225759 Wed 3/19 4149 am 0025
=

[ Delete ][ Mark s MNew ][ Mark As Heard

Click on Mark As Heard.

3.1.4 Marking a Message as New

To mark a message as new, follow these steps:

1. Select the voice message (or messages) to mark as new by selecting the

checkbox to the left of the message:
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Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Messages & Calls EN 8063225788 @) & 2
Messages (1 New) | Faxes {0 New) | Missed | Dialed @ Received
r From Time of call Duration
r C:h 8063225768 Wed 3/19 548 am D:00:04 + ;I
._':} +
rd S063225759 Wed 3/19 4149 am 0025

[ Delete ][ Mark s MNew ][ Mark As Heard

Click on Mark As New.

3.1.5 Call Back

To call back a caller who left you a voice message, follow these steps:
1. Right click on the number of the caller.

2. Select the Dial option.
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Dashbhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Messages & Calls &) soe3zzs7as @) & ¢
Messages (1 Mew) | Faxes (0 New) | Missed | Dialed = Received
[ From Time of call Duration
r & sos it Wed3/19 5:48am  0:00:04 + B
. Dial 8063225735 +
v '-:]f a0, i wed 3719 449 am 0:00:23

[ Delete H Mark As Mew ” Mark As Heard ]

3.1.6 Add Caller to Contacts

To add the number of someone who left you a voicemail to your Contacts, follow these
steps:

+
1. Click on the Add to Contacts icon to the right of the voicemail:

2. This will take you to the Contacts page. Enter the details for your new contact and
click on Save. See Section 4 for more information on using the Contacts page.

3.2 Faxes

The Faxes tab lets you view your read and unread fax messages in the same way as
the Messages tab does for voice messages.

3.3 Missed

The Missed section shows you the recent calls that you have received but did not
answer:
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Dashbhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Messages & Calls &) soe3zzs7as @) & ¢
Messages (1 Mew) | Faxes (0 New) | Missed | Dialed | Received
From Time of call
7034800518 wed 3719 1:14 pm + d
Bernie wed 3719 12148 pm e+

=

If a caller is in your Contacts list then their name will be shown instead of their number,
and an icon indicating which of that Contact’s numbers they used to call you:

Dashboard Messages & Calls Contacts CallManager Reminders Groups Settings

Messages & Calls EN 8063225788 €@ & %
Messages {1 New) | Faxes {0 MNew) | Missed | Dialed | Received
From Time of call
Gemma Watkinson e Wed 319 1:14 pm ﬂ
Bernie Wed 319 12143 pm 3

3.3.1 Add Caller to Contacts

To add the number of someone who called you to your Contacts, follow these steps:
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1. Click on the Add to Contacts icon to the right of the call information:

2. This will now take you to the Contacts page. Enter the details for your new contact
and click on Save. See Section 4 for more information on this.

3.4 Dialed

This page shows you all of the recent calls you have made, including those which you
made using Click To Dial (described in Section 10):

Dashbhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Messages & Calls &) go63zz5788 @) o 2
Messages (1 New) | Faxes (ONew) | Missed | Dialed | Received
To Time of call Duration
Gemma Watkinson o wed 3719 1:14 pri 00:00:00 d
B063225788 wed 3719 12145 pm o0:00:17 e+
063225789 wed 3719 12145 pm o0:00:07 e+
5102177238 wed 3719 12145 pm o0:00:03 3
j

3.4.1 Add Dialed Number to Contacts

To add the number of someone you called to you to your Contacts, follow these steps:

&+
1. Click on the Add to Contacts icon to the right of the call information:

2. This will now take you to the Contacts page. Enter the details for your new contact
and click on Save. See Section 4 for more information on using the Contacts

page.
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3.5 Received

This page shows you all of the recent calls you have answered:

Dashboard Messages & Calls Contacts CallManager Reminders Groups Settings

Messages & Calls [EX 8063225788 @] = %
Messages {1 New) | Faxes {0 New) | Missed | Dialed | Received
From Time of call Duration
FO34E00515 whed 3719 1:14 pm 000005 =+ d

3.5.1 Add Number to Contacts

To add the number of someone who called you to your to your Contacts, follow these
steps:

1. Click on the Add to Contacts icon to the right of the call information:

2. This will now take you to the Contacts page. Enter the details for your new contact
and click on Save. See Section 4 for more information on using the Contacts

page.
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4 Contacts

The Contacts page consists of a number of different sections, which you can select by
clicking on the tabs:

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Contacts EX 8063225788 €] 0

Contact List | Speed Dials | Extensions | Short Codes

Contacts & Groups Alex Mason (Al)
Search for.., Director =
Acme Corp

izh so63225790
Ginny Sturpf

[ [~
[ Mew Contact ][ e Group ]

Contact List allows you to manage your personal contact list.

Speed Dials is where you configure your numeric speed dials.

Extensions shows you the extensions within your business.

Short Codes shows you your business’s numeric speed dials.

Each of these sections is described in more detail below.

4.1 Contact List

The Contact List shows you all of your contacts:
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Dashhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Contacts EX go63zzs7e8 @] o 7

Contact List | Speed Dials | Extensions | Short Codes

Contacts & Groups Alex Mason (Al)
Search for... Diteckor ;I
Brne Corp

fih 8063225790
Ginny StumpF

[ [ -
[ MNew Contact ” Mew Group l

4.1.1 Searching

To search, enter the letters you want to search for in the text box. CommPortal will
narrow down the contacts displayed as you type, and the text that matches your
search will be highlighted:

Dashbhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Contacts &) soe3zzs7as @) & ¢

Contack List | Speed Dials | Extensions | Short Codes

Contacts & Groups Alex Mason (Al)
EREY Direckar d
Acrne Corp

fth 8063225790

[ [~
[ Mew Contack H Mew Group l

To cancel the search and view all of your contacts, delete the search text you entered.
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4.1.2 Add a New Contact
To add a new Contact, follow these steps:

1. Click on New Contact.

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Contacts EN 8063225788 <) 0
Contact List | Speed Dials | Extensions | Short Codes

Contacts & Groups

[search for... || First ame | | B
Ale: Mason [ | Last Name | |
iy Sturpf Nickrame | |
Jab Title | |
Organization | |
Home 7 | e
work  [domel Ke
cel | | &
= [:” |r =

e [l

Enter the details for your new contact in the text boxes provided.

Dashhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Contacts EX 8063225788 @) % 2
Contact List | Speed Dials | Extensions | Short Codes

Contacts & Groups

[Search for... || FirstHame | Myhew | =
Alex Mason —| Lastuame [ Contact |
Ginny Stumpf Mickname | Newbie |
JbTie  [ewbi |

Organizakion | MewCorp |

Harne fai] | | .
Work, Ij:h | | C
el | | e
Fax )] | | o
LI - 1 - ﬂ

Save Cancel
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Enter any phone numbers for your contact in the text boxes provided. You can select the radio
button to the right of a number to indicate that it is the preferred number for this Contact.

Enter any addresses for your contact in the text boxes provided.

Dashhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Contacts EX go63zzs7es @ o 7
Contact List | Speed Dials | Extensions | Short Codes

Contacts & Groups

Search for... | ZIP | | ;I
Alex Mason ;I Country | |
Ginny SturmpF
Address [} [MewCarp address -
w
Ciky | MewTawn |
State | Anystate |
zIp [ ooooo |
Counkry | 1] |
ﬂ -

Save Cancel

Hit Save.
You new contact will now have been added.

Dashbhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Contacts &) soe3zzs7as @) & ¢

Contack List | Speed Dials | Extensions | Short Codes

Contacts & Groups MyMew Contact {(Mewbie)
Search for... | Mewhbie d
MeswZarp

-

Ti 5555551234
Alex Mason

[E_h MewCorp address
MewTawn
AnyState
oooao
s

Girny Skurnpf

[ [~
Mew Contack H Mew Group l
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4.1.3 Editing a Contact

To edit a contact, follow these steps:

1. Select the contact you wish to edit from the list on the left hand side of the screen.

2. Click Edit.
3. Modify or add any details.

4. Click Save.

4.1.4 Deleting a Contact

To delete a contact, follow these steps:

1. Select the contact you wish to delete from the list on the left hand side of the

screen.

2. Click Delete.

4.1.5 Calling a Contact

To call a contact using Click To Dial, follow these steps:

1. Right click on the number of the contact you wish to call.

2. Select the Dial option.

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Contacts
Contact List | Speed Dials | Extensions | Short Codes

Contacts & Groups Alex Mason (Al)

Search for... Diteckor
;I Brne Corp

[z 806 9
Ginny StumpF Dial 063225790

]

Mew Contact ” Mews Group l

Version 1 Issue 1 | Aug 30, 2012
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4.1.6 Groups

You can manage your contacts by assigning them to groups. For example you might
have a group for “Work” contacts and another group for “Personal” contacts.

To add a new group, follow these steps:

1. Click on New Group.

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Contacts @] soe3zzsies @] = 7

Contact List | Speed Dials | Extensions | Short Codes

Contacts & Groups Group: Group Members
Search for... | Group Mame | | | Search far... |
;I Telephone 1D I:I [T alex Mason ;I
Ginny StumpF [ Ginmy Skumpk
= [ -

e el

Enter a name for the group in Group Name.
Enter an ID for the group in Telephone ID.

Select any contacts you want to be in the group from the list on the right hand side.
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Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Contacts @] 80632257688 <@ Y 2

Contact List | Speed Dials | Extensions | Short Codes

Contacts & Groups Group: Group Members
Search for... Group Marne Mew Group Search for...

] Telephone 10 [ 1 [ flex Mason |
Ginny Stumpf [T Ginmy Stumpf

[ | [ |

Save Cancel

Click on Save.
The new group will now appear in the Contacts & Groups section:

Dashhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Contacts EX go63zzs7es @ o 7

Contact List | Speed Dials | Extensions | Short Codes

Contacts & Groups Group: Mew Group Group Members
Search for... Mew Group Search for, ..
Alex Mason ;I Telephone 1D:1 Alex Mason ;I
New Group f_@,
Ginmy Stunpf
[ =

[ Mew Contact ” Mew Group l

By selecting a group you can search within it for the group members, by using the
Search for box on the right hand side of CommPortal.

To edit a group, follow these steps:
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1. Select the group on the left hand side.
2. Click on Edit.

3. Change the group settings, or members.
4. Click on Save.

To delete a group, follow these steps:

1. Select the group on the left hand side.

2. Click on Delete.

4.2 Speed Dials

The Speed Dials section allows you to configure numeric speed dials:

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Contacts EX 8063225788 €] 0

Contact List | Speed Dials | Extensions | Short Codes

Makes dialing Faster by allowing you ko assign a one or bwo digit code to speed dial to different telephone numbers,
One digit codes can range From 2-9, Two digit codes can range from 20-49,

Speed Dial Number MNew Speed Dial
Wou have no speed dials set up, ﬂ Speed Dial: |2 vI
TMumnber:
#Add
=
Clear Lisk | Apply || Cancel |

You use these speed dials by dialing the one or two digit speed dial number from your
phone. They are different from speed dials which are assigned to particular keys on
your phone. For more information on setting up speed dials on your phone’s keys, see
Section 11.

4.2.1 Adding a Speed Dial

To add a speed dial, follow these steps:
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1. Select the number for the speed dial you'd like to set up from the Speed Dial drop
down list.

2. Enter the number this speed dial should call, as you would dial it. For example, if
you dial 9 before a number, enter 9 and the number here.

3. Click on Add.
4. Repeat steps 1-3 for any other speed dials you want to set up.

5. Click on Apply to save your changes.

Dashbhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Contacts &) soe3zzs7as @) & ¢

Contact List | Speed Dials | Extensions | Short Codes

Makes dialing Faster by allowing vou to assign a one or twa digit code to speed dial to different telephone nurmbers,
One digit codes can range From 2-9, Two digit codes can range From 20-49,

Speed Dial Number Mew Speed Dial
| 15555551111 i ]| speedpial [z =]
z1 15555552222 ‘I]j-r]T Murnber:
Add
[ |
| Apply || Cancel |

4.2.2 Deleting a Speed Dial

To delete a Speed Dial, follow these steps:

1. Click on the Trash Can icon to the right of the speed dial: ﬁﬁ
2. Click on Apply.

Alternatively to delete all of your speed dials, follow these steps:
1. Click on Clear List.

2. Click on Apply.
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4.3 Extensions

The Extensions section lists of all the extensions in your business:

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Contacts EN 8063225788 @) & 2

Contact List | Speed Dials | Extensions | Short Codes

Extensions allow wou bo guickly dial other nombers in the Business Group, The table below shows all the lines in the
Business Group and the extensions that are currently in operation.

Extension

Telephone Number Mame Department
| Search for...

B063225757 EFE7 Anna fxley Mare =
BO63225788 5788 Bernie Barklay Maone

063225759 S7Ee Chris Carker Mane

GOa32257o0 57e0 Deano Dickenson Mane

063225791 5791 MLHG Fronk desk pilok Mone

B0ASZ25792 5792 Fred Finlaw Mone —
BO63225793 5793 Gail Girton Maone

Bl63225794 5794 Harry Henryson Marne

GO063225793 5795 Iwvan Ivanovich Mane LI

To use Click To Dial to call any of these extensions, follow these steps:
1. Right click on the number of the extension you wish to call.

2. Select the Dial option.
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Dashhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Contacts EX go63zzs7e8 @] o 7
Contact List | Speed Dials | Extensions | Short Codes

Extensions allow wou ko quickly dial other numbers in the Business Group. The kable below shows all the lines in the
Business Group and the extensions that are currently in operation,

Extension

Telephone Mumber Name Department
| Search for...

B0632257a87 574 Anna Axley Mone =
B063225788 57aa Bernie Barllay Mone

BOG5225759 5789 Chris Carker Mane

BO&5225790 5790 Deano Dickenson Mane

3063225791 5791 MLHG Fronk desk pilot Mone

B06Z225792 579z Fred Finlay Mone —
B063225793 5793 Gail Girtan Mone

S0E3225704 5704 Harry Henryson More

BO&5225795 5795 Tvan Ivanovich Mane LI

Your administrator sets up these Extensions.

4.4 Short Codes

The Short Codes section shows you all of the speed dials set up for all the phones in
your business:
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Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Contacts [EN go63zzstes @ 0 7

Contact List | Speed Dials | Extensions | Short Codes

Short codes allm wou bo quickly dial common numbers, The kable below shows the short codes currently in operation.,

Short Code Telephone Mumber or Internal Code Department

| Seatch Far... |
Goal - 6005 7034500201 - 7034500505 Mone ;I
GO0G 5107455554 Mone

=

You can dial these short codes from any phone in the business to reach the
destination. Your administrator sets up these Short Codes.
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5 Call Manager
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6 Incoming Call Manager (ICM)

Incoming Call Manager provides end-users with a powerful rules based routing
services allowing them to configure when, where and which calls are delivered to them.
Subscriber’s use the advanced rules based routing to configure an advanced Sets of
Rules for their incoming calls. For example, a subscriber might want to forward calls
from family and friends to a home phone, while forwarding calls from the office directly
to voicemail, or to screen calls from a particular number.

To configure Incoming Call Manager follow the steps defined in this section.

e Summary gives you a description of what will happen to incoming calls.

¢ Rules allows you to view and change your Call Forwarding settings.

e Follow Me lets you view and set up an advanced Find Me Follow Me service.
e Screening lets you screen different types of incoming calls.

Each of these sections is described in more detail below.

6.1 Summary

The ICM summary page provides you with a single view of how your calls are currently
routing and is the CommPortal interface for changing your ICM forwarding setting.
From this page you can quickly change your forwarding settings by selecting a radio
button under the "When | Receive a Call" section.
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Dashboard My Mobile Messages & Calls Contacts QI NEETEGETE Groups Settings Reminders

Call Manager @ (510)2171227 4] & 7

Summary | Rules | Weekly Schedule | Special Days

When I receive a call
@ Have my phone ring as normal
) Send it to voicemail immediately
(7) Forward it to | <enter a number > El
Call Manager rules allow you to:
= Handle incoming calls differently based on the time of day, the date and the caller.
= Ring several phones,
Click here for more details and to get started.

You haven't set your weekly schedule yet. Setit up now for greater flexibility: apply different rules at spedfic
times or on different days of the week.,

|| canc

Apply =

6.2 Rules Based Routing

Rules based routing allow the user to configure how all calls are routed based on a set
of pre-configured rules. Rules based routing is configured by selecting the rules tab
from the Incoming Call Manager page. If setting up rules for the first time, a short
description of rules based routing is displayed along with a link to "Get Started with
some Typical Sets of Rules". By selecting this link, three rules will be created,
"Normal", "Reject Calls and "Screen Calls".

For each rules, there will be to type of routing, match the call to a rule, and route calls
not matching a rule. To modify how your "Normal" calls will be handled with no rules
defined or when an inbound call does not match a rule, click on the "Normal Calls"
Rule, then click on the link contained in the text under the “Normal” rule section

“This Set of Rules does not contain any rules for specific callers so when it is active,
"all calls will ring your phone using the Standard Ringtone". To override this behavior
for specific callers, click the "Add New Rule" button below.”

From this page, you can select you can configure the following
1. Ring your phone with a standard or distinctive ringtone

2. Send the call to voicemall
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3. Inform the caller that | am unavailable and reject the call
4. Prompt the caller to record their name then prompt you to accept or reject the call
5. Ring more than one phone simultaneously or in sequence

6. Prompt the caller to record their name then ring more than one phone and prompt
you to accept or reject the call.

When no rules apply in the "Normal” set of rules

When no rules apply

i@ have my phone ring using § the Standard Ringtone] - |

(™) send the call to voicemail

i) forward the call to | <enter a number E

(™) infarm the caller that I am not available and reject the call

i) prompt the caller to record his or her name, then ring my phone and ask me
whether I wish to accept the call

(™) try to reach me by having more than one phone ring, together or in sequence

(™) prompt the caller to record his or her name, then try to reach me by having more
than one phone ring and ask me whether I wish to accept the call

< Back || Mext = |[ Finish ” Cancel ]
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In order to define a new rule for Normal calls, select the click on the Normal call rule
and click the “Add New Rule” button.

Add a new rule to the "Normal” set of rules
Apply this rule to calls I receive from

@ this individual contact: | <Select>[ |

) this group of contacts: | <Select>] |

() anyone on my contact list

(™) anyone in my business group

() this phone number: | <enter a number = E

(71 a withheld number

| <Back || Mext> || Finish |[ Cancel ]

Begin configuring your rule by selecting which caller or callers the rule will apply to.
The options are:

1. This individual contact - Apply to individual contact (in your contact directory)

2. This group of contacts - Apply group of contacts as defined in my contact
directory.

3. Anyone in my contact list — Apply to all callers for which you have a contact
defined.

4. Anyone in my business group — Apply to all other members of your business, with
the hosted PBX service.

5. This phone number — Apply to a specific phone number. Can be any number.

6. A withheld number — Apply to any caller that have restricted their calling number.
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Select the individual or group of callers that this rule will apply to and click the “Next”
Add a new rule to the "Normal” set of rules
When I receive a call from anyone in my business group
i@ have my phone ring using | the Standard Ringb:unEEl
i) send the call to voicemail

(™) forward the call to | <enter a number = EI

i) inform the caller that I am not available and reject the call

i) prompt the caller to record his or her name, then ring my phone and ask me
whether I wish to accept the call

(™) try to reach me by having more than ane phone ring, tegether or in sequence

~) prompt the caller to record his or her name, then try to reach me by having more
than one phone ring and ask me whether I wish to accept the call

[ < Back ] | Mext> | [ Finish ] [ Cancel ]
button. ‘Next you will
select how the system will route your calls when you receive a call from selected user

or group. The available routing options are:

1. Ring your phone with a standard or distinctive ringtone

2. Send the call to voicemail

3. Inform the caller that | am unavailable and reject the call

4. Prompt the caller to record their name then prompt you to accept or reject the call
5. Ring more than one phone simultaneously or in sequence

6. Prompt the caller to record their name then ring more than one phone and prompt
you to accept or reject the call.

To have the system route calls to one or more phones, select the appropriate option,
click the “Next” button and follow the steps below.
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Add a new rule to the "Normal” set of rules

Choose which phones you would like to ring when you receive a call from anyone on
your contact list

Seconds into call: i 30 60 a0 120
My Phone L ‘]]ﬁ
{214) 555 1212 NN i}

Phone Mumber: | <enter a number = E Start: [0 [+] End: |25 [] | Add

When Your Phone rings, use | the Standard Ringmneg
(fou can only change the ringtone for Your Phone,)

If nobody picks up or all lines are busy, forward the call to | Voicemail E

[ < Back ]| Mext = |[ Finish ][ Cancel ]

1. Add the first phone number to ring by entering a number in the Phone Number
Field

2. Enter the start ring time and end ring time for the phone (one ring cycle is 6
seconds, however for mobile phones, you may have to allow more time depending
on the mobile networks post dial delay)

3. Click the “Add” button.

4. Continue to add numbers as defined in steps 1-3 until all numbers have been
added.

5. Select the preferred ringtone for your desk phone.

6. Select the number to transfer calls to in the event the lines are all busy or not
answered. Options are voicemail or any Dialable number.

7. Click Finish
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6.3

Schedule Based Routing

The Weekly Schedule functionality of Incoming Call Manager allows you to apply
different routing rules based on time of day and day of week. For instance you may
want all calls to ring your desk phone during working hours and ring your mobile phone
during lunch or after business hours. When first configuring your weekly schedule, you
will be presented with two options.

1. Begin with a blank weekly schedule that you can set up from scratch.
2. Begin with a typical weekly schedule that you can fine tune.

For ease of use, select option 2 - Begin with a typical weekly schedule that you can
fine tune, and follow the steps below..

Dashboard My Mobile Messages & Calls Contacts @& REETENTE Groups Settings Reminders

Call Manager @] (510)2171227 4] 2 ¥

Summary | Rules | Weekly Schedule | Special Days

Using your weekly schedule, you can apply different rules at different times of day.

Once you have set up your weekly schedule here, you can use the Summary tab to choose which rules apply
during the periods you have defined.

Periods (max 3)
Mon Tue Wed Thu Fri sat Sun

Lunch m
Weekend ﬂﬁ’ 10 =m

»

[
]

11=
Working Hours ﬁﬁ' 12 "
pm

L
= =] h= h= h=
g 3 3 3 3

1

m

,&)_Zoom In

| Add Mew Period H Rename ]

1. Select the period that you want to modify.

2. Using your mouse, point to the day and time you want to change and click the
mouse. To change multiple time periods, left click and hold the mouse button and
drag across the days and time periods you wish to change.

3. Torename a period, click the rename button and enter the new name.

4. Click apply
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6.4 Special Days (Holidays)

You can define special days such as Holidays or days when you are away from the
office and would like special call treatments. To configure Special Days, select the
Special Days tab and follow the steps below:

Dashboard My Mobile HMessages & Calls Contacts EEIIIELELIDE Groups Settings Reminders

Call Manager @ (s10)2171227 4| =2 ¥

Summary | Rules | Weekly Schedule | Special Days

Special Days are exceptions to your normal weekly schedule.

For example, vacations or business trips are spedal days, when you may want to handle calls in a different way.
You can use the Summary tab to choose a different rule which applies for the whole of these days.

Click a date on the calendar to make it a spedial day, or dick an existing special day to make it normal again. You
can also dick and drag to change several days at once,

August 2010 September 2010 October 2010
Mon Tue Wed Thu Fi Sat Son || Mon Tue Wed Thu Fi Sat Sen |(Mon Tue Wed Thu Fri  Sat Sun
1 1 2 i 4 5 1 2 3

2 3 4 E & 7 & 6 7 & 5% 1 11 12 4 & & 7 & 5 10
L] 5 1w 11 12 13 14 1% 13 14 15 16 17 18 19 11 12 13 14 15 16 17 ||
16 17 18 19 20 21 22 20 2 22 23 M I X% 1B 19 20 21 22 13 M

22 4 5 ¥ ¥ X /|7 B/ ¥ W Im 2% 7 O®E O/ O A
30 [31]
’ Go To Today ]| Clear All ” Add Public Holidays ] Apply || Cancel

To select individual special days:

1. Select the month using the L key and the year using the » Key

2. Click on an individual day, or click and drag to select multiple days
3. Click Apply

To have the system automatically define public holidays:

1. Click on the “Add Public Holidays” button

2. Select the holidays you wish to add (US Public Holidays)

3. Click Apply
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7 Reminders

The Reminders page lets you set up reminder calls:

Dashboard Messages & Calls Contacts I NG ELEL T Reminders e Settings

Reminders EX 8063225788 @) B 7
Occurs Time Mew Reminder
ou hawe no reminders, ;I Yiou can configure reminders either ko occur once in the

nexk 24 hours, or ko repeat daily ar weekly,

Qcours: |Select ;l
Tirne: 9 a0 Iam =]
Hour  Min amfpm
Add

| Apply || Cancel |

7.1 Adding Reminders

To add a new reminder, you use the New Reminder section:
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Mew Reminder

You can configure reminders either to occur once in the
nexk 24 hours, or ko repeat daily or weekly,

OoCurs! |Select Ll
Time: a | 3o Iam ;I
Hour  Min am/pm
Add

To add a new reminder, follow these steps:

1. Select when you want the reminder call to happen from the dropdown list. You
can either choose for it to happen once in the next 24 hours, or for it to happen
weekly on a certain day of the week:

Mew Reminder

You can configure reminders either to occur once in the
nexk 24 hours, ar ko repeat daily or weekly.

Qccurs: I Seleck ;l

Tirne: Once only (next 24 hours)
Every Monday

Every Tuesday

Every Wednesday

Ewery Thursday

Every Friday

Ewery Saturday

Every Sunday

Every weekday

Every day

Enter the time you would like the reminder call using the Time boxes and dropdown list.
Click on Add.

Click on Apply.
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7.2 Deleting Reminders
To delete a reminder, you use the Reminders list:

Occurs Time

Occurs once ak nexk ;30 am ‘]]‘ﬁ ;I

To delete a reminder, follow these steps:

1. Click on the Trash Can icon to the right of the reminder in the list: ﬁ
2. Click on Apply.

Alternatively to delete all of your reminder calls, follow these steps:

1. Click on Clear List.

2. Click on Apply.
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8 Groups

The Groups page shows you all of the groups that your phone line is in:

Dashboard Messages & Calls Contacts Call Manager Reminders [RET m

Groups EX 8063225788 @) B 7

The table below lists the MADM, MLHGs and Call Pickup Groops (CPUGs) wou are a member of . Click on one of the groups
to wiew detailed information.

Group Membership MLHG: Front desk
[ |
u Department: Maone
CPLIG: Executives Number of Lines: Z {Logoed in: 1)
Status: ‘fou are currently nok logged in ko this MLHG ( Login )
Position Number Extension Name
1 8063225758 5788 [# gerniie Barklay il
z 8063225767 5787 1] anna Axley
=
]

There are a number of different types of groups:

e Multi Line Hunt Group. When a call comes in to a Multi Line Hunt Group, each
line in the group is rung in turn until someone answers the call. Depending on how
your administrator has set up your Multi Line Hunt Group you may be able to log in
and out of the Multi Line Hunt Group. When you're logged in calls to that Multi Line
Hunt Group will ring your phone. When you’re logged out they won't.

e Call Pickup Group. If your phone line is in a Call Pickup Group then you can pick
calls that are ringing on any other lines in that group by picking up your phone and
dialing the Group Call Pickup code.

e Multiple Appearance Directory Number. This is a special phone number that,
when called, will ring all of the phones within the Multiple Appearance Directory
Number group. The first person to answer their phone will take the call, at which
point all the other phones will stop ringing.
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8.1 Multi Line Hunt Groups
8.1.1 Viewing Multi Line Hunt Groups

If your phone line is in a Multi Line Hunt Group then there will be an entry in the Group
Membership section for it called MLHG .... Click on this entry to view that Multi Line
Hunt Group:

Dashboard Messages & Calls Contacts Call Manager Reminders et m

Groups EN soeazzsies Q) = 2

The table below lists the MADM, MLHGs and Call Pickup Groups (CPUGS) vou are a member of . Click on one of the groups
ko view detailed information.

Group Membership MLHG: Front desk
=
u Department: Mone
CPUG; Executives Number of Lines: 2 {Loggedin; 1)
Status: ‘ou are currently nok logged in ko khis MLHG { Login )
Position Number Extension Name
1 S063225766 5788 [# B Barklay ;I
2 S063225737 57a7 "@ anna Axley
=
=

The following information is shown:

e What department this Multi Line Hunt Group is in, if any. If your business does not
use departments then this will say None.

e How many lines are in the group, and how many are logged in.
e Whether you are currently logged in.

e The lines which are in this group and whether each line is currently logged in.
Your line will be in this list.

8.1.2 Using Multi Line Hunt Groups

Calls that come into your phone line from a Multi Line Hunt Group will ring your phone
as normal, and you can answer the calls as you usually would.
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If you have permissions to log in and out of the Multi Line Hunt Group you can either
use CommPortal to log in and out, or you can use your phone.

Using Your Phone
To log into a Multi Line Hunt Group using your phone, follow these steps:
1. Pick up your phone handset.

2. Dial the Multi line Hunt Group login access code: *321 followed by the number of
the Multi Line Hunt Group.

To log out of a Multi Line Hunt Group using your phone, follow these steps:
1. Pick up your phone handset.

2. Dial the Multi line Hunt Group logout access code: *322.

Using CommPortal

To log into the Multi Line Hunt Group using CommPortal click on Login. Your line will
be marked in the list with: "@!

To log into the Multi Line Hunt Group using CommPortal click on Logout. Your line will
be marked in the list with: [#"

8.2 Call Pickup Groups
8.2.1 Viewing Call Pickup Groups

If your phone line is in a Call Pickup Group then there will be an entry in the Group
Membership section called CPUG: .... Click on this entry to view that Call Pickup
Group:
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Dashboard Messages & Calls Contacts CallManager Reminders RN m

Groups EN 8063225768 @) o %

The table below lists the MADN, MLHGs and Call Pickup Groups (CPUGs) vou are a member of, Click on one of the groups
ko view detailed information.

Group Membership CPUG: Executives

u MLHG : Fronk desk :I

Department: Mone

Number of Lines: 3

Number Extension Name

B0E3225787 5787 Anna Axley ;I
S063225735 5788 Bernie Barklay

G0e3225739 5789 Chiis Carter

=

The following information is shown:

e The department this Call Pickup Group is in, if any. If your business does not use
the departments then this will say None.

e The number of lines in this Call Pickup Group.

e The lines which are members of this Call Pickup Group. Your line will be in this
list.

8.2.2 Using Call Pickup

To pick up for a call that is ringing on another phone in your Call Pickup Group, follow
these steps:

1. Pick up your phone handset.
2. Dial the Call Pickup access code: *311.

Alternatively, if two or more phones are ringing and you want to pick up the call that is
ringing on a particular extension number, follow these steps:

1. Pick up your phone handset.
2. Dial the Directed Pickup access code: *312.

3. Dial the extension number on which the call is ringing.
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8.3 Multiple Appearance Directory Numbers

If your phone line is in a Multiple Appearance Directory Number group then there will
be an entry in the Group Membership section for it called MADN .... Click on this entry
to view that Multiple Appearance Directory Number:

Dashboard Messages & Calls Contacts Call Manager Reminders [edanis m

Groups EN soeazzsies Q) = 2

The table below lists the MADM, MLHGs and Call Pickup Groups (CPUGS) vou are a member of . Click on one of the groups
ko wiew detailed information.

Group Membership MADN: 8063225791
[ |
Department: Maone
CPUG: Executives Number of Lines: 1
Number Extension Name
S063225755 S7GE Bernie Barklay ;I
=
=

The following information is shown:

¢ What department this Multiple Appearance Directory Number is in, if any. If your
business does not use departments then this will say None.

e How many lines are in the group.
e The lines which are in this group. Your line will be in this list.

Only an administrator can make changes to a Multiple Appearance Directory Number
group.
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9  Settings

The Settings page consists of a series of tabs allowing you to configure the phone
system:

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Settings [@] 8063225788 4| % 2
Security | Account Codes | Blocking | Preferences | Messaging | Phones | Toolbar

Change Password Unblock Account Codes

Password:
I Unblock Account Codes

Confirm password: I

Zhange Password

Unblock Remote Access to Call Forwarding

IUnblock Forwarding
Change PIN
Call services PIN: aoao Change
‘Woicemail PIM: Change

e  Security lets you change your passwords and PINs.

e Account Codes lets you set up your account codes, if you have appropriate
permissions.

e Blocking lets you set up blocking for different types of outgoing calls.

e Preferences lets you configure a number of properties which apply to your phone
calls.

e Messaging allows you to configure your voice mailbox.

e Phones lets you configure your phone’s keys, if you have a compatible phone
model.

e Toolbar lets you install the CommPortal Assistant Toolbar which provides quick
easy access to your CommPortal settings on your PC.
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9.1 Security

The Security tab lets you set up the security options for your phone account.

9.1.1 Changing Your CommPortal Password

The Change Password section lets you change you CommPortal password:

Change Password

Passwiord; I

Confirm password; I
Zhange Passwaord

To change your CommPortal password, follow these steps:
1. Enter your new password in the Password text box.
2. Enter your new password in the Confirm password text box.

3. Click on Change Password.

9.1.2 Unblocking Remote Access to Call Forwarding

If you make too many unsuccessful attempts to access Remote Access to Call
Forwarding using an incorrect PIN, the service will be blocked. To unblock this
service, click on Unblock Forwarding.

IUnblock Forwarding

For more details on Remote Access to Call Forwarding see the MetaSwitch Hosted IP
PBX End User Quick Start Guide.

9.1.3 Changing your PINs
You have two different PINs.

1. Your Call Services PIN, which you use to access Remote Access to Call
Forwarding.

2. Your Voicemail PIN, which you use to access your Voicemail.
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To change either of these PINs, follow these steps:
1. Enter the new PIN in either the Call Services PIN or Voicemail PIN text box.

2. Click on Change to the right of your new PIN.

Change PIM
Call Services PIN: Qono0 Change
Yaicernail PIM: Change

9.1.4 Unblocking Account Codes

If your phone line is configured to use account codes, and an incorrect account code is
entered too many times when making calls, your service will be blocked. To unblock
this service, click on Unblock Account Codes.

Unblock Account Codes

Unblock Account Codes

For more details on Account Codes, see Sections Error! Reference source not
found. and 9.2 or speak to your administrator.

9.2 Account Codes

The Account Codes tab lets you configure your Account Codes service. Exactly what
is configurable within this section will depend on the permissions that your
administrator has given you.
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Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Settings [EN go63zzstes @ 0 7
Security | Account Codes | Blocking | Preferences | Messaging | Phones | Toolbar
Personal | Business Group Account Code Options

"."ol.! havde no personal account codes Call types requiring an account code ﬂ

assigned.

[¥ International [~ Mational [~ Local Business
[~ Local [~ operator GrEy

[ Premium Rate [T Direckory = g:';s; BRsiNESS
[~ Regional [~ Carrier Dialed

Use validated account codes % ves © Ho

Account code length:

Maz incorrect aktkempts before account is blocked:

=

[ Edit Personal Account Codes l | Apply || Cancel |

For more details on the Account Codes services, see Section Error! Reference
source not found. or speak to your administrator.

9.2.1 Account Code Options

The Account Code Options window shows you the settings which your administrator
has set up for the Account Code service.

Account Code Options

Call types requiring an account code ;I
[¥ International [T Mational [T Local Business

[ Local [T Operator ST

[T Premium Rate [T Directary = gflﬂ-ﬁl; BlLEEas

[T Reqgional [T Carrier Dialed

Use validated account codes @ ves T Mo

Account code length:

Maz incorrect atbempls before account is blocked:
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e Call types requiring an account code show you the types of calls which will require
you to enter a code once you have dialed the number. In the example above,
account codes are only required for International calls.

e Use validated account codes specifies whether your system uses validated or non-
validated account codes.

e Account code length specifies the length of account codes you must enter.

e Max incorrect attempts before account is blocked specifies how many incorrect
attempts to enter account codes are allowed in a row, before all calls requiring
account codes are blocked.

9.2.2 Business Account Codes

To view the list of valid account codes for your business, click on the Business Group
link:

Personal | Business Group

2222 Executives il
3333 Accounks

|

9.2.3 Personal Account Codes

To view and edit your personal list of valid account codes, click on the Personal link:
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Personal | Business Group

You have no personal account codes
assigned,

To edit your list of valid account codes, click on Edit Personal Account Codes.

Manage Assigned Account Codes
Account code: Descripkion:
| || | [LAdd |

You have no account codes assigned.

To add an account code, follow these steps:

1. Enter an account code in the Account Code text box.
2. Enter a description for the Description text box.

3. Click on Add.

4. Click on OK.

5. Click on Apply.
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Manage Assigned Account Codes

Account code: Descripkion: )
| || | [Ad
1111 My niew account code ﬁ ;I
[~

To delete an account code, follow these steps:

1. Click on the Trash Can icon to the right of the account code: L}
2. Click on OK.

3. Click on Apply.

Alternatively, to delete all of your account codes, follow these steps:
1. Click on Clear List.

2. Click on OK.

3. Click on Apply.

9.3 Blocking

The Blocking tab lets you configure what types of outgoing calls should be blocked
from your line:
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Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Settings [EN go63zzstes @ 0 7
Security | Account Codes | Blocking | Preferences | Messaging | Phones | Toolbar
Call Blocking Options

Call types which are blocked

[ International [~ Mational & Maobile

[~ Local [~ Operator

[ Premiurn Rate [T Access Codes

[T Access codes that change [ Direckory
configuration

| Apply || Cancel |

To block certain types of call, follow these steps:
1. Check the type of call you want to block.

2. Hit Apply.

To unblock a type of call, follow these steps:

1. Uncheck the type of call you want to allow.

2. Click on Apply.

9.4 Preferences

The Preferences tab lets you view and change some general settings for your phone
line which you are unlikely to want to change often.

60 | Settings Version 1, Issue 1, June 7, 2012



/@columbus

business solutions

Dashboard My Mobile Messages & Calls Contacts Call Manager Groups [l

Settings [@] (s10)2171227 4] & %

security | Preferences | Messaging | CommPortal Assistant | Widgets | Call Me

Forwarding Preferences Click To Dial g
Enter number when activating from my phone for @ |se my subscriber line
Immediate Forwarding D Use remote telephone

) Answer my telephone automatically when used to
Busy Forwarding place dick to dial calls

Mo Answer Forwarding
Caller ID Preferences

Line Information
[ withhold my caller ID when making calls

Line name: Jesse Lee If not withheld, signal my name as:

Display incoming call name an my phane

Display incoming call number on my phone
Voicemail Preferences

Incoming calls are forwarded to veicemail after | 0
seconds.

Apply || Cancel

9.4.1 Forwarding Preferences

The Forwarding Preferences section lets you configure whether, when you dial the Call
Forwarding access codes to enable Call Forwarding, you need to enter a phone
number. If you don’t want to enter a phone number then your Call Forwarding service
will use the number you last configured through CommPortal.

To change whether you need to enter a number when enabling Call Forwarding from
your handset, follow these steps:

1. Check (to require a number to be entered) or uncheck (to mean a number is not
required) the type of Call Forwarding you want to change.

2. Click on Apply.

Forwarding Preferences

Enter number when activating from my phone Far
W Immediate Forvearding
¥ Busy Forwarding

M Mo Answer Forvarding

9.4.2 Line Information

The Line Information section shows you information about your line:
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e Line name shows the name this line is configured as. Your administrator can
change this if it is incorrect.

e Member of Departments shows whether your line is in a department, and if so the
name of the department. If departments are not used in your business, this will
say None.

e Admin for Department shows if you are an administrator, and if so, for which
department.

9.4.3 Voicemall Preferences

The Voicemail Preferences section lets you configure how quickly calls should forward
to voicemail if you don’t answer:

Yoicemail Preferences

Incoming calls are forwarded ko woicemail after | 10
seconds,

To change the time after which calls should forward to voicemail, follow these steps:
1. Enter a new value in the text box.

2. Click on Apply.

9.4.4 Click To Dial
The Click To Dial section lets you configure settings for your Click To Dial service:

Click To Dial

¥ Use iy subscriber line

" Use remate telephone (5555551111

I answer my telephone automatically when
used to place click to dial calls
For more information on using Click To Dial, see Section 10.

If you want to use your regular phone for your calls using Click To Dial, follow these
steps:

1. Select Use my subscriber line.
2. Click on Apply.

To use another phone as the phone for your calls using Click To Dial, follow these
steps:
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1. Select Use remote telephone.
2. Enter the number of the phone line you want to use in the text box.
3. Click on Apply.

When using your regular phone for your calls using Click To Dial, if you want this
phone to automatically answer, follow these steps:

1. Check Answer my telephone automatically when used to place click to dial calls.

2. Click on Apply.

9.4.5 Caller ID Preferences
The Caller ID Preferences section lets you configure your caller ID service.
Caller ID Preferences

I withhold e caller ID when making calls
IF not withheld, signal my name as; Sarni

(I Display incoming call name on my phone

(I Display incarming call number an my phone

To withhold your caller ID when making calls, follow these steps:

1. Select Withhold my caller ID when making calls.

2. Click on Apply.

To display the name of a caller when your phone rings, follow these steps:
1. Select Display incoming call name on my phone.

2. Click on Apply.

To display the number of a caller when your phone rings, follow these steps:
1. Select Display incoming call number on my phone.

2. Click on Apply.

Note that not all models of phone will display the caller's name and number.
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9.5 Messaging

The Messaging tab lets you change the operation of your Voice and Fax messaging
service, and has a series of sections:

Dashboard My Mobile Messages & Calls Contacts Call Manager Groups =i

Settings [@] (510)2171227 §] =& 7
security | Preferences | Messaging CommPortal Assistant | Widgets | Call Me

Settings | Mailbox | MWI | Email | Outdial | Override | Greetings

Voicemail and Fax Auto-Forwarding it

[T auto-forward all voicemail messages and faxes
as emails to:

Leave a copy of forwarded voicemail messages
and faxes in the inbozx.

m

Include action links in forwarded voicemail
messages and faxes.

Subscriber Name

This is the name that is displayed in the "From™ header
on forwarded messages. 3

First Mame: Jesse

It Blmrems |

| Apply || Cancel

e  Settings lets you configure some general Messaging settings.
e Mailbox lets you configure your Voice mailbox.

e MWI lets you configure whether your phone notifies you when you have messages
waiting.

e Email Notification lets you configure whether you are alerted via email when
messages arrive.

9.5.1 Settings

Timezone
To change the timezone that you are in, follow these steps:

1. Select the new timezone from the drop down list in the Subscriber Timezone
section.

2. Click on Apply.
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Subscriber Timezone

Timezone sekting used by all services;

I{GMT-S.EIEI]I America/Eastern ;I

Voice and Fax Forwarding

This section lets you enter an email address to which all your voice and fax messages
should be sent when they are left in your mailbox:

Voicemail and Fax Auto-Forwarding

[T Auto-forward all voicemail messages and faxes

as emails to:

Leave a copy of forwarded voicemail messages
and faxes in the inbox,

Indude action links in forwarded voicemail
messages and faxes.

To set up forwarding of your messages to your email, follow these steps:
1. Check Auto-forward all voicemail messages and faxes to this email address.
2. Enter your email address in the text box.

3. If you want to also leave a copy of the message in your mailbox (so you can view
them in CommPortal), check Leave a copy of forwarded voicemail messages and
faxes in the inbox.

4. If you would like to be able to include action links such as delete in the emalil
copies of your voice messages, select the Include action links in forwarded
voicemail messages and faxes.

5. Click on Apply.

9.5.2 Mailbox

The Mailbox section lets you configure your mailbox settings:
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Dashboard My Mobile Messages & Calls Contacts Call Manager Groups =G GCl Reminders

Settings [@] (s10)217 1227 4| & ¥

Security | Preferences | Messaging | CommPortal Assistant | Widgets | Call Me

Settings | Mailbox | MWI | Email | Outdial | Dverride | Greetings

Mailbox Settings Caller Transfer and Numeric Pages

[ Skip PIM Caller transfer is not available as no operator number
has been set for your business group.
Fast Login

[ auto +Flay Voicemail

] Auto-Play Fax Save Settings
] Play Greeting Warning Live Messane Screening

Voicemail Playback: Details and Message] | s
Enable live message screening.

il
m
[

T

Speech To Text Transcription

D Transcribe messages

il
m
L

T

il
m
L

T

Greetings

To configure a greeting which should be played during business hours, follow these
steps:

1. Select the greeting you have recorded from the drop-down list.

Click on the business hours link:
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Business Hours Schedule

Days of the week
Sunday

Monday

Tuesday
Wednesday
Thuraday

Fridaw

I I o N (R R

Saturday

Start and End Hours

Skart tirme: I am | * I

Hour Min  am/pm

End tirme: IE

Hour Min  am/pm

o ()

Define your business’s hours of operation, by selecting the days you operate, and the times you
operate between. Then click on OK.

Click on Save Settings.
Mailbox Settings

Mailbox Settings

T skippiy W Fastlogn [ auto-Play

Save Settings

To configure your mailbox so that it does not require you to enter a PIN when you
collect your messages, follow these steps:

1. Check Skip PIN.
2. Click on Save Settings.
To disable the Skip PIN setting, follow these steps:

1. Uncheck Skip PIN.
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2. Click on Save Settings.

To configure your mailbox so that it logs you directly into your mailbox when you collect
your messages, follow these steps:

1. Check Fast Login.

2. Click on Save Settings.

To disable the fast login feature of your mailbox, follow these steps:
1. Uncheck Fast Login.

2. Click on Save Settings.

To configure your mailbox so that it automatically plays your new messages when
you’ve logged in, follow these steps:

1. Check Auto-Play.

2. Click on Save Settings.

To disable the auto play feature of your mailbox, follow these steps:
1. Uncheck Auto-Play.

2. Click on Save Settings.

Live Message Screening

Live Message Screening lets you listen to callers who are leaving voice messages
while they are doing so. If you have Live Message Screening enabled, your phone will
ring with a distinctive ringtone when someone is leaving you a message. If you answer
your phone you will be able to hear the caller leaving the message.

Live Message Screening

[T Enable live Message sCreening.

Save Settings

To enable Live Message Screening, follow these steps:
1. Check Enable live message screening.
2. Click on Save Settings.

To disable Live Message Screening, follow these steps:
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1. Uncheck Enable live message screening.

2. Click on Save Settings.

9.5.3 MWI Notification

You can use the MWI Natification section to configure whether your phone should
indicate to you when you have new messages.

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Settings EN so63zz5788 @) = 7
Security || Account Codes | Blocking | Preferences | Messaging | Phones | Toolbar

Settings | Mailbox | MWI Notification | Email Notification

gend phone notification of incoming messages to the Following phone numbers J
All Urgent Al
Phone Number Faxes WYoicemail Yoicemail
063225756 r r (2B i [ |
[ |
[ Cleat List ] [ Mew Entry ] | apply || Cancel |

To have your phone’s messages light lit when any new faxes are waiting, follow these
steps:

1. Check All Faxes.

2. Ifthere is a red cross on the screen: % click it so that it becomes a green tick: v
3. Click on Apply.
To have all new voice messages light your phone’s messages light, follow these steps:

1. Check All Voicemail.

2. If there is a red cross on the screen: & click it so that it becomes a green tick: v
3. Click on Apply.

To have only urgent new voice messages light your phone’s messages light, follow
these steps:

Version 1 Issue 1 | Aug 30, 2012 Settings | 69



7@columbus

business solutions

1. Check Urgent Voicemail.

2. Ifthere is a red cross on the screen: % click it so that it becomes a green tick: v,

3. Click on Apply.

9.5.4 Email Notification

Email notification lets you notify different email accounts when different sorts of
messages are waiting. This will override any settings you have in the Settings section,
described in Section 9.5.1.

Dashbhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Settings &) soe3zzs7as @) & ¢
Security | Account Codes | Blocking | Preferences | Messaging | Phones | Toolbar

Settings | Mailbox | MWI Motification | Email Notification

Send email notification of incoming messages to the Fallowing addresses b 4

All Urgent All

Email Address Faxes Woicemail Yoicemail

There are no entries, ;I
[ |
[ Clear List ” Mew Entry ] | Apply || Cancel |

To add an email address to be notified, follow these steps:
1. Click on New Entry:

2. Enter the email address.

3. Click on Add.

4. Check whether you want All Faxes, Urgent Voicemail, or All Voicemail sent to this
address.

5. If there is a red cross on the screen: & click it so that it becomes a green tick: v
6. Click on Apply.

To delete an email address from this list, follow these steps:
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1. Click on the Trash Can icon to the right of the email address: ﬁﬁ
2. Click on Apply.

To delete all email addresses from this list, follow these steps:

1. Click on Clear List.

2. Click on Apply.

9.6 Phones

The Phones section allows you to modify your phone's settings, for example by adding
speed dials.

Dashhoard Messages & Calls Contacts Call Manager Reminders Groups settings

Settings EX 8063225788 @) % 2

Security | Account Codes | Blocking | Preferences | Messaging | Phones | Toolbar

You can configure your desk phone by clicking the link below,

Configure your phone

To modify your phone’s settings click on Configure your phone. This will launch a new
browser window for the Phone Configurator. See Section 11 for instructions on using
this.
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9.7 Toolbar

The Toolbar section allows you to download the CommPortal Assistant toolbar to
install on your Microsoft Windows PC. This gives you fast access to the commonly
used phone settings from your desktop, along with Click To Dial.

Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Settings EN so63225788 @] 0 %

Security | Account Codes | Blocking | Preferences | Messaging | Phones | Toolbar

Your phone service allows you 1o access contacts, receive voicemail notifications and
configure call services from a desktop toolbar,

Follow this link 1o download the toolbar installer.

If prampted, select "Run" to immediately begin the installation or wait for the download to
complete and then execute the installer manually at a later time.

To download and install the CommPortal Assistant toolbar, follow these steps:
1. Click on the download the toolbar installer link.

2. If prompted, select Run to start the installation.

3. Follow the on-screen instructions to install CommPortal Assistant.

For instructions on using CommPortal Assistant, see the Help provided with it.
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10 Click To Dial

You can make a phone call from within CommPortal by clicking on the Click To Dial
icon: [@

This pops up a window in which you can enter the number you want to dial:

Search For..,

Place a telephone call

Enter telephone number to dial...

E

10.1 Calling from your Regular Phone

To make a call from your regular desk phone, enter the phone number you want to call
in the space provided and click Dial. Your phone will now ring.

Calling

18063225798

i Waiting For wou to answer wour .
|‘:"| telephone |‘:"|

Cancel

When you answer it the number you entered will be called.
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Calling

18063225793
\ ‘aiting For the person you are calling ko
anzwet their phone

Cancel

Once the person you called has answered this will be displayed on your screen:

Calling

18063225798 ’
Your click ko dial call is connected

10.2 Calling from Another Number

Click To Dial also allows you to make calls, from any phone with a direct dial number,
so that they appear to come from your business line. This could be your cell phone, a
payphone, or your home number.

Once you've selected a Click To Dial call, select Configure.

Place a telephone call

|Enter telephone number to dial.. | [ Dial ]

This takes you to the Preferences section of the Settings page. Under Click To Dial
select Use remote telephone and enter the number of the phone you want to use to
make your call.
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Dashboard Messages & Calls Contacts Call Manager Reminders Groups Settings

Settings @ gos3zzs7es @) @ ¢

Security | Account Codes | Blocking | Preferences | Messaging | Phones
Forwarding Preferences Click To Dial

Enter number when activating From my phone For  Use my subscriber line

M Immediate Farwarding % se ramake telephone 5555551111

¥ Busy Forwardin
v d ™ Answer my telephone automatically when

W Mo Answer Forwarding used to place click to dial calls
Line Information Caller ID Preferences
Line name: Bernie Barkl...

[ withhald vy caller ID when making calls

Member of Department: None
B IF not withheld, signal my name as: Farnie

Admin for Deparkment: Whole Busin...

r Display incoming call name on my phone
Yoicemail Preferences

1

Display incoming call number on my phone
Incoming calls are Forwarded to woicemnail after
seconds,

| apply || Zancel |

If you have a remote telephone number configured the Click To Dial icon changes to:

o)

You can now place a Click To Dial call. This will cause the number you entered as the
remote telephone to ring. When you answer this phone your Click To Dial call will be
set up.
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11 Configuring Your Phone’s Keys

You configure your phone’s keys using the Phone Configurator. To launch the Phone
Configurator, follow these steps:

1. Select the Settings page in CommPortal.
2. Select the Phones tab.
3. Click on the Configure Your Phone link.

This launches a new browser window for the Phone Configurator. You must have
Adobe Flash Player version 9 or later installed to use the Phone Configurator.

11.1 Using the Phone Configurator’s Graphical
View

Once you have launched the Phone Configurator you will be presented with an image
of your phone:
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P h O n e S etti n g S Roy's Car Emporium 8063225788

l savecﬁanges J'l Discard changes J'l

The examples shown in this document show an Aastra 57i phone with a 560M sidecar.
Your phone model may differ from the one shown.

If you have a phone with one or more sidecars, you can zoom in on the phone, or a
sidecar, by hovering your mouse pointer over it:
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Phone Settings Roy's Car Emporium 8063225788

Iore

l Save changes Jl Discard changes J

You can see whether you can modify a key by hovering your mouse over the key. If
the key glows blue you can configure it. If it glows red, you cannot.

To select a key, click on it. This will launch a pop-up allowing you to configure the key:

Uze this buttan far L MNothing

OK Jl Cancel |

Use the drop-down list to select the operation you'd like that key to perform:
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AASTRA

ey 3

Uze thiz buttan far L MNothing

Mothing

f Line
Speed Dial

! Do Mot Disturb
Monitored Extension
Other Service
Park Call
Retrieve Parked Call

—— Autornatic Recall

Call List

The possible options are as follows (although not all of these options may be enabled
on your phone system):

¢ Nothing — this is used when a key is not assigned a function.

e Line —this key is used for your phone line. Pressing this key will cause the phone
to go off-hook and ask you for digits to dial. When calls come into that phone line,
this key can be used to answer those calls.

e Speed Dial — this configures the key as a speed dial as described in Section
Error! Reference source not found..

e Enter the number you want this Speed Dial to call in the box provided.

e Do Not Disturb — configures the key as a Do Not Disturb key as described in
Section Error! Reference source not found.. Note: Not supported on Polycom
Phones

e Monitored Extension — allows you to monitor another line as described in Section
Error! Reference source not found..

o Enter the number of the extension you want to monitor in the box provided.
e Other Service — this is reserved for future services.

e Park Call —this is used to park calls as described in Section Error! Reference
source not found..

e Retrieve Parked Call — this is used to retrieve parked calls as described in Section
Error! Reference source not found..
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e Automatic Recall — this sets up the key as a speed dial to call the Automatic Recall
access code.

e Call List — this configured the key to show you recent calls.

e Directory — this configures the key to provide you with the phone’s list of contacts.
Note: Aastra phones only.

e Intercom — this configures the key to launch a paging call as described in Section
Error! Reference source not found.. Note: Not supported on Polycom phones.

e Services — this configures the key to provide to access to services configured on
your phone. Note: Not supported on Polycom phones.

¢ Voicemail — this configures the key as a speed dial to access your Voicemail.

e Last Caller ID Erasure — this configures the key as a speed dial to call the access
code which clears the network list of your recent calls.

e Automatic Callback — this configures the key as a speed dial to call the Automatic
Callback service.

e Trace Call — this configures the key as a speed dial to call the Call Trace service.

e Line Identity — this configures the key as a speed dial to call the Line ldentify
service, which reads back your phone number.

e  Group Pickup — this configures the key as a speed dial for the Group Pickup
service, described in Section 8.2.2.

e Directed Pickup — this configures the key as a speed dial to pickup calls ringing on
a particular line.

e Enter the number of the extension you want to pick up calls for in the box
provided.

Whichever option you chose for your key you may enter a label for the key. If your
phone has a display next to the key you configured this label will be shown on the
phone display.

Once you have finished configuring your key click on OK. The picture of the phone will
be updated with the label you gave your new key assignment.

Spegdlngl
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Once you have finished configuring your keys, click on Save changes to save your
changes. You phone will pick up the changes you have made overnight. If you want
the phone to apply the changes immediately, reboot it, by unplugging it and plugging it
back in.

11.1.1 Pages of Keys

Some phones, like the Aastra 5xi series, support a series of pages of keys, which you
can scroll through using the More key. Note: Not supported on Polycom phones.

To access these pages of keys, click on the More key on the phone picture:

fore

N

11.2 Table View

There is a more advanced and powerful interface for configuring your phone, which
can be accessed by clicking on the Table View icon at the bottom right of the screen:

= |

This view is normally used by the administrator to make changes to the behavior of
your phone, but you can use it to make changes to your advanced settings. For more
detail on doing this speak to your administrator.
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