A -
N CenturyLlnk

Hosted VolP Administrator Portal Guide

March 10, 2021




A .
N CentUFYLlnk

Table of Contents

o] = 1IN F= AV o = U1 o] o PSS 5
[ (0T 0[S = T [P UPTR PRI 5
LTS Y [ 01T T3 1= U1 o] o ST 8
CrEaliNg @ NEW USEI ... 8
Creating @n ATA DEBVICE .....oviiii ettt e e e e et e e e e e e e e e e e e e e e e e e e e e et e e aaeaes 30
AIran/ATA ROULET DEVICES .....eeeiiiiii ettt e e e e e e e et e e e e e e e e e e et e e e e eeeeeennnnn s 32
Grandstream DP 750 DEVICES ......ccoiiiiiiiiiiie e et e e e e et e e e e e e e et e ettt a e e e e e e e e e e rerr e e e aeaees 37
Editing @ NEW OF EXISHNG USEI.......uiiiiiiieeei et e et e e e e e e e et e e e e e e e e e aaaa s 43
CopYING AN EXISHNG USEI ... .. ittt e e e e e e e e e e e e e e e e e e e e bbb aaaeeaes 61
CUSIOM USEI TEMPIALES ... 66
BUIK LOGA USEI'S ...ttt 68
Modify Multiple Ender User ASSIGNMENT FEATUIE ...........vuiiii it e e 72
Modify Multiple Ender USer FEAIUIE SETHINGS ... ...uuuiiiiiiiiiiiiiiiiiieiiiiiiiiiiiiiiebietb e 75
Modify Multiple Ender User Feature Settings — BUlK UplOad ................uuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieees 80
BUIK 911 REQISIIALION. ... .. et e e e e e e e e e e e e e e e ettt e e e e e e e e e e eaa e e e e e aaeaeenssaaaas 83
oY = o TSI Y= VT =SSP 86
F N £ 1YATLT =T PP PPPPPPPPPPPPPP 87
U (o 1 A1 (= o = o | PP 90
Change Auto Attendant NUMDET ... e e e a e 92
FATUINES SEULINTS. ...ttt 94
Configure AULO ALEENUANT. ... oot e et e e e e e e e e a e e e e e e e e et b e e e eaaes 95
Y= 111 0T 1P PPOT PP 111
Call PAIK GrOUD - 113
ESCAPE 10 OPBIALON. ...ttt oottt 116
Maximum CONCUITENE CallS........ ... e e et e e e e e e eeenennees 119
MUSIC/MESSAGE ON HOI ...ttt 120
= 10 1o PR 122
[ (o [=T o 0o oo 18 | | A o o =P 125
Programming Non-Verified Project ACCOUNE COUES. ........coiiiiiiiiieiiie e 127
Programming Verified ProjeCt ACCOUNT COUEBS ........uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiieeitee bbb 129
[T (0 =TI ET= ] P USUPPPPRRP 135
Voicemail Retrieval NUMDEIS......... e e e e e e e et a e e e e e eeeeennees 138

page 2 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



A .
N CentUFYLlnk

Call PICKUP GlOUP .. 139
Contact Center ACD (Call Queuing) — Basic and Standard.................oouuiiiiiiieeiiiiice e 140
F e [0 /] o 11V =10 ] 1T PP PPPPPPPPP 145
Contact Center Feature Settings and Alternate NUMDEIS ..........coooiiiiiiiiiii e 149
Contact Center ANNOUNCEMENTS ... ..ttt e et e et et e e e ettt e e ettt e e e eeti e e e eat e aeenenns 151
L [ 1L B o 11 0L P R SPPP 156
Configure HUNt GroUp FEAIUIMES ... 159
EQIING HUNT GIOUPS ... 170
(070] o) V71 aTo [V 01 8] (10T o 1SS 172
INSTANT CAll GIOUP .....eitii et e oot e e e e e e e e e e et e e e e e e e e e e e et it e e e e e e e e e eeast e e e eeaeeeesssaannass 174
(7o 00T a Vo] a1 = 00T 1= N I 1S S 176
LDAP (Lightweight DireCtory ACCESS PrOtOCOI) .........uuiuuiiiiiiiiiiiiiiiiiiiiiiiiiiiii e 178
SCNEUUIBS ... 180
DEVICE IMANGGEIMENT . ...ttt 182
YU o] o o] 4 A O] o] r=To! H PP P PP 192
DIl Plan POHCY .....cooeiiiiii i ettt e e e e e e e e e e 193
LT (o ]0] O 1111 | L PPOSOPR PP 194
Changing YOUr 911 LOCALION ... 198
Scheduling your 911 Location CRange .........cooiiiiiiiee e 199
EXtEnsion DiIaling POICY..........oouuiiiiiiie et 200
POrtal AQMINISTIALION ....eeeeeiieis e et e e e e e et ettt e e e e e eeeeeaeas e e e e eeeeeeesssnaaaaeeaeeessnsnnnaaeeeeeeeennes 201
Call Recording AdmiINISIIAtION...........ouuiiiie et e e e e e e e e e e e e e e e eeeas 201
(O 1/ I 2 d=ToTo] o [10To 0P PPSPP RSP 203
Portal SUD AdMINISIIALION ........oiiiii et e e et e e e e e e e e e ettt a e e e e e e e aararn s 204
[T 1 Qo ] o] IO =T 0 = o | PSP 209
USEE POMAI ACCESS ...ttt 211
LY 1 Y P 218
INVENTOTY OVEIVIEW ...ttt 218
LK== 0] (o 0 1= VL0 0 0] = USRS 220
Delete TelepPhonNe NUMIDEIS ....... i ittt 222
Add Telephone NUMDEIS: NEW .........ooiiiiiiiiiiiiii e 225
Add Telephone NUMDEIS: POI...... ...t e e e e e e e e et e e e e e eeeeennees 228
Y2 | £ TSP P PP TOPPPTT 233
F o [0 I @ T I ST (1= SSURPPPRRP 235
SIP TrUNKING SESSIONS .....uuiiiiiiiii oottt ettt ettt e et e e et e et e e et e e et e eeeaeaeenaesenaeeeens 238

page 3 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



A -
N CentUFYLlnk

L@ 0 [=T g = LU 238
T 010 £ SPPPP 241
ULHHIZAEION REPOITS. ... 241
ENErpriS@ CDR REPOIS ...ttt 245
VOICE M REPOIS. ..ottt e e e e et e e e e e e e e ettt e e e e e e e e e eestb e e aeaeeeaennes 248
POrtal USAQE REPOIS ...ttt e e e e et e et e e e e e e et e e e e e e e e e e et e e e e e e eaeeeraraaes 250
Trunk UIIZAtion REPOITS.......ooiiiiiiii 251
(0 1= USRS 251
L 1= o PSSP RSPPPPPRPPPN 253
Y7 O 1 - U RSRPPRRRN 254

page 4 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



A -
N CentUFYLlnk

Portal Navigation

URL: https://centurylink.com/voip. Enter your Administrator user ID/password to access admin
functionality within the portal. You should have received your administrator login details via email and will
look similar to the following:

Administrator Portal URL: centurvlink.com/voip
User Id: adminlogin here
Password: adminpassword here

Home Page

The Default Group option allows you to define which group you want as your default location. As you work
in a specific group, managing users and features, this prevents you from having to define your group on
each page as you navigate through the portal.

A

== CenturyLink

Business
User Administration  Trunk Administration  Manage Services  Portal Administration  Inventory  Reports  Profile  Help @ Main Menu
r .
Manage Users Customize User Templates  Bulk Load Users  Modify Multiple End User Features  Medify Multiple User Caller ID @ Sub Menu

Tenant ID é Tenant ID: 349170 Default Group: L3 LOC @ Default Group
Setting

Manage Users
This application may be used to manage users for your Enterprise.

"Warning. You sre sbout to Search across the entire Enterprisz. It may tske 3 few minutes to
retrieve your results.

4
T = = [ ( Group/Location Selector 6_ Create New User

Select a Group: Search ALL - Across Enterprise . ~

Search End Users
Full or partial search quesies are OK. Wild card searches are not supported

Find -Select- | thatincludes [Clear | € Search for Specific Users
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As you navigate throughout the portal, you'll have several opportunities to search for specific groups for
managing inventory, creating or editing users, etc. You can enter search criteria in the Search a Group
field, which filters which group is displayed, based on that search criteria.

All Groups display when
clicking the Select a
Group dropdown box

User Portal Access
This sarwen will allow you 1 configurs what ihe end users can view or edi)

Enter search criteria in
the Select a Group
field

el De: @ viewEan w0l
atsct VeewEst 8 view Se s 5
CEEE— Groups displayed are
Eont L H
- axLoe Viewd filtered based on your
— o
’ et e . S veerar | © veed  UserPortal Access search criteria
Tl sman il sow you 5 confes e e e o i x ot
- » Call Logs ——r—— . e Custom
ViewEsn ® View Only tce Custom
ViewEgit View Q =
9 ViewEan View Only Hice Custom
=
ViewEsit @ View Only Hide Custom
ViewEaet @ View Onty Hice Custom
-
View Eat View Only ® wice
3 Iy

Define your Default Group, so a group doesn’t have to be selected on every page as you navigate through
the portal:

1. Click the Change Group button.

2. Inthe Change Default Group window, click the arrow to search for the group, or enter a search or
partial search of the group name in the Group field to refine your search.

3. If you don’'t want to set a default group, select No Default Group from the dropdown list.

4. Once you've selected your group, click the Save button.

évices Portal Administration  Inventory  Reports  Profile  Help

&ultiple End User Features Modify Multiple User Caller ID

£

\,‘ Tenant ID: 248170 Default Group: L2 LOC Change Group

Change Default Group

Select the group you would like the portal to default to when lcading new
soEEns.

Group: Search Groups - E
No Default Group

L3 LOoC
QC LOC
QX LOC

Change Default Group

Select the group you would like the portal to default to when lcading new
soreens.

Group: L3 Loc -

Cancel

As you navigate from feature to feature within the portal, your default group automatically populates. A new
Default Group can be redefined at any time, by following this same process.
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The Search End Users option is available throughout the portal. Depending on the page you're on, select
the dropdown list to select the field you'd like to search by.

If there are < 1000 users in a group, click the Search button without entering criteria to display all users in
that group. If there are > 1000 users, you'll be required to input data in the search field to activate the
Search button.

Search End Users criteria options are First, Last, Phone, Extension and MAC Address. Refine search
criteria by entering a portion of the name or number in the that includes field. Once your search criteria is
entered, click the Search button.

User Administration  Trunk Administration  Manage Services  Portal Administration  Inventory  Reports  Profile  Help
Y
Manage Users Customize User Templates Bulk Load Users  Modify Multiple End User Features  Madify Multiple User Caller ID

TenantID: 248170 Default Group: L2 LOGC

Manage Users

This application may be used to manage users for your Enterprise, Create New User

'Warning. You are sbout to search across the entire Enterprise. It may take 3 few minutes to

Select a Group: Search ALL - Agross Enterprise . = retiieve your results

Search End Users
Full or partisl search queries are OK. Wild card searches are not supported

Find TEERE . [ that includes | ciear | h User Search

{1 of 4}

voizemail test 5072613277 | 277 VoicemailCnly LaLoC = W Q
VMRPRE,VMRTest22 5072089223 9223 Premium acLoc [ ]
WVIMRL3 test 4072088781 T21 remium L3LOC N

The Trunk Administration option within the main menu will only be visible for customers with SIP
Trunking from CenturyLink. If you don’t have SIP Trunking, the Trunk Administration option won'’t be
available from your main menu.

User Administration  Trunk Administration WS Portal Administration  Inventory  Reports  Profle  Help  CSR Only
A

Manage Users Customize User Templates  Bulk Load Users  Modify Multiple End User Feature Assignment  Modify Multiple End User Feature Settings  Bulk 911 Registration

Bulk Add/Delete E911 Add-On Feature Bulk 911 Address Change
Tenant ID: 253023  Default Group: LAS VEGAS NV (a-408)  [Ne chelr )

User Administration
Manage Users Create New User

This application may be used to manage users for your Enterprise.

Select a Group: LAS VEGAS NV (a-406) -

Search End Users
Full o partial search queries are OK. Wil card searches are not supported

e N L NI el e I N N
For details on specific features associated to our SIP Trunking product, refer to the Hosted VoIP Trunk
Administration Portal Guide, found under Help from the main menu.
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User Administration

Within the User Administration section of the portal, Manage and Create New users, Edit existing users,
create Custom User Templates, process Bulk Uploads, and modify multiple users with the Modify End
User Feature tool.

Creating a New User

1. Click User Administration from the main menu.

2. Click Manage Users from the sub menu.

3. If your organization has only one group (location), users automatically appear for editing users,
deleting users, etc., without having to select a group.

4. To edit or delete a user, click on the Edit or Trash Can icon next to the individual you plan to edit.
The Gear icon allows you to access that user’s end user portal, to manage individual features such
as forwarding, simultaneous ring, etc., on their behalf.

User Administration | Trunk Administration ~ Manage Senices  Portal Administration  Inventory  Reports  Profile  Help '

Manage Users ICulem\ze User Templates Bulk Load Users  Medify Multiple End User Features  Medify Multiple User Caller ID

Tenant ID: 249170 Default Group: L3 LOC [ eht et
User Administration

Manage Users

This application may be used to manage users for your Enterprise. Create New User

'Warning. ou are sbout to search across the entire Enterprise. It may take 3 few minutes to

Select a Group: Sesrch ALL - Acoss Enterprise| ~ 2 .
rieve your resuits.

Search End Users
Full or partial search queries sre OK. Wild card searches are not supported.

Find -Select- + that includes ["clear |
R T

Extension

Actions

8072613277

wvoicemail test VoicemsilOnly

Premium

VMRPRE VMR Test23 5072089223

WMRL2 test 4072088781 Premium
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5. Click the Create New User button to load a Manage User — Create New User form.

6. If you have more than one group within your tenant, select the group from the Select a Group
dropdown list where the user should be built; you can also select your group from the Create New
User screen.

User Administration  Trunk Administration ~ Manage Services  Portal Administration  Inventory  Reports  Profile  Help  CSR Only
s

Manage Users Customize User Templates  Bulk Load Users  Modify Multiple End User Feature Assignment  Modify Multiple End User Feature Seftings  Bulk 811 Registration

Bulk Add/iDelete E911 Add-On Feature Bulk 911 Address Change

Tenant ID: 253023 Default Group: LAS VEGAS NV (a-406) Change Group

User Administration

Manage Users Create New User
This application may be used to manage users for your Enterprise.
Selecta Group: LAS VEGAS NV (a-406) - h

Search ALL - Across Enterprise (253023)
CENTURYLINK {a-402) (a-402)
CENTURYLINK PHOENLX AZ (a-405)

CENTURYLINK PORTLAND OR (a-408)

CENTURYLINK SALT LAKE CITY (a-404)

NTURYLINK SEATTLE WA (a-407
e~ i

Search End Users
Full or partial search queries are O

L g v vy

7. Complete the Manage Users - Create New User form. All fields denoted with an asterisk (*) are
required fields and must be populated to successfully build the user.

8. Enter the user’s First Name and Last Name in the appropriate fields.

9. Select the group (location) from the dropdown list if different than what'’s displayed.

10. Select the Seat type from the dropdown list; available options are based on your available inventory.

11. Apply a Custom Template (if applicable) by selecting your option from the dropdown list (optional).

User Administration

Manage Users - Create New User

* Iz & required field

* First Name: ‘John |
* Last Hame: [Doe |
* Group: LAS VEGAS NV (a-406) -
Custom User Template: [- select - ~] [Apply'ramp\ata \
@ * Hosted VoIP Number: - [m:

@ *Extension: \ |

Title: I |

e U N NN N N NP S S s e
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12. Select a number from the Hosted VolP Number dropdown list; number options within this list are
based on telephone numbers available in your inventory within the selected group.
Note: If you have more than one group in your tenant, all available (unassigned numbers)
% are shown in the dropdown list. It's suggested you use a number assigned to the group
you’re building the user in, however, you’re allowed to create a user in one group with a
number from another group.

i User Administration

Manage Users - Create New User
* Is a required field
* Group: LAS VEGAS NV (a-408) -
Custom User Template: - select - v |: Apply Template ]
@ *Hosted VoIP Number: 3212037222 (LAS VEGAS NV (a-4 -a]
® *Extension: h
O O e W g WL Ny v o IR W N N ey

13. To choose an available number from another group, click the Select from another group button.

* Group: LAS VEGAS NV (a-408) -

* Seat: - Select - v|

S -

N S N s UV Vo N e W NS

} *Exten,

14. Select a group from the Select another group dropdown list.

15. From available numbers in that group, select a number from the Hosted VolP Number dropdown
list.
16. Click the Select button.

Select Phone Humber From Another Group

Select another group: CENTURYLINK (a-402) (a-402) - <
Hosted VolP Humber: 6123979371 (CENTURYLINK (a-40. = h
Select | Ccancel
4

page 10 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



A -
N CentUFYLlnk

17. The Extension field automatically populates based on the telephone number selected.
Note: This field is editable, if you prefer extension not associated to the number, input the
extension manually.
Note: If you’re using 3-digit internal extensions, you cannot use the following: 123, N11
(211, 311, 411,511, 611, 711, 811, 911) and will be prompted with an error.
18. The Title, Mobile and Pager fields are optional; they don’t have to be populated to build the user.
19. Click the Allow Custom Caller ID if you wish to change the 10-digit number that is sent for
outbound calls; this will be described in more detail.
20. Check the Enable Directory Privacy box if you don’t want others in this group to monitor this device
within Business Communicator.
21. To encrypt this user’s devices, check the Secure SIP checkbox; you must have inventory to enable
this feature.
Note: If enabled, this user’s devices will be converted to Secure SIP, which enables SIP
TLS/SRTP encryption. It will ONLY be enabled for supported devices. Some devices may
not support Secure SIP.

User Administration

Manage Users - Create New User
*Is & required field.
* Group: LAS VEGAS NV (3-406) -
* Seat: Premium (1) -
Custom User Template: [- select - ~] \:App\y Template ]
@® *Hosted VoIP Number: 3212037222 (LAS VEGAS NV (a4 = [m:
Allow Custom Caller ID: O ves @ Ho
® Enable Directory Privacy: [m]
® Secure SIP: O inventory: 2 J
Al S N NN

22. A window confirms Secure SIP was applied to this user, click the Continue button.

Confirm

The below list of devices will be changed to Secure SIP. Do you
want to continue?

Device Name

6126296455_BC-PC
6126286455PRIMARY _Poly400

Continue || (=R
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23. Once a user is created and a Secure SIP license is assigned, click the Manage Device button.

R A o o e T N U N L VUV e N

@ Secure SIP: Inventory: 5
Portal User ID and Domain: jane dosB4SS@centuryink.com [ Change UserID| [ Reset Passwor|
Email: rebecca.athmann@centurylink.com
Time Zone: (GMT-08:00) (US) Pacific Time

Primary Device [ EditDevice | [ Manage Device |
Phone Type: Polycom VVX 4XX
Device Template Name: PolyPremium_2
Device MAC Address: 001401014A2C

@  Make this End User the Primary User
of this Device:

=

24. On the Manage Device screen, by default, Secure SIP is disabled, to enable, click the Enable radio
button.

25. Click the Save Secure SIP button.

26. Click the Reboot Device button.

i W N N o I e Vo P Vo I NS
1-2 | Button Jane  Doe 6126296455 6455 2 z::;‘.:am Private  Yes Yes  Yes 3 Yes 73
Busy Lamp Field
Line Key Type First Name Last Hame
Secure SIP

© enavle O Disavle h

Save Secure SIP

Reboot Device Back to Edit User

27. After the reboot, you'’re returned to the User Settings tab.
28. The Lock icon next to the device’s MAC address is your indication that a license has been assigned
to this user, and the license has been enabled.

T T I L NP N L Y

Primary Device [ EditDevice | [ Manage Device |
Phone Type: Polycom VX 4XX
Device Template Hame: PolyPremium 2

Device MAC Address: 00140101442C g4 b—

@ Make this End User the Primary User
of this Device:

=
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29. Enter the Portal User ID and select the Domain from the dropdown list; this will be the user ID used
to log into the user’s end user portal.
30. Enter the user’s email in the Email Address field, a welcome email is sent to this address and
includes a user ID and password to sign into their portal.
31. From the Send Welcome Email dropdown list, choose who should receive the welcome email:
e Admin Only — only the primary administrator will receive the welcome email
e User Only —the user only receives the welcome
e Both Admin & User — both the primary admin and user receive the welcome email
e Do Not Send — neither party receives the welcome email — if this option is chosen, the
welcome email can be sent later
32. From the Time Zone dropdown list, select the correct time zone if it is not displayed correctly or if
changes are needed later.
Note: There is a unique time zone selection for Arizona.

> e R
B R VN NNt W st Ww«mﬁmﬂf"\d o
@ secure SIP: O nventory: 4
Portal User ID and Domain: ‘]ohn.doe | @ |(enturyl|ﬂk.mm <
) * Email: jiohn.doe@domain.com (
* Send Welcome Email: Both Admin & User ~
Time Zone: (GMT-08:00) (US) Pacific Time
Primary Device
Device or Trunk Group: O pevice O Trunk ® none
Voice Mail Box Number: 2067856016
10 15 numeric characters only. If the Voice Mail PIN is not
® Voios Mail Pin: |:| entered, a Voice Mail Box wil not be created for the End User. For
: h : addtional Voice Mail PIN rules, hover over the question mark on
the left
w Activate User and Continue RS ]

33. Click the Device radio button; as options are selected from the dropdown lists, additional options
appear based on the selection you made within each previous dropdown list.

34. From the Vendor dropdown list, select the manufacturer of the device you’re building.

35. From the Phone Type dropdown list, select the phone model you’re building.
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36. From the Device Template Name dropdown list, select the template you wish to assign to this
device.
e The template selected is based on the assigned seat type, i.e., Premium seat should be
assigned a Premium_x template.
o Y 17 % 27 % 3” determines the number of lines built for the primary phone number of that
device, i.e., 1, 2 or 3 lines.
37. Enter the 12 digit MAC address for your device in the Phone MAC Address field.
38. A unique name for that device can be added in the Description field, but it's not required.
39. Keep the Make this End User the Primary User of this Device check box checked.
40. Enter a numeric passcode in the Voice Mail PIN field, this will be included in the welcome email,
and is used when first logging into voicemail.
41. Reconfirm the passcode by entering it in the Confirm Voice Mail PIN field.
e Maximum greeting length for individual mailboxes is 180 seconds (3 minutes).
PIN Requirements:
o PINs are required.
PINs must be 6-15 numeric digits in length.
e The PIN cannot solely consist of your VolP telephone number or any part of your telephone
number.
e The same digit cannot be repeated more than twice.
o Allowed Examples: L1IXXXX, XXX88XXX, XXXXXX99
o Not Allowed Examples: 222xxX, Xxx444xx, 777777
e The entire PIN value cannot be sequential; neither ascending or descending.
o Allowed Examples: 012347, 98761, 01234560
o Not Allowed Examples: 123456, 0123456789, 765432, 9876543210
42. Select an option from the Escape To Operator Group dropdown list, if escape to operator groups
have been defined; this determines where callers go if they press “0” in the user’s voicemail.
43. Click the Activate User button to return to the Manage Users page or click the Activate User and
Continue button to continue making feature changes to the user.

™ T N S M e N

Time Zone: {GMT-05:00) {US) Eastem
Primary Device

Dewice of Trunk Group: @ pance © Trew © nore h

*\Vandor: Palycom -

* Phons Typs: Polhycom W 300 -

* Devica Tempiate Name: PotyPremium_2 -
Dewics MAC Addrsss: 001201014A2C MAC Agdress Example: 011201014820

5 Deseritin CEO Second Phone h

@  Make this End Lissr the Primary Liser of
this Device:

Voica Maill Box Numbser: 6142103199

410 15 mumenc characters only. Ifhe Vols Mall PIN
‘Vodcs Mall Fin: 315559 5 ot enfiered, 3 Voloa Mall Bax will not be crested for
o= End Liser.
Confirm Volcs Mall Fin: 315858
Escaps To Opsrator Group: -Balzct- -

= (o)
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44. To change the outbound caller ID, click the Allow Custom Caller ID Yes radio button.

45. Enter the number you wish to display, in the Custom Caller ID field.
Note: You must agree that you’re sending a valid telephone number owned by the calling
party, whether the telephone number is owned by CenturyLink or another provider. The
telephone number must correctly represent the physical location of the call where the call is
originated.

Allow Custom Caller ID @ Yes © Mo b—

Please Mote: | agree to send a valid telephone number that | own as a Calling Party Number, whether the telephone number
is registered with CenturyLink or with other providers. The telephone number must correctly represent the physical location
ofthe call where the call is originating

* Custom Caller ID 2125553698 h

46. Click on the Feature Assignment tab.
47. To add a Business Communicator (soft phone) to the user, click the Manage Business
Communicator button.

I User Administration

Manage Users - Edit End User

User Settings. Feature Seftings Voice Wall Settings Atternate Numbers.

Device Hame Phone MAC Address Belongs To Action
Add Physical Device | Manage Business Communicator H

| Receptionist PC Console |

Assign a Receptionist PC Console for this User: O ves @ o

Inventory: 0

Y N e N U Y

48. Click the Voice/Video or Collaboration radio button; licenses cannot be assigned if they are not
available in inventory, make note of the number of licenses available in the Available column.
e Voice/Video — desktop and mobile softphone that allow voice/video calling
e Collaboration — provides the same features as the voice/video version and includes IM&P
(instant messaging and presence).
49. Click the Save button.

User Administration

Manage Users - Edit End User

User Settings Feature Assignment Feature Settings Voice Mall Settings Alternate Numbers
ge Business C
Softphone Avaitable
Business Communicator Voice/Video 2
Business Communicator Collaboration 8
@ Download Type: () None () VoiceiVideo @ Collaboration H

=)
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50. Receive a successful notice that the license has been assigned to that user.
Note: The user can download the necessary software from the end user portal, under Help
from the main menu, within the Downloads section. They’ll receive a welcome email
notifying them that this feature has been added, and how to access the links. User guides

for desktop and mobile applications are also available in the end user portal under Help.

51. To change or remove a Business Communicator license, click the Manage Business
Communicator button.

Manage Users - Edit End User

J Action completed <

User Settings Feature Assignment Feature Setiings Voice Nai Settings Aternate Numbers

Device Hame Phone MAC Address Belongs To Action

£123979366_BC-PC Jane Smith (‘Manage Device |
6123979366_BC-MOBILE Jane Smith [ Manage Device |
6123979366_BC-TABLET Jane Smith (‘Manage Device |

Add Physical Device | Manage Business Communicator I

‘ Receptionist PC Console |

T T A SN PN NNRSNPVEITY, Vi ST NN i W Vo g

52. Change the license type by selecting either Voice/Video or Collaboration (the version they
currently don’t have).

53. Click the Save button.

54. To remove the license from the user, click the None radio button.
55. Click the Save button.

56. The unused license returns to your “Available” inventory and can be assigned to another user.

User Administration

Manage Users - Edit End User

User Settings Feature Assignment Feature Settings Viice Mail Settings Alernate Numbers
Manage Busi C .
fvsisbis
Business Communicator Voioe/Video 1 ] 10
Business Communicator Collaborstion 1 10
() Download Type: @ Nene &) i i [P i <
WA | cancel
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57. If the user requires access to the Receptionist PC Console, click the Yes radio button; if inventory
is not available, the license cannot be assigned.

58. If the user requires access to Call Recording, click the Yes radio button; if inventory is not
available, the license cannot be assigned.

User Administration

Manage Users - Edit End User

User Setlings Feature Assignment Feature Settings Voice Mail Settings Atternate Numbers

Device Name Phone MAC Address Belongs To Action

Add Physical Device | Manage Business Communicator

| Receptionist PC Console ‘

Assign a Receptionist PC Console for this User @ ves @ No h

Inventory: 5

‘Call Recording

Call Recording - Standard @ ves ©

Inventory: 2

|
i

| End User Features ‘

® Anonymous Call Rejection @ Automatic Callback

59. Available features are based on the seat type, i.e., Basic, Standard, Premium, etc.
60. All Features associated to that seat type are enabled by default.
61. To disable a Feature, uncheck the box for the feature(s) you wish to disable.

I e I T S o W e VA A Y U o AN

| End User Features ‘
@ Anonymous Call Rejection \ @ Automatic Callback \
@ Automatic Hold/Retrieve @) Barge-in Exempt
@ Anywhere @ Busy Lamp Field
@ CallForwarding Always @ Call Forwarding Busy
@ Call Forwarding No Answer @ Call Forwarding Not Reachable
@ Cal Forwarding Selective @ Call Notify
@ CallReturn > @ Call Transfer >
@ callwating @ Caling Line ID Delivery Blocking
@ Custom Ringback User @ Customer Originated Trace
@ Directed Call Pickup @) Directed Call Pickup with Barge-in
@ Do Not Disturb @ External Caling Line ID Delivery
& Hotelng Guest } @ Hoteling Host J
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62. If you're not familiar with a feature, hover over the “?” next to the feature, and you’re presented with
a brief description.
63. This type of real time help can be found throughout the portal.

u5ir.=Dn Hold User =7

| Flay audic {music) or video when the remote party is held or |
L vallk-E-d. o

) Privacy

64. Click the Yes radio button for Allow Calls From Within this Tenant if you want the users to receive
calls from employees at other locations. Click the No radio button to block those calls.
65. From the Allow Calls from Outside this Tenant dropdown list, select from the following:
e Yes —the user’s allowed to receive inbound calls from outside of their tenant
e Transfer Calls Only — the user’s allowed to receive outside calls transferred to them
o No —the user won’t be allowed to receive any inbound calls from outside of their tenant
66. For Dialing Restrictions, click the radio button associated to the calling policy required for that
user.
67. Click the Save button to save all feature setting changes.

S N, o N A A it e NN TN e TN e

| Inbound Call Restrictions

- - ) B v @ Allow Calls from PP EEEE——
@ Allow Calls From Within this Tenant @ ves @ > -
I ¥ Yes L Ne Ouiside this Tenant 1% I
| Outbound Dial Restrictions |
3 Enable Block of Calls Within The Group |} 3
)  Enable Block On All 011+ Intemational Calls @

@ Enable Blodk On Everything Except Cperator Assistance, 8XX, and 811
3 Enable Block on Directory Assistance.

7 Enable Bledk On All 011+ Intematicns| Calls Except Mexico ®

@ Enable Blodk On All 011+, Canada, and Canibean >
i Enable Black On All 011+ Intematicns| Calls and Directory Assistance
@  Enable Blod Everything Except 8X3¢ 711, 811

i Enable Block on Everything But VoIP On-Net, Local, 830X, 711, 811

3  Ensble Block on Nething. All Calls Accepted (@] J

m

page 18 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



AV
N

CenturyLink-

68. Click on the Feature Settings tab.

69. Next, select the appropriate feature(s) as they pertain to that user under Share Call Appearance by
clicking the appropriate radio buttons:

Alert all appearance for Click-to-Dial

Allow Call Retrieve from another location

Configuration of Multiple Call Arrangement

o Allow bridging between locations

o Multiple Call Arrangement

Bridge Warning Tone: Allow bridging between locations
o None

o Barge-in only (no tone)

o Barge-in and repeat every 20 seconds (tone repeats)

User Administration

Manage Users - Edit End User

User Settings Fasturs Assignment Feature Settings Voice Mail Settings Altemate Numbers

Shared Call Appearance

Alert sll appesrance for Cliceto-Disl calls. ) ©n @ off 3
@ Allow Call Retrieve from another location: ) On @ off
Configuration of Multiple Call Arrangement

Allow bridging between Ioeations © on @ o

@ Multiple Call Amangement: @
Bridge Waming Tone

Allow bridging between Ioeations @ nNone

© Barge-in enly

() Barge-in and repest svery 20 s=conds J

End User Features.

@  Anonymous Call Rejection ) on @ on

R e e R
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70. End User Features allow you to visually see what type of features the end user has set up in their
portal or allows you to manage these features for them.

71. Make setting changes or enable/disable features to assist the users with personal call flows.

72. For a full description of each feature and how to program them, refer to the End User Portal Guide.

T N i A TN o VR S AV S e
) Bargein only
© Barge-in and repest every 20 secands
‘ End User Features ‘
@  Anonymous Call Rejection @ on @ of \
Auto Callback O on @ on
@ Automatic Hold/Retrieve © on @ o Automatically retrieve the call sfter 120 seconds
Call Forwarding Always @ on @ on ] Play Ring i when a call is
Call Forwarding Busy @ on @ on
@ Call Forwarding No Answer ) on @ o Number of rings before forwarding 3w
Call Forwarding Not Reachable @ on @ on
) Call Forwarding Selective @) on @ of |E|
@  Call Notify on @ of (Edit )
Call Waiting @ on O o
@ Calling Line ID Blocking O on @ o
@ Directed Call Pickup with Barge-in @ on O of Warning Tone: On
Do Not Disturb @ on @ on ] Flay Ring Reminder when & call is bloded.
@  Music On Hold ® on © o
@ PushtoTalk @ on of |'E]
Selective Call Acceptance on @ of |'E:|
@ Selective Call Rejection on @ of [(Edit )
@  Sequential Ring on @ of |E‘|
Simultaneous Ring ) on @ of [E] Fhone numbers populated: 0 }
‘ Intercept user ‘
Intercept User: © on @ on
e S R R W
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73. To enable the intercept feature, click the Intercept User On radio button.
74. To use the default greeting, click the Default Announcement On radio button.

Inbound Announcements

Default Announcement

Inbound Call Options

Intercept All Inbound Calls

D Allow Inbound Calls [Partial Intercept)

[E] Route to Voice Mail
[E] Play new Phone Number

[F] Transfer on '0" to Phone Humber

e
I T U N A SN S NP, P Tnbers MpUTSES USSRy
Intercept user |
Intercept User: @ on @ o b

D Allow Inbound Calls from System-Defined Phone Numbers

=

75. To customize the announcement, click the Off Default Announcement radio button.
76. Click the Browse button to search for your announcement as you would any other file.
77. Once uploaded, the file name displays next to Load Personal Audio Announcement.

@  SimultaWeous Ring

| Intercept user

f\.%_,f\/\k/\w*“‘v%‘,fmw_

VA U

) on @ of [ Edit | Phone numbers populsted: 0

i

Intercept User:

Inbound Anncuncements

Default Announcement

Load Personal Audic Anncuncement:

Inbound Call Options

Intercept All Inbound Calls

© on @ o

S A
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78. Choose from the following options:
e Intercept All Inbound Calls — rolls to voicemail for announcement
e Allow Inbound Calls from System-Defined Phone Numbers — matches incoming calling
number

e Allow Inbound calls (Partial Intercept) — choose partial intercept with alternate outbound
blocking announcement

= %“A_MM MMMMWM\. M.\u

Inbound Call Options
]
Intercept All Inbeund Calls &
Allow Inbound Calls frem System-Defined Phone Numbers

Allow Inbound Calls (Partial Intercept)

[F] Route to Voice Mail
[E] Play new Phone Number

[E]] Transfer on '0° to Phone Number

2

79. Choose from the following options:
e Route to Voice Mail — caller hears full default or custom announcement
e Play new Phone Number — play/announce the number replacing this telephone number
¢ Transfer on “0” to Phone Number — caller goes to Escape to Operator destination when
“0” is pressed
80. After making all feature setting changes, click the Save button.

i e S N I SN
z &/

Intercept All Inbound Calls
Allow Inbound Calls frem System-Defined Phone Mumbers

Allow Inbound Calls (Partial Intercept)

[F] Route to Voice Mail
[E] Piay new Phone Humber

[E] Transfer on "0" to Phone Humber

Save Cancel

81. Click the Voice Mail Settings tab to manage voicemail.
82. To delete a user’s voicemail, click the Delete Voice Mail button.

User Administration

Manage Users - Edit End User

User Settings Feature Assignment Feature Settings Voice Mail Settings Alternate Numbers
Voice Mail Box Humber: 7022171045 | Delete Voice mail | Reset PIN

Announcement Only Mailbos @ Ensble (%) Disable

Secondary Numbers for Voice Mail

Boxes | Edit numbers |

Send All Calls to Voice Mail on @ o
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83. Click the Ok button to confirm the deletion of the mailbox.
84. Click the Cancel button to cancel the mailbox deletion.

85. Receive notice that your action was successful, and the mailbox was deleted.

Deleting the Voice Mail will remove all messages and settings, do you wish to proceed?

=]
>

i [ Cancel

86. To add a new mailbox, enter a PIN in the Voice Mail PIN field.

87. Confirm the PIN by entering the same PIN in the Confirm Voice Mail PIN field.
PIN Requirements:

o PINs are required
e PINs must be 6-15 numeric digits in length

The PIN cannot solely consist of your VolP telephone number or any part of your telephone
number

e The same digit cannot be repeated more than twice
o Allowed Examples: L1IXXXX, XXX88XXX, XXXXXX99
o Not Allowed Examples: 222xxX, XXX444xx, 777777
The entire PIN value cannot be sequential; or ascending or descending
o Allowed Examples: 012347, 98761, 01234560
o Not Allowed Examples: 123456, 0123456789, 765432, 9876543210

88. To assign an escape to operator group for the user, click the Escape to Operator Group dropdown
list; this determines where callers go if they press “0” in the individual’s voicemail.

89. Select from any Escape to Operator Group already built under Manage Services --> Escape to
Operator.

90. Click the Save button.

Note: Maximum Greeting length is 3 minutes Open and Closed; maximum Message
% length 3 minutes each (50,000 KB), maximum mailbox capacity is 150,000 KB.

Manage Users - Edit End User

User Settings Feature Assignment Feature Settings Voice Mail Settings. Alemnate Numbers

& to 15 numeric characters anly. If the Voice

Voice Mail Pin 936699 Mail FIN is not entered, a Voice Mail Box will
net be crested for the End User.

Confirm Voice Mail Pin: 936699

Escape To Operator Group: - Select - v

PR | cancel |
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91. Click the Reset PIN button to reset the user’s voicemail box passcode.

User Administration

Manage Users - Edit End User

User Settings Festure Assignment Festure Seftings Voice Mail Settings Alternste Mumbers
Voice Mail Box Humber: 7023171045 Delete Voice Mail || ResetPiN |
Announcement Only Mailbox: @ Ensble @ Dissble

Secondary Numbers for Voice Mail

Edit Humbers |
Boxes: N )

Send All Calls to Voice Mail: on @ of

92. Enter the new PIN in the New PIN field.

93. Confirm the PIN by entering it in the Confirm PIN field, the PIN must be between 6 and 15 numeric
characters.

94. Click the Save button.

Reset PIN

Please enter the new Voice Mail PIM. Voice Mail PIN can be 8 to 15 numeric

characters.
* New PIN: 938699 |
* Confirm PIN: |936699| |

Sawe Cancel ]

95. An announcement only mailbox provides a greeting for callers but doesn’t allow them to leave a
message; these mailbox types are for information only.

96. To enable, click the Enable radio button for Announcement Only Mailbox.

97. To change it back to a fully functional mailbox that can again accept messages, click the Disable
radio button.

User Administration

Manage Users - Edit End User

User Settings Festure Assignment Festure Setfings Vioice Mail Settings Altemate Numbers

Voice Mail Box Humber: 7023171045 | Delete voice Mail | | ResetPIN

Anncuncement Only Mailbox: @ Enstle () Dissble h

Secondary Numbers for Voice Mail
Boxes:

| Edit Humbers

Send All Calls to Voice Mail: on @ on

r.: P_ ) H '. =, '. " ,.. ' ’*. ' —M
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98. Click the Edit Numbers button to assign secondary numbers to this voicemail box.

99. This allows you to have one mailbox for up to 20 lines associated to this mailbox.
Note: When secondary numbers are associated to a mailbox, callers hear the greeting of
the main (this) user’s mailbox after their call rolls to voicemail.

User Administration

Manage Users - Edit End User

User Settings Feature Assignment Feature Seftings Voice Mail Settings Alternate Numbers
Voice Mail Box Number: 7023171045 Delet= Voice Mail | | ResetPIN
Announcement Only Mailbox: (@ Enstle () Disable

Secondary Numbers for Voice Mail i ]
econdary Numbers for Voice Mai Edit Humbers
Boxes: —

Send All Calls to Voice Mail: on @ or

100. In the Secondary Numbers field, enter up to 20 numbers, separated by a comma “,”.
101. Click the Save button.

User Administration
Secondary Numbers for Voice Mail Boxes

Secondary mailboxes allow you to have one mailbox with up to 20 lines associated to this mailbox. When

numbers are i toa
mailbox, callers will hear the greeting of the main mailbox when the call is forwarded to voice mail. Enter the numbers separsted by commas in the box below.

Secondary Numbers: 3125552268,2135555374 E

Maximum Mumbers: 20

Save Cancel |

102. To edit or add to these numbers, click the Edit Numbers button adding or deleting numbers
accordingly.

User Administration

Manage Users - Edit End User

User Settings Festure Assignment Feature Seftings Voice Mail Settings Altemate Numbers
Voice Mail Box Number: 7023171045 Delete Voice Mail \ | Reset PIN
Announcement Only Mailbox: () Ensble (g) Dissble
EMES;IEcundaryl-lumbers for Voice Mail 2125552300, 2125558574 ml <

Send All Calls to Voice Mail: © on @ on

Send Busy Calls to Voice Mail @ on @ of

Send Unanswered Calls to Voice Mail: @ on @ ox

gape
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103. To Send All Calls to Voicemail, click the On radio button, click the Off radio button to disable this
feature.
104. To enable or disable the Send Busy Calls to Voicemail and Send Unanswered Call to
Voicemail, click the On or Off radio button.
Note: By default, busy and unanswered calls roll to voicemail; these settings should only
be deviated from if calls to this user should roll elsewhere.

105. From the Escape to Operator dropdown list, select the location you want callers to be forwarded
to if they press “0” in this individual’s voicemail.
106. Choose the delivery speed of your emails from the Prompt Speed dropdown list.

User Administration

Manage Users - Edit End User

User Settings Feature Assignment Feature Settings Vbice Mail Settings Alternate Numbers
Voice Mail Box Number: 7023171045 Delete Voice Mail ‘ | Reset PIN
Announcement Only Mailbox () Ensble (@ Disable

s Seeandany Humbers for Voiee Mail 2125562369, 2125558874 [ Edit numbers |
oxes: L J

Send All Calls to Voice Mail
Send Busy Calls to Voice Mail

Send Unanswered Calls to Voice Mail

C @
Escape To Oparator Group e ST TOE 7 —
Prompt Speed Standard - %

- Aul ticallgflay Envelope & ’ ~ ~ ' ' o ~ o '

107. Check or uncheck boxes, to enable or disable the following features:
e Automatically Play Envelope Information
e Play Additional Ring before Greeting
e Auto Play

@ Automatically Play Envelope Information: (O gn ® off

Play Additional Ring before Greeting: @ on O o

® Auto Play: O on @ orf

e \WmMM“\fWW‘WW‘“WWﬁWWWWW
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108.

109.
110.
111.
112.

113.
114.

115.

From the Voice Mail Forward dropdown list, select from the following:
e Disable — voicemails won’t be sent to email
e Forward & Delete — voicemails will be sent to email, and won’t be saved in your telephone’s
voicemail box
o Forward & Save — voicemails will be sent to email, and a copy will also be saved in your
telephone voicemail box (voicemails will need to be deleted via the voicemail box, or by
clicking the ‘delete’ link in the email envelope)
Note: If Forward & Delete is the selected option for voice mail forwarding, the Out
Call Notification and/or Text Notification features defined in the user’s portal won't
work; notifications won'’t be sent if a message is NOT left in the user’s mailbox.
In the Forward to Email Addresses field, enter the email addresses or distribution lists to receive
voicemails to email; addresses or distribution lists are comma separated.
If Voice Mail Transcription licenses were purchased, they must be available within inventory to
be assigned.
If inventory is available, click the Yes radio button for Assign Voice Mail Transcription to assign
a license to the user.
Click the Inventory On radio button to enable transcription.
Remove voicemail transcription by clicking the Assign Voice Mail Transcription No radio button.
To turn voicemail transcription off, click the Voice Mail Transcription Off radio button.
Note: Transcriptions are included at the bottom of an email the user receives when a
message is left. This envelope also contains a .wav file of the message; email addresses
receiving .wav files. The transcribed message is approximately a maximum length is 45-
60 seconds, regardless of the entire message length.
Click the Save button.

Wﬂh,ﬁ;;wm/\p@ T Nt eyt NI TN N
@ Automatically Play Envelope Information: (O on ® off
Play Additional Ring before Greeting: ® on O off
@ Auto Play: O on ® off
Voice Mail Forwarding:

Forward to Email Addresses (comma
separated, Limited to 5§ Email Addresses)

Assign Voice Mail Transcription: O ves @ 1o
\ioice Mail Transcription:

é Inventory 12 available out of 12 On o orf

Cancel)
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116. Click the Alternate Numbers tab.

117. This feature allows you to assign up to 10 available numbers to an existing user for inbound calls;
unique ring patterns for each alternate number(s) can be assigned.

118. To define distinctive rings, click the Yes radio button.

User Administration

Manage Users - Edit End User

User Settings Feature Assignment Fealure Settings Voice Mail Settings Alternate Numbers

Alternate Telephone Numbers allows up to ten additional telephone phone numbers to be assigned to a user for inbound cells. In addition, you cen
specify a ring pattem for sltemate numbers.

Distinctive Ring: @ on O on h

- T Nomal  « N

- - Tomd =)

- ] MNomal o

- ] Momal L

- ] MNomal o >
- ] Nomal &

- ] MNomal o

- Nomal . S

s el sl P o g2

119. Select the number you want to assign to this user from the Phone Number dropdown list.
120. To remove an alternate number from a user, click the Phone Number dropdown list and select
None.

User Administration

Manage Users - Edit End User

User Seltings Festure Assigrment volos Attsrnats Numbars

‘Amemase Tekgno: wor in 3amER. a g pemem

Distinctive RIng: @ gy D om

T

o . e,_ Nemal v

Mo ] Momal o

No Noms! -

N Nomal

N Momal o

Mo Mormal

No Nomal

WWW&M‘
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121. The extension automatically populates in the Extension field based on your extension dialing plan
and can be edited if it wasn’t populated correctly.
122. From the Ring Pattern dropdown list, select from silent or three unique ring pattern types for each

alternate number.
123. Click the Save button.

User Administration

Manage Users - Edit End User

User Seangs Fi g

aitsrnats Numbsrs

ARemmzte Teiagone Numoers 3l

Distinctive Ring:

10485053 -
None -

N - Na
None - No
None - No
Mo - No
None: - No
o -

None -

Niome - No

@ = ‘

nacdion,

Long-Long
Shart-Short-Lang
Shart-Long-Short

Mormal

Nomal

Naormal

Mormal

Nomal

Mormal

Normal
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Creating an ATA Device

An ATA device provides dial tone from an IP platform, which can then be plugged into an analog device
such as a phone, fax machine, postage machine, or paging system. Creating or editing an ATA is similar to
creating or editing regular users.

1. Click on User Administration from the main menu.
2. Click the Create New User button.

IUserAdminislration ITrunkAdmmistratiun Manage Services  Portal Administration  Inventory  Reports  Profile  Help

&

Manage Users Customize User Templates Bulk Load Users  Meodify Multiple End User Features  Modify Multiple User Caller ID

Tenant ID: 248170 Default Group: L3 LOC [ S0l
User Administration

Manage Users

This application may be used to manage users for your Enterprise. Create New User

"Warning. You are sbout to search scrass the entire Enterprise. |t may take 3 few minutes to

Select a Group Search ALL - Aooss Enterprise| » | e
fieve your results.

Search End Users
Full or partial search queries are OK. Wild card searches are not supported.

Find -Select- & thatincludes | clear |

Complete the Manage Users — Create New User form, as described in the previous section.

For Device or Trunk Group, click on Device.

Choose the appropriate vendor from the Vendor dropdown list.

Select the appropriate device from the Device Type dropdown list

Select the appropriate ATA from the Phone Type dropdown list.

Select the correct template in the Device Template Name dropdown list based on the vendor and
device type.

9. Enter the devices MAC address in the Phone MAC Address field.

10. Click the Activate User or Activate User and Continue button.

©ONO O AW

%M.J“\ﬁmw.ﬂﬁ/mw\uww%.m

Device or Trunk Group: © peviee ) Trunk ) None h
* Vendor: Osco -
* Phone Type Osco 122ATA
* Device Template Name: (shAlZdstancard v
Device MAC Address: | MAC Address Example: 001201014A2C

® Description:

@ Make this End U: he Pri u f thi

D Make this Enc User e Prmary User of s
Voice Mail Box Number: 4102092080
Voice Mail Pin 4 to 15 numesic characters only. If the Voice Mail PIN is not

‘entered, a Voice Mail Box will not be crested for the End User.
Confirm Voice Mail Pin
Escape To Operator Group: “Select- .
=

page 30 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



A -
N CentUFYLlnk

11. Once the device is successfully built, click the Edit icon for that device on the User Administration
--> Manage Users menu.

12. Scroll down and click the Manage Device button.

“”Mﬁmmw VNP S P VNN e WA W S
Primary Device Edit Device Manage Device
Phone Type: Cisoo 122 ATA
Device Template Name: SPA122Standard

Device MAC Address:

Make this End User the Primary
User of this Device:

. Vadge Mail Box MHumber: 2038

13. Click the Edit icon to make changes to the primary line on the ATA; similar to editing a regular user.

14. If you make feature changes, you'll need to reboot the device by clicking the Reboot Device button.
15. Click the Device Settings tab.

User Administration
Manage Device

! Please Note: A reboct of the device is required for updstes to be visible. Reboot slse initiates a rebuild.

Group: TEST Device Type: Cisco 122 ATA  Maximum Number of Line Keys: 2

Device Name:  3035033038PRIMARY_Cisco122 MAC Address: Humber of Line Keys Used: 1
Line Keys Device Settings

Line Key

Line Type Message Waiting Indicator Action

First Name Last Hame Phone Number Ring Type
1 Dema

FXS  ATA 3035033038 Private Yes

Reboot Device Back to Edit User
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16. Click the Day Light Savings Time Enable Yes radio button to observe this feature; click the No
radio button if your area does not observe.

17. Use the Dial Plan FXS Port 1 and 2 fields to create hot lines or ring downs. Hover over the “?” for
programming details.

18. Enable Cisco Web GUI allows you to access Cisco Web Browser settings from your computer’s
web browser, however, should only be used if needed as it could pose a security risk.

19. The Time Server field is auto populated, if you wish to use your Internal SNTP Time server, enter
the IP address in the Timer Server field.

20. Click the Save button to save your setting, then click the Reboot Device to enable those setting
changes.

User Administration

Manage Device
! Please Note: A reboot of the device is required for updates to be visible. Reboot also initiates a rebuild.
Group: CENTURYLINK WAKE FOREST (a-12172) Device Type: Cisco 122 ATA  Maximum Number of Line Keys: 2
Device Name:  9195698171PRIMARY Cisco122 MAC Address: SOETAEEF1702 Humber of Line Keys Used: 1
Line Keys Device Settings

) Day Light Savings Time Enable @ Yes (O No

@) Dial Plan FX5 Port 1 (P7]xx| *##|[23469]11

@) Dial Plan FXS Port 2 (P7]xx| *##|[23460]11

) Enable Cisco Web GUI O Yes @ No

) Time Server 2.pool.ntp.org

Save ‘Cancel
I Reboot Device I Back to Edit User

Adtran/ATA Router Devices

These devices are used with analog handset devices. Multiple handsets can be associated to one device.

1. To build an Adtran ATA or router device, begin creating an analog seat as you would any other seat
and click on the Device radio button.
2. Select Adtran from the vendor dropdown list.

P
St TOS00N oA Thmrne e e T
Primary Device
Device: @ pevice © None h
* Vendor:
® Make this End User the Primary User of this Polycom
Device: Cisco E
Voice Mail Box Number: 9195698136
Vore Ml Pin: 41015 numeric characters only. If the Voice Mail FIN i not

entered, a Voice Mail Box will not be created for the End User.
Confirm Voice Mail Pin:

Escape To Operator Group: - Select- -

Activate User [ll Activate User and Continue RSB
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3. Select either Adtran ATA or Adtran Router from the Device Type dropdown list, based on the

equipment you received.

4. Select the correct device from the Phone Type dropdown list, based on your equipment:

o Adtran 908E (ATA or Router) — 8 port device
e Adtran 916E (ATA or Router) — 16 port device
e Adtran 924E (ATA or Router) — 24 port device

N e N e NI G WY

Time Zone:

Primary Device

Voice Mail Pin:

Confirm Voice Mail Pin:

©Co~NoO

Time Zone:

Primary Device

M/"WWW

(GMT-05:00) (US) Eastern Time w

Device: @ pavice © None
*Vendor: Adtran -
* Device Type: AdtranTAS00Router -
*Phone Type: I Select - i (
- Select -
®  Make this End User the Primary User of this Adtran S08E Router
Device: Adtran $16E Router
Adtran 924E Router
Voice Mail Box Humber: 5195683136

WMMMWm N N mﬂ_,_/‘\_._,w_ﬂmmfm

(GMT-05:00) (US) Eastern Time

Device: @ pevice © None \
* Vendor: Adtran -
* Device Type: AdtranTASO0Router -
* Phone Type: Adtran 908E Roter - >
* Device Template Hame: Adtran Router Standard iv
Device MAC Address 001501014A2C MAC Address Example: 00120101442C
* Device Serial Number: 123456123456 Serial Number off unit
® Description: J
@  Make this End User the Primary User of this
Device:
Voice Mail Box Number: 9195808136
_ 410 15 numeric characters only. Ifthe Voice ail PIN is not
Voice Mall Pin: 123456 entered, a Voice Mail Box will not be created for the End User.
Confirm Voice Mail Pin: 123456
Escape To Operator Group: - Select - -

4 to 15 numeric characters only. If the Voice Mail PIN is not
entered, a \oice Mail Box will not be created for the End User.

APl TV

Select a template from the Device Template Name dropdown list.

Enter the MAC address of the device in the Device MAC Address field.
Enter the serial number of the device in the Device Serial Number field.
Select and confirm a voicemail PIN if required.
Click the Active User or Activate User and Continue button.

I m Activate User and Continue RSl I
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10. To assign additional users to the remaining lines of your device, click the Manage Device button
from the User Settings tab.

User Administration

Manage Users - Edit End User

User Settings Feature Assignment Feature Setfings Voice Mail Setfings Atternate Numbers

= Is & required field

* First Name: Adtran

I e e N e T W NIV VN

Partal User ID and Domain: adiran test@voip. centurylink com |‘Changa UsErID“ |‘Rasa| Passwmd‘
Email: email@domain.com
Time zone: (GMT0500) (US) Eastern Time ~
Primary Device Edit Device
Phone Type: Adiran 908E Router
Device Template Hame: Adiran_Router_Standard
Device MAC Address 001501014A2C

@  Make this End User the Primary User
of this Device:

c=

11. The number of ports will be based on the ATA or Router model chosen when you built the seat.
12. To add a line, click the “+” next to the port you want to program.

User Administration

Manage Device

! Please Note: A reboot of the device is required for updates to be visible. Reboot also initiates a rebuild.

Group: CENTURYLINK WAKE FOREST Device Type: Adtran S08E Router Maximum Humber of Line Keys: 8
Device Name: ~ 9195698136PRIMARY _AdtranTAS0SRouter MAC Address:  001501014A2C Humber of Line Keys Used: 1
Line Keys Device Settings.
Line Key

Fhone Himber FEE LTI
1 No 53

FXS Adtran Test 9195698136

2 FXS + @—

3 FXS

+
4 FXS +
5 FXS +
6 FXS +
7 XS +
8 FXS +

Reboot Device Back to Edit User
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13. Click the Search button from the Manage Device — Add Line Key window.

14. From the Find dropdown list, choose to enter a search or partial search by First Name, Last Name
or Phone Number.

15. Click the Search button.

Phone Number Search

Phone Number Search
Full or partisl search quaries are OK. Wild card searches are not supy
that

includes =1

Find FirstName =

Cancel

16. All seats matching your search criteria are displayed.
17. Click the Select button for the user you wish to add to your device.

Phone Number Search

Full or partial search queries are OK. Wild card searches are not supported.

————  that
Find FirstName v . test search
includes
First Name Last Name Phone Action
Test “irtual 9195608137

(setect

Cancel

18. Choose your option from the Message Waiting Indicator dropdown list:
e Yes — will light the message waiting indicator on the device

e No —won't light the message waiting indicator the device
19. Click the Save button.

User Administration

Manage Device - Add Line Key

*1s a required fisld

* Phone Number: 2195698137 | [ search |
Line Label: 8137
@  Message Waiting Indicator: Yes = h
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20. Your successful action is acknowledged, that user will now be programmed on that port.
21. A reboot of the device is required after every change.
22. Click the Reboot Device button.

23.

24.

User Administration

Manage Device

<+ Action completed successTuly.

! Please Note: A reboot of the device is required for updates to be visible. Reboot also initiates a rebuild.

Group: CENTURYLINK WAKE FOREST

9195693138PRIMARY _AdiranTAD8Router

Device Type:
MAC Address:

Adtran S03E Router

Device Name: 001501014A2C

Line Keys Device Settings

Line Key

FXS Adtran Test 9195698135

2 FXS

3 FXS Test Virtual 9195698137

FXS
FXS
FXS

FXS

© o~ @ o e

FXS

Reboot Device Back to Edit User

Maximum Number of Line Keys: H
Humber of Line Keys Used: 2

1 No "

+

L]

+ o+ o+ o+ o+

To move a user to another port, left click and drag the user to the new port location and release your

mouse.
To delete a user from this device, click the Trash icon.

25. A reboot of the device will be required to activate the new port.

User Administration

Manage Device

</ Adtion completed successuly.

! Please Hote: A reboot of the device is required for updates to be visible. Reboot also inttiates a rebuild.

Group: CENTURYLINK WAKE FOREST

9195688 136PRIMARY_AdtranTA908Router

Device Type:
MAC Address:

Adtran 903E Router
001501014A2C

Maximum Number of Line Keys: 8

Device Hame: Humber of Line Keys Used: 2

Line Keys Device Settings

Line Key

Phone Number

Message Waiting Indicator

f

FXS Adiran Test

9195698136 No 3
B __

L 3 FXs Test Wirtual 9195698137 ves
4 XS +
5 s +
& XS +
7 FXs *
8 XS +

Reboot Device Back to Edit User

@
-
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Grandstream DP750 Devices

The Grandstream DP750 base device can support programming for up to 10 lines and can be paired with 5
individual Grandstream DP720 handset devices. Each handset then can be customized to include one or
all 10 lines programmed on the base unit, in any order on the handset device.

1. Click on User Administration from the main menu.
2. Click the Create New User button.

IUserAdminislralion ITrunkAdmm\stratiun Manage Serices  Portal Administration  Inventory  Reports  Profile  Help
Y

Manage Users Customize User Templates  Bulk Load Users  Modify Multiple End User Feature Assignment  Modify Multiple End User Feature Seftings  Bulk 911 Registration

Tenant ID: 253023 Default Group: CENTURYLINK LAS VEGAS NV (a-406) Change Group

Create New User

User Administration

Manage Users
Thig application may be used to manage users for your Enterprise.

Selecta Group: CENTURYLINK LAS WEGAS NV (a-406) -

Search End Users
Full or partial search queries are OK. Wild card searches are not supported.

Find - Select - ~ thatincludes | clear |

Akter,mohammad 2085215288 5286 Premium &E’gg;w“”’( LAS VEGAS NV

i
-

CENTURYLINK LAS VEGAS NV
(3-406

Basic,Rebecca 3185827091 7091 Basic

3
]

3. Enter a First Name and Last name in the appropriate fields.

4. Select a location from the group dropdown list.

5. Select a Cordless seat type from the Seat dropdown list; options will be Basic Cordless, Standard
Cordless or Premium Cordless, licenses are controlled by available inventory.

6. Continue inputting data for the new user as you would for any other device such as Telephone
Number, Portal User ID, Email Address, etc.

[ User Administration

Manage Users - Edit End User

User Settings Feature Assignment Feature Settings Voice Mail Settings Alternate Numbers

*Is & required field

* First Hame: Rebecca

* Last Name D750

* Group: CENTURYLINK LAS VEGAS NV (a-406)

* Seat: Premium Cordless (0} - h
Custom User Template: - Select - - ‘jApp\y Temp\ale]
Hosted VoIP Humber: 5123058888

Extension: 8886
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7. Click the Device radio button to expose additional fields, required to program the DP750 base unit.

‘M;WJﬂ\Jumﬁmwwme‘

Primary Device

Device or Trunk Group:

Voice Mail Box NHumber:

Voice Mail Pin:

Confirm Voice Mail Pin:

Escape To Operator Group:

© Device © Trunk @ None h

6123958886

- Select - -

4 to 15 numeric characters only. If the Voice Mail PIN is not

entered, a Voice Mail Box will not be created for the End User.

W Activate User and Continue [l

8. Select Grandstream from the Vendor dropdown list.

9. Select GrandstreamDP750 from the Phone Type dropdown list.
10. Select Grandstream_DECT_Standard from the Device Template name dropdown list.

11. Locate the device’s MAC address on the bottom of the device and enter it in the Device MAC

Address field.

12. If the primary line should include voicemail, enter a PIN and confirm that PIN, in the Voice Mail PIN
and Confirm Voice Mail PIN fields.
13. Click the Activate User or Activate User and Continue button complete programming.

* Device Template Hame:

Device MAC Address:

Description:

@ Make this End User the Primary User of this
Device:

Voice Mail Box Number:

Vioice Mail Pin:

Confirm Voice Mail Pin:

Escape To Operator Group:

Device or Trunk Group: @ Device © Trunk © None
* Vendor: GrandStream -
* Phone Type: GrandStreamDP750 -

GrandStream_DECT_Standard

000B829D5823

6123958886

- Select - -

T VT N R N NI Y

MAC Address Example: 001201014A2C

4 to 15 numeric characters only. If the Voice Mail PIN is not
entered, a Voice Mail Box will not be created for the End User.

I [ Activate user [l Activate user and contnue JEERERTY I
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14. Initially a single line is programmed to the DP750 base device, based on the telephone number
selected when the device was created.
15. To add additional lines, click the Add Line Key(s) button and click Accept to accept the disclaimer.

User Administration |

Manage Device

! Please Note: A reboot of the device is required for updates to be visible. Reboot also initiates a rebuild.

Group: CENTURYLINK LAS VEGAS NV (a-406) Device Type:  GrandStreamDP7S0  Maximum Number of Line Keys: 10
Device Name: 61 RIMARY_ 750 MAC Address: 000882905823 Humber of Line Keys Used: 1
Line Keys Device Settings
Line Key

Line key  Type [r—— p— [ —
1

DECT Rebecca DP750 6123958888 Circular None None None None None (4

| Add Line Key(s) I

Reboot Device Back to Edit User

16. Locate the lines you want added to the DP750 base unit from within the Available Users field.
17. Drag and drop each user to the Selected Users field or use arrows to move users between fields.
18. Click the Save button.

User Administration

Manage Device - Add Line Key(s)

* s 3 required fiekd

Available Users

Selected Users.

Test, Park (6123958895)

Test, Standard (2083421597)
Testing. Senate (6122958885)
Virtusl, Becky (6123958897}

Basic, Rebecca [2185827091)

VVX300, Rebecca (8122858883)
VX400, Rebeccs (9123958882)
WVVX500, Rebecca (F028027033)

Virusl2, Bedy (T028027884)
VVXS00_D80, Rebecca (7028027032) %

Drag and Drop

— -

[_Masim Earzan (206A13340A
®  Ring Design Linear
®  Handsetd Nore  +
@ Handset 2 MHone  »
@ Handset 3 MHone  »
0] Handset 4: MNone
0] Handset 5 MNone

=
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19. Five lines are now programmed on the DP750 base unit and can be programmed to appear on 1-5
cordless handset devices (DP720).
20. To add lines to individual handsets, click the Edit icon for each line programmed on the base unit.

User Administration

Manage Device

J Action completed successfully.

Group: CENTURYLINK LAS VEGAS NV (a-408)
Device Name: 5123958886FPRIMARY_GrandStreamDP750

! Please Note: A reboot of the device is required for updates o be visible. Reboot also initiates & rebuild.

Device Type:  GrandStr=amDFT50
MAC Address: 000B32905822

Maximum Humber of Line Keys: 1
Humber of Line Keys Used: 5

None None None
None None None
MNone Nene Mene
hone None Mone
None None Mone

0

Line Keys Device Settings
Line Key
DECT Rebecca PT50 8123558886 Circular None None
2 DECT Rebecca Basic 3185827091 Linear None None
3 DECT Rebecca VX200 68123958883 Circular Mone MNene
4 DECT Rebecca VX400 8123858882 Circular Mone MNone
5 DECT Rebecca VVX500 7028027033 Circular MNone None

! Line Key(s}

= ®
. m

®
]

3

21. Based on the following programming, Handset 1 appears with 6123958886 as line one, and
3815827091 as long 2; Handset 2 appears with 3815827091 as line one, and 6123958886 as ling

two.

22. Outbound caller ID is always based on the line that is programmed as line 1 on the device, unless
the default outbound dialing setting is changed within the menu option on the handset.
23. When programming changes are done, click the Reboot Device button which syncs all changes to

any handset paired to the base unit.

User Administration

Manage Device

! Please Note: A reboot of the devics is required for updates to be visible. Reboot slso initistes a rebuild

Group: CENTURYLINK LAS VEGAS NV (3-408)
Device Name: G123858886PRIMARY_GrandStreamDF750

Device Type:  GrandStresmDP750
MAC Address: 000B823D5823

Line Keys Device Settings

Line Key

Maximum Number of Line Keys:
Number of Line Keys Used:

DECT Rebeccs F750 6123358838 Circular LINE1 LINEZ None None None
2 DECT Rebecca Basic 3185827091 Linesr LINE2 LINE1 None None None
3 DECT Rebeccs VX300 6123358883 Circular None None None None None
4 DECT Rebecca VV400 6123358882 Circular None None None None None
5 DECT Rebeccs VX500 7028027032 Circular None None None None None

Add Line Keyls]
Reboot Device Back to Edit User

10
5

Type FirstName | LastMame | Phone Number | Ring Design Handset1 | Handset2 Handset3 m Handset 5

® ®
= @ m

R
L]
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24. While editing lines, choose from 5 Ring Designs:

e Specific Handset (HS1 Only, HS20nly) -- designates the inbound call to a specific handset
e Shared Handset -- allows all handsets assigned to the line to ring at the same time and all
features to be shared from the line on all handsets
e Circular -- the base station notes which handset answered the last call, and the rings the
next available handset in round-robin fashion
e Linear -- the base station distributes calls in predefined order from the lowest-numbered
available handset, if no answer within ring timeout, the call is sent to next available handset

in sequence; this mode is also called “serial hunting”

e Parallel -- all phones ring concurrently, if one phone answers, the remaining available

phones can make outgoing calls

25. After any programming changes, always click the Reboot Device button to syncs changes to alll

paired handsets.

User Administration

Manage Device

| Please Note: A reboot of the device is required for updates to be visible. Reboot slso initistes 3 rebuild.

Group: CENTURVLINK LAS VEGAS NV {2-408)
Device Name: &123958386FRIMARY_GrandStreamDF750

Device Type:
MAC Address: 000B82805823
Line Keys Device Settings

Line Key

Add Line Key(s)
Reboot Device Back to Edit User

GrandStresmDP750  Maximum Number of Line Keys: 10
Humber of Line Keys Used:

Type  FirstName | LastMame | Phone Number Ring Design Handset1 | Handset2 Handset2 | Handsetd4 | Handset5 m
1

DECT Rebeccs DF750 8122958886 HS1 Only LINE1 LINEZ MNone MNone MNone =
z DECT Rebecea Basic 3185827081 Farallel LINEZ LINE1 hone None None [ |
3 DECT Rebeccs VX300 8123958883 Shared None None None None None C |
4 DECT Rebeccs VX400 6122958882 Linear Nene Nene None None None "4 i
DECT Rebeccs VVXE00 7028027032 Circular None None None None None (4 i'

5
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26. If using parallel as a ring design, click the Yes radio button for Call Waiting Parallel Mode to allow
calling waiting.

27. For security purposes, Enable WAN Web GUI should remain disabled; the Yes radio button should
only be selected for troubleshooting purposes.

28. If using a Linear or Circular ring design, click an option from the Handset Hunting Ring Timer
dropdown list from 5-40 seconds; this determines how many times the first handset rings, before the
call rolls to the next available handset, typical setting is 20 seconds.

29. Enter the internal SNTP time server IP address in the Time Server field, if necessary; this field
typically remains blank.

30. Click the Save button.

User Administration

Manage Device
! Please Note: A reboot of the device is required for updates to be visible. Reboot also initistes & rebuild
Group: CENTURYLINK LAS VEGAS NV (2-408) Device Type:  GrandStreamDP750  Maximum Number of Line Keys: 10
Device Name: ©123958886PRIMARY_GrandStreamDF750 MAC Address: 000822905823 Number of Line Keys Used: 5
Line Keys Device Settings

) Call Waiting Parsllel Mode ©) Yes @ No

(@) Enable WAN Web GUI: @ Yes @ Me

(3 Handset Hunting Ring Timer 20 -

@) Time Server

o
Reboot Device Back to Edit User
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Editing a New or Existing User

After the user has been activated and Features and Settings and Phone Setting changes have been
applied and saved, you can return to the user and Edit the seat to add/manage features such as Busy
Lamp Fields, Shared Call Appearances, and Soft Keys.

To Edit a user, go to Manage Users from the sub-menu.

Select your group from the Select a Group dropdown list if you have more than one location.
Use the Search End Users feature to refine your search criteria if your group is large.

Click on the Edit icon to access the features and setting for that user.

PwnE

User Administration
Create New User

Manage Users
This application may be used to manage users for your Enterprise

Select a Group: QcLoc - h

Search End Users
Full or partial search queries are OK. Wild card searches are not supported

[Gear | e

VMRPRE VMRTest23 5072089222 8223

Find - Select -

~ thatincludes

Seat Group Actions

Premium QCLoC

I

Qc LocC

7

TestDescriptions, Frank 40720867668 @7G0 Premium

Premium Qc Loc

i

Test, Test 4072088772 6772

i

4102092080 2060 Premium

Test ATA

5. Most fields can be changed when editing a user. This allows you to change the name and user
name if you have a change in staff, without having to delete and rebuild the seat.

Enter the new name in the First Name/Last Name fields.

If you need to change the seat type, click the dropdown list next to Seat to select the new seat type
based on available inventory.

8. The Hosted VolP Number and Extension cannot be changed without deleting and rebuilding the

seat.

~No

User Administration

Manage Users - Edit End User

Altemate Numbers

User Settings Festure Assignment Festure Settings Voice Mail Settings

* 152 required fiekd

* First Hame:

* Last Name

* Group:

* Seat:

Custom User Template

Hosted VolP Number:

Extension

Title:

Mobile:

Pager

Jane

Doe
SITE1L2
Pramium (14)
- Select -
023171044

1044

- Apply Template

/

e N NP S Wl NS
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9. Enter a Title, Mobile and Pager number if desired, but these fields are not required.
10. To Allow Custom Caller ID, click the Yes radio button.

User Administration

Manage Users - Create New User
*Is & required field
* First Hame: John
* Last Name: Doe
* Group: CENTURYLINK LAS VEGAS NV (& =
* Seat: Premium (7} -
Custom User Template: - Select - - \ Apply Template :|
@ *Hosted VolP Number: 6126296452 (CENTURYLINK LAS\ |+
@ *Extension: 6452
Title:
Mobile:
Pager:
Allow Custom Caller ID: © Yes @ Mo h
@ Enable Directory Privacy: =]
@ Secure SIP: [ nventory: 5

11. Enter the number you wish to display, in the Custom Caller ID field.

Note: You must agree that you're sending a valid telephone number that is owned by the
% Calling Party, whether the telephone number is owned by CenturyLink or another provider.

The telephone number must correctly represent the physical location of the call where the

call is originated.

Note: If you enter a number for Custom Caller ID that is not on you Hosted VolP

account or if you use a Toll Free number, all outbound calls will be billed as Long

Distance.

12. Click the Enable Directory Privacy checkbox to enable this feature.

13. To enable Secure SIP for this user, click the Secure SIP checkbox; if you don’t see this option, it
indicates the seat you're editing doesn’t support this feature, or you don’t have available licenses
within your inventory; there is a cost associated to this feature.

14. To change the portal user ID, click the Change User ID button.

T e o N N I Sy
Pager:
Allow Custom Caller ID: @ Yes (@ MNo h

Please Note: By turning this feature on, you are agreeing to send a valid telephone number that you own as a Caling Party Number, whether the telephone
number is registered with CenturyLink o with other providers. The telephone number must correctly represent the physical location of the call where the callis
originating. All outbound calls made using telephone numbers that are not assigned and ported to this tenant will be billed as Long Distance.

* Custom Caller ID: 2125551212 h

® Enable Directory Privacy: ]|

@ Secure SIP: [ inventory: 5
Portal User ID and Domain: jane.doe6455@centurylink.com Rasat Passworij
Email: rebecca.athmann@centurylink.com
Time Zone: (GMT-08:00) (US) Pacific Time

Primary Device | Edig Device | |’Man Davi:a]
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15. A Change User ID window appears.

16. Enter the new user ID in the Portal User ID and Domain field.

17. Enter the user’s correct email address in the Update Email field.

18. Click the Save button.

19. An email is sent to that email providing them with their user ID and password, as well as a link to
access their end user portal.

(e ]

wﬁemrewum.emﬂaﬂmuaer‘aamllaﬂdnem Inc3se Iraadﬂ'lgacl.{:'nesﬂad.l'leuaerwlll recehe 3 welcome emall
Wi Szl menw wser 1. Moke: The first Bime e user logs In, My will D2 required o resed el passward.

Portal Usar ID and Domain: jane.doe € porials.com

Lpeckate Emeall: emailTdomain. com

e

20. To reset an existing end user’s portal password or to assign a new password, click the Reset
Password button.

User Administration

Manage Users - Edit End User
Usar ssttings Fezture Assigrement 3
*I5 3 reguired fiekl.
* First Nams: Jane
* Last Hame Do=
* Group: smE2QC
* saat: Premum(s
Custom User Tompiate: SSalect- 4 | Apply Tampiata
HoEted VOIF NUmDSr: 0122855
Extsnsion: 2855
Trtsa:
Mobis
Pager:
Allow Custom Calisr ID: ) s @ Mo
D  Ensbis Diractory Privacy: =
Portal User ID and Domain: JEre oSS @earumisE com | Changs User ID
Emat: emei@domaincor] |
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21. A Reset Password window appears.

22. Click the Generate Password button for a system generated password or enter and confirm a new
password in the New Password and Confirm Password fields.

23. Click the Save button.

24. Once reset, the user receives an email with their new temporary password. When they log into their
portal the first time, they’ll be required to change their password for security purposes.

Note: Resetting the password effects their ability to log into the portal, soft clients,

% receptionist console and other features that require a user ID and password.

FResaing e user pessywond willl 28t Shelr anliiy 00 g Into e portal, sof! cllants, Receptionis?
Conmale, AN oA Seatunas Sat reguine & LA S Desswond. Dnos rapat e umar will recaise an
emall potitying Theam of e new pessword.

Mo My PapTy E [
e Fassword: 53_que=d | Densrales Password |

- Fas sy £
Confirem Passwond: 53_qum=d

=

25. For password rules, hover over the “?” next to New Password.
Note: The password must be between 8 and 40 characters and include 1 upper case
letter, 1 lower case letter, 1 number and 1 special character. The password cannot contain
white space.

| Resst Password

Feseling e user passwaord will efiect helr aliiy b kog Into e pantal, sof clients, Recepliontst Consale, and
amer features Fat reguire a usemame and passward. Once resed, B user will recele an emall notiying fem of

e NEw DESEWoTd.

Passwond must be befween § and 40 characiers. | must conslst of minkmem of 1 wpper c3se characier,

1 lower c3s2, 1 mumber and 1 spectal character [ [ )@+~ (]| Fe= ). You cannot reuse 3
pmmm.aﬂmmmmmnam.mu&erIDnrhe'l.-'-:lPFerrmer.

- 1=

26. To edit or change the email address, enter the new email address in the Email field.
27. If the time zone needs to be changed, click the Time Zone dropdown list and select the correct time
zone; remember, Arizona has its own unique option, so watch for that.

Allow cus(umaﬁﬁu%??{éﬁ?ﬂ‘ww&f

© Enable Directory Privacy: |}

Portal User ID and Domain: jane. doe2855@scum0526.com Change User ID | |Reset Password

Email: email @domain.com

(GMT-08.00) (US]) Pacific Time

¥ e .

Time Zone
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28. From the Manage Users — Edit End Users screen, click on the Manage Device button.

fWMmWWN Nd M A ]
Enable Directory Privacy: (=]
Portal User ID and Domain jane. doe3031@voip. centurylink.com :Change User \D] \:Reset Passwur:]
Email: jane doe@domain.com|
Time Zone: (GMT-07:00} {US) Mourtai -
Primary Device Edit Device
Phone Type: Polycom VX 500
Device Template Hame: PolyPremium_2
Device MAC Address: 001201014D2A

~ > Make(i il iirme F'iw g 7 . ' -

29. The Line Keys tab allows you to add/remove Shared Call Appearances and Busy Lamp Fields.

e Shared Call Appearance (SCA) — allows this user the ability to answer and monitor another
individual’s line.

e Busy Lamp Field (BLF) — allows this user the ability to answer and monitor another
individual’s line, in addition to using this key to dial that individual’s extension. A BLF can
also be used in the transfer process, instead of having to manually enter that individual’s
extension on the keypad in the transfer process.

Note: You can only add Shared Call Appearances (SCA) for individuals within
your group, you can add Busy Lamp Fields (BLF) for individuals in other groups
across your tenant.

30. The Soft Keys tab allows you to delete and add soft keys to a user’s device.

31. The Device Settings tab allows you to change additional feature settings at the user level.

32. Click the Add Line Key button.

33. To continue, click the Accept button on the 911 Limitations screen.

User Administration

Manage Device

! Please Note: A reboot of the device is required for updates to be visible Reboot also initiates a rebuild.

Group: LAS VEGAS NV (3-406) Device Type: FolycomVWVX 50X Maximum Humber of Line Keys: 12
Device Hame:  7028027033PRIMARY_PolyS00 MAC Address:  0004F2B428A1 Number of Line Keys Used: 2
favaneed deviee Setings
Line Key
Line | First | Last | Phone Line | Display | Ring | Line | ™©22308 | 5oy | synccan| SA | MCDA ] o park
e || | e || e e = | 2 e | EEEE || e || 222 ~ in ol
Indicator Rings | Disturb
Standard .
1-2 | Button Jennifer Smith 7028027033 7033 2 Snge | Private | Yes ves | Yes 3 es No [
Busy Lamp Field
Line Key Type First Name Last Hame
Secure SIP
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34. Search for users by entering a search or partial search in either search field.
35. Drag and drop users to and from the Available Users field and Selected Users field.
36. You can also use arrow buttons between both fields to move individuals two and from each field.
37. Display Count is the number of lines you want appearing on that device for that individual; select
the appropriate number of lines from the dropdown list.
38. Choose a Ring Type from the dropdown list; each SCA on any device can have a unique ring,
which can also be unique from the primary line of that device.
39. Select if the SCA should be Private or Shared from the dropdown list.
IMPORTANT:
e Private — won’t show availability and you won’t be able to barge or place a call on hold from
one phone and pick it up on the other
e Shared — you’ll be allowed to see the line’s status and place a call on hold to be picked up
on the other device
40. If Yes is selected for Message Waiting Indicator, this user's message waiting light will activate
when the individual you’re monitoring receives a new voicemail; the standard setting for this feature
is No.
41. If Yes is selected for Track Calls, any missed calls for the monitored individual logs in this user’s
missed call log; the standard setting for this feature is Yes.
42. If Yes is selected for Sync Call Forward, this device visually displays if the owner of the line
appearance enables call forwarding; the standard setting is No.
43. If Yes is selected for Sync Do Not Disturb, this device visually displays if the owner of the line
appearance enables do not disturb; the standard setting for this feature is No.
44. Click the Save button.

Manage Device - Add Line Key

* Is a required figkd

[ q Q

Doe, Jane (8142102303) — D@magaamdnﬁmp

Display Count 1 -

Ring Type Sientring -
Line Type: Shared
Message Waiting Indicator: m >
Track Calls Yes o
Syne Call Forward: No w

Sync Do Not Disturb: No «

Save Cancel \
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45. The SCA for the monitored user will be built on the next available line key.

46. At any time click the Edit icon to change any of the previously selected settings.
47. At any time click the Trash Can icon to delete an SCA from a user’s device.

I User Administration

& Action completed successfuly.

! Please Note: A reboot of the device is required for updates to be visible. Rebost also initiates a rebuild.

Group: LAS VEGAS NV (3-406) Device Type: Polycom VWX 50X Maximum Humber of Line Keys: 12

Device Name:  7028027033PRIMARY_PolyS00 MAC Address:  0004F2B428A1 Humber of Line Keys Used: 4
Line Keys Advanced Devics Settings

Line Key

Line [ | First | Last | Phone | Line | Display | Ring | Line
Key | YP€ | Mame |Name | Wumber | Label| Count | Type | Type

1-2  Button Jennifer Smith

3 Button Judy

Manage Device

Message
Waiting
Indicator

standard
Single

7028027033 7033 | 2 Privats  Yes

CFHA | SyncDo

Cais | Porward | S | ot | (LR | ction
Rings | Disturb | ™ 'a

Yes  Yes 3 Yes Ho 5

Smith 6123858897 8887 1 Silentring Shared No Yes Mo 3 No Ho [Cl ] 6_
4 Button  Jane Smith 6123979366 9366 1 Silent ring Shared Ne Yes No 3 No No [ <
Add Line Key(s)

Lrresamaet™ TN

Ww_‘\f’ww

48. You can change the order in which your SCAs appear on a device.

49. Left Click and Drag the line you want to move and drop it into the new position.

50. When all line changes are made, you must click Reboot Device for your changes to take effect.

User Administration

Manage Device

‘f Action completed successfully.

! Please Note: A reboot of the device is required for updates to be visible. Reboot also initiates a rebuil.

Group: LAS WEGAS NV (a-406) Device Type: Polycom VVX S0X  Maximum Number of Line Keys: 12

Device Name:  7028027033PRIMARY_PolyS00 MAC Address:  0004F2B42841 Number of Line Keys Used: 4
Line Keys Advanced Device Seftings

Line Key

Lne | | First | Last Line | Display | Ring | Line
Key | 'P€ | Name | Name Label | Count | Type | Type

1-2 Button Jennifer Smith 7028027033 T033 2

Standard

Message | pooy | synccan | STHA | SYMCDO | oy gy
WAt | Cas | Forwara | S | MOt | wonitorin
Indicator Rings | Disturb | &

Yes  Yes 3 Yes No e

Single Private ~ Yes
3 Button  Judy Smith 6123958897 8397 1 ring Shared No Yes No 3 Ne No 4 i

4 Button | Jane Smith | 6123079366 0365 Mring Shared Mo Yes No 3 No No
Add Line Key(s)

[~
Secure SIP

Enable

e L T S N e AR WD e N

Disable

Reboot Device J| Back to Edit User
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51. To delete an SCA, click on the Trash Can icon next to the line you wish to delete.

Group: LAS VEGAS NV (a-406) Device Type: PolycomVVX 50X  Maximum Number of Line Keys: 12

Device Name:  7028027033PRIMARY_PolyS00 MAC Address:  0004F2B428A1 Number of Line Keys Used: 4

Line Keys Advanced Device Settings

Line Key

Line | . | First | Last | Phone | Line | Display| Ring | Line Track | Sync Call s oLC | capark |

Key | P | Hame | Hame | Wumber | Label | Count | Type | Type Calls | Forward et | Monitoring | A

1-2 Button Jennifer Smih | 7028027033 7033 2 ;‘:;I‘:“’d Private | Yes Yes | Yes 2 Yes No ©

3 Bufon Judy  Smith 6123958897 8897 1 Sientring Shared Mo Yes  No 3 No No o

4 Bufon Jane  Smih | 6123979366 9366 1 Sientring Shared No Yes  No 3 No No

Add Line Key(s)
L M Ww_\vj—”w»v

52. Click the OK button to confirm the deletion of that SCA.

Are you sure you wantto delete?

Cancel

page 50 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.

©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



AV
N

CenturyLink-

53. When all SCA'’s are deleted, you must click the Reboot Device button for your changes to take

effect.

54. To edit settings for any of your SCA keys, click the Edit icon.

Line | | First | Lest | Phone | Line |Display| Ring | Line
Key | YP® | Name | Mame | Number |Label| cCount | Type | Type

1-2 | Button lennifer Smith 7028027033 7033 2 z::;l‘:m Private  es No
3 Button  Judy Smith 6123958897 8897 1 Silentring Shared No Yes No 3 No No
4 Button  Jane Smith 6123979386 G366 1 Silentring Shared No Yes No 3 No No

Add Line Key(s)
L™ TN N

Group: LAS VEGAS NV (a-406} Device Type: Polycom VWX 50X Maximum Humber of Line Keys: 12

Device Name:  7023027033PRIMARY_PolyS00 MAC Address: 000472842841 Number of Line Keys Used: 4
Line Keys Advanced Device Settings

Line Key

Message
Waiting
Indicator

Call Park
Monitoring

Track | Synccan | STHA | SyncDo
Calis | Forwara | SYn¢ | MNot
Rings | Disturb
Yes  es 3 ves

B s W N N Wy

55. To change the default line label from the extension number, enter the preferred label name in the
Line Label field.
56. Select your preferred feature settings from the dropdown list for Display Count, Ring Type, Line

Type, Message Waiting Indicator, Track Calls, Sync Calls Forward and Sync Do Not Disturb.
57. Click the Disc icon to Save your settings.

58. Click the delete “X” icon to exit without saving.

59. When all SCA setting changes have been made, you must click the Reboot Device button for your
changes to take effect.

User Administration

Manage Device

Group

! Please Note: A reboot of the device is required for updates to be visible. Reboot alse initistes = rebuild

LAS VEGAS NV (a-408)

Folycom VX 50X Maximum Mumber of Line Keys: 12
Device Hame:  703802T033FRIMARY_FolyS00 MAC Address: 0004F2B428A1 Number of Line Keys Used:

Line Keys Advanced Device Settings
Line Key

1-2 Button Jennifer Smith 7028027033 7033

Line First | Last Phane Display | Ring Line |Wesssge| Loy | Sme | CPMA 1 &moBo| o ooy
Key | ¥P® | Mame |Mame| Humber Lot Count | Type Type | WEling | oo = == Mot | ponitoring | ASHOn
Indicator Forward | Rings | Disturb
2 es ves 2 es No 53

Device Type:

Standerd e ves
Singl=

3 Button Judy

s erzssser [ ] [1 ][5 HE

4 Buton Jane

[
Secure SIP

Enstble

Silent
ring

Smith 6123879268 5366 1 Shared Mo Yes Ho S Mo Ho

EE

Wwvﬂm’mmmﬂwm

B e VS RIS VI e NN AR e WSy

Disable

Reboot Device [| Back to Edit User
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60. To monitor a user with a BLF (Busy Lamp Field) key, click the Manage Busy Lamp button.
B Button John Doe 6142103306 3308 1 Silentring | Shared No Yes Ne No (4 "'
Busy Lamp Field
Line Key Type First Name Last Name
61. Select your Default Line Key Action from the dropdown list.
e Normal — allows you to initiate a call to the user when set to Normal
e Automata — allows you to park/transfer/pickup when set to Automata (this is the preferred
setting for full use of the BLF function)

62. If Call Appearance is set to Yes, a splash screen appears when an inbound call is made to the
BLF, if set to No, the splash screen won’t appear.

63. If Remote Caller ID is set to Yes, the inbound caller ID will appear; if set to No, the caller ID will
appear as “unknown”.

64. Ringer Type allows you to customize the ring tone of your BLFs. Unlike customizing ring tones for
SCA’s, you can only select one ring tone for all BLFs assigned to a device. Select the preferred ring
type from the dropdown list, silent ring is also an option.

65. Select individuals from the Available Users field who will be monitored on this device.

66. To narrow the list of users in that field, use the Search End Users field.

67. Select your search preference from the dropdown list, First Name, Last Name, or Phone Number.

68. In the “that include” field, enter your search criteria; you can enter a partial name or number.

69. From this list, drag and drop the user(s) who should appear on this device as a BLF to the Assigned
Users field.

70. Click the Save button when all users have been added.

Manage Device - Manage Busy Lamp

() Default Line Key Action [Normal  [+]

& Call Appearance: @ Yes ) No

@ Remote Caller ID: @ Yes O No

@ Ringer Type [Sienting  [7]

Search End Users

Full or partial search gueries are OK. Wild card searches are not supported.

Find mat includes | Search H@I b
Available Users Assigned Users
650 Exp,Demo(demo650exp) i Smith, John{johnsmith)
450, Demo(demo4s) - WWX500,Demo({demovvx500) 1
WVXE00,Demo(demovvxE00) . T
Conf,Demei{democonf)
Demo,Brian{briandema) = - +
Bailey, Miranda(mirandabailey) . +
Avery Jackson(jacksonave!
Gray, Lexia{lexiegray) _v% Drag and Drop

] coree
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71. The BLF keys that were added will now appear and are built on the next available key in the order
they were placed in the Assigned Users field.

72. Adding SCA or BLF keys requires a reboot of the phone for the changes to be visible on the device.

73. If you've finished making key changes, and don’t need to make additional changes, click the Reboot
Device button.

Note: If the user is on the phone when you reboot their device, the reboot won’t take effect
until the user disconnects from their call.

74. If you want to continue with soft key changes, click the Advanced tab, you can reboot the phone
after those changes are made.

75. If you're not going to make soft key changes, click the Reboot Device button.

User Administration

Manage Device

J Adtion completed successfully.

! Please Note: A reboot of the device is required for updates to be visible. Reboot also initistes a rebuild h

Group: LAS VEGAS NV {3-408) Dewvice Type: Polycom VVX 50X Maximum Number of Line Keys: 12
Device Hame:  7028027023FRIMARY_Poly500 MAC Address:  0004F28428A1 Number of Line Keys Used: 2
Line Keys Advanced Device Settings
Line Key

c
Line First | Last Phone Line | Display | Ring e || || 22 FNA | Sync | ook
Key | ¥ | Name |Name| Number |Label| Count | Type el | e b || Bolad | e || S
- indicator | © Forward | Rings | Disturb
Yes  Yes 2 Yes No 3

Standard

1-2 Butten Jennifer Smith 7028027033 7033 2 .
Single

Frivate Yes

Silent

3 Bubton Judy  Smith ©123958887 8897 1 ’ Shared No Yes  No 3 Na No |
ring
Add Line Key(s)
Busy Lamp Field
Line Key Type First Hame Last Name
Bl BLF Judy Smith
5 ‘ BLF | Sill | Smith |
= — N e

[ 5 g smprs e
%m@ 300 —-m T ﬁ:;\—'ne‘*""‘"ﬁ:‘ ® @

4 Button John Doe 6142103308 3305 | 1 Silentring  Shared No Yes No No 53

Busy Lamp Field

Line Key Type First Name Last Name

Manage Busy Lamp

Reboot Device Back to Edit User
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76. Callers, Pull, Retrieve and To Vmail soft keys are default keys on all devices.
77. Clear or remove any of the default soft keys by clicking the Clear Soft Key button next to the feature

you want to delete.

User Administration

Manage Device

Group: LAS VEGAS NV {2-408) Device Type: Palycom VWX 50X
Device Name: 702B027033PRIMARY_Poly500 MAC Address: 0004F2B428A1
Line Keys Advanced Device Settings
Device Tmpias (=)

: 7 v —-

78.
79.
80.

! Please Note: A reboot of the device is required for updates to be visible. Reboot also initiates a rebuild

Maximum Number of Line Keys: 12
Humber of Line Keys Used: 3

| cotumn Column Examples. ]

a5t | @ @ShowOn | @ShowOn | @Show Before
Enable @Action LR @Label [ Active Default Keys

| Clear Soft Key |

[ clear Soft key |

To add a new soft key, click the Enable check box to activate an option.
Click the dropdown list to display available options, select an option such as Park.
The default label name automatically populates in the Label field; this field is editable so you can

relabel the key to reflect a different name that may be more familiar to your users.

81.
active call.

Select when you want that key available to the user, i.e., when the phone is idle or while on an

e Show On Idle — the key will be available when the phone is on-hook, i.e., no dial tone
e Show On Active — the key will be available while the phone is on an active call
o Show Before Default Keys — the key will be positioned before default keys such as

conference and transfer

User Administration

Manage Device

! Please Note: A reboot of the device is required for updates to be visible. Reboot also initistes s rebuild

Faolycom VWX 50X
0004F2B428A1

Group: LAS VEGAS NV (2-408) Device Type:

Device Name: T028027T033PRIMARY_Poly500 MAC Address:
Line Keys Advanced Device Settings
evice Tempiae: [Scect - ][on]

@St @ & Show On

= @Action @Label s

@Custom Action

Key

@Show On
Active

Oooao

Kl
éEIDEIDEI

O

Maximum Humber of Line Keys: 12
Number of Line Keys Used: 3

@ Show Before
Default Keys

[ Column Examples
(Column Examples

Action

i s || &2
2 Pul v [Pl | =
: Revee || &
: rowal |0
N [= <— |o
MR e N AV prase

DHD

Forvard

Page

Pickup

PTT

Return

Vmail

‘Custom

BlockID

Bidfer

Cir

Dir Call Pick w/Barge

Directed Call Pickup
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82. When all soft keys have been added, click the Save button.

83. Adding or modifying soft keys requires a reboot of the phone.

84. Click the Reboot Device button or click the Device Settings tab to continue making device
changes.

N N W e W e e Sy

Line Keys Advanced Device Settings

= S—

\'cmumn Examples ‘|

' m m ((ear sone )
2 ] [crear sof ey |
: | | [(cear o ey |
4 D — Fovsl | O O [Gear 5oy |
| s P < O o [mq
[ Clear Soft Key |
v [[Clear sofi ey
: (ctear som )
“ (Gear s
Cancel

Reboot Device [l Back to Edit User

85. If you're not familiar with a particular soft key feature, click the Column Examples button.
86. You'll be presented with a brief description about each feature that can be added as a soft key.

User Administration

Manage Device

‘ ! Please NMote: A reboot of the devics is required for updates to be visible. Reboot also initistes a rebuild. ‘

_a YDM Soft Key Column Examples - Webpage Dialeg l 24 ] rof Line Keys: &
- Keys Used: 5

| & nhttps://voipcsr.qwest.com/onefleyPA_HVDSUserAdmin/ColumnExamplesD. @ |

-

Actions
Transfers a held call directly to a wvoice mailbox. The call can
be transferred to the user's voice mailbox or to any other voice )
To Wmail mailbox in the group. The Weice Messaging service or the [i Column Examplesj(
Third Party Weice Mail Support service must be assigned to
the user's group.
Directed Call |Allows the user to pick up a call for another user in the same
Pickup \group.
Dir Call Pick \&]lows the user to barge inte another call in the same group. —————
w/Barge O | Clear Soft Key |
AdminMenu  |Opens the administration menu on the phone. e
Clear Soft Ki
BTT Provides an intercom-like functionality where the user can call = |u|
another party and be instantly connected. A [ Clear SoftKay |
BlockID Elocks gutbound caller ID on a per-call basis, must be pressed —
prier to dialing each call. 0 [ Clear Soft Key |
Places the call on hold in such a way that other users in the -
Park \group or enterprise can retrieve the call. Calls can enly be = | Clear Soft Key |
parked on extensions with the Call Park service assigned.
[Retrieve |Retrieves a call that was previously parked. | Clear Soft Key |
nswers the ringing phone within an assigned call pickup
| |fm...-. 1f mars than ans nhans is rinainn_Call Diclun =2 | Clear Soft Key |
B O []- Select- = I 7] 7] @ |[Clear SoftKey |
9 O |[- seteet- Ell | [ Clear Soft Key |
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87. Click the Reboot Device button to reboot and apply key changes.
88. Or, click the Device Settings tab to make additional setting changes for this device.

User Administration

Manage Device
! Please Note: A reboot of the device is required for updstes to be visible. Reboot also initistes 3 rebuild

Group: LAS VEGAS NV (a-408) Device Type: Polycom VWX 50X Maximum Humber of Line Keys:
Device Mame:  7028027033PRIMARY_Poly500 MAC Address:  0004F2B428A1 Number of Line Keys Used:

uN

Line Kays Advanced Device Settings

= ——

[ cotumn _Column Examples. |

@Soft | @ @Show On | @Show On |  gShow Before
.. @Action @Custom Action @Label le Actve P Action

F Ca\lers w =] [} [ Clear Soft Key |
2 Pull ~ _ | | O | Clear soft Key |
2 O O | Clear Soft Key |
: m O O (cise sonvr |
D o o (G o)

““V\WJMW"“\_/\/“W N AN P
PNALS \amﬂﬂﬁm,amfﬂw-wxwmﬂf&w

- [ (Giox sonrey|
= 3

89. BLF-Call Appearance determines if the screen splash occurs on incoming calls.
90. Select Normal or Automata from the BLF-Default Line Key Action dropdown list
e Normal -- used to initiate a call to that user when pressing the BLF key
e Automata -- (preferred setting): used to Answer/Transfer/Park when pressing the BLF key

91. BLFBLF-Remote Caller ID provides caller ID of incoming call or ‘unknown’.

92. BLF Ringer allows you to select from a series of ring types or silent from the dropdown list.

93. When Browser Home Page is configured, it enables a built-in web browser on the phone.

Note: The address in the browser home page field should be structured in the following
format http://xxx.xxx (http://goggle.com); when accessing Applications on your device, the
website entered in this field will launch (supported on VVX models only).

94. Call Hold Timer provides a tone as an audible reminder that a caller is on hold; the feature default
setting is Disabled. Select 10-60 seconds from the dropdown list. The phone provides an audible
ring every XX seconds until the caller is removed from hold or hangs up.

95. Click the Yes radio button, to enable Call Recording Integration (VVX only); this provides soft keys
for starting, pausing, and resuming recordings for users with call recording licenses.

96. Call Waiting Tone allows you to select the audible tone from the dropdown list.

97. Caller Number First displays caller ID name above or below the number.
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98. Calls Per Key indicates the maximum number of calls that can be active or held on one line.
99. Conference Type allows you to set each user to 3-Way or N-Way conference calling.

Manage Device
1 Please Note: A reboot of the devics is required for updstes to be visible. Reboot als initiates a rebuild
Group: LAS VEGAS NV (2-408) Device Type: Polycom VVX 50X Maximum Number of Line Keys: 12
Device Hame:  7028027033PRIMARY_Poly500 MAC Address:  0004F28428A1 Humber of Line Keys Used: 3
Line Ksys Advanced Device Settings
@ BLF - Call Appearance. @ Yes (ONe \
@ BLF - Remcte Caller ID: © s O No
@ BLF-Ringer:
s —
@ Call Hold Timer: 60 v >
@ Call Recording Integration:(VVX only) () Yes @ No
@ Call Waiting Tone: beep v
@ Caller Number First (O Yes (@ Ne
© cat pur
@ Conference Type: J
© Contact Center:

100. Contact Center allows you to enable call center stats and agent login integration; agent login
integration is only available on Contact Center Standard seats.
o Disabled —won’t provide a queue stats splash screen or an agent login button
e Enable All — queue stats will splash on the screen and the device will have a login button
e Enable Login Keys — will provide an agent login key only
e Enable Stats — will provide queue stats splash screen only

101. Day Light Savings Time Enable enables the Day Light Savings Time setting on the phone.

102. Use the Default Softkeys feature to add Directory and DND soft keys to the bottom of the display.
This feature is Disabled by default, so if you intend to provide soft keys for those features to your
users, select Directory Key, DND or Enable All if you want both soft keys to appear.

103. Directory-Corporate (LDAP) — enables Corporate Directory search using LDAP, must configured
LDAP settings for this option.

104. Directory-Enterprise (VVX only) — as new directory option that searches within the Enterprise
Directory.

105. Directory-Group (VVX only) — enables new directory option, which searches entries in the
Common Group Directory, this directory is managed by the primary or sub-administrator(s).

106. Director-Personal (VVX only) — enables new directory option, that searches entries added and
modified by the user.

107. Echo Cancelation controls the built-in echo cancelation function.

108. Disable the Enable Inbound Call Popup feature, to turn off the popup that displays for incoming
calls on VVX models; this provides the ability to transfer active calls, while new calls are ringing.

109. Enable Polycom Web GUI allows you to access phone settings from a browser. This should only
be used when needed as it could pose security issues.
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110.
111.

112.

113.

114,

115.

116.

117.

118.

1109.
120.

Enable Stutter Dial Tone turns on an audible alert when the user has a voicemail message.
From the End of Dial Timer dropdown list, select in seconds from 2-6, the delay before a call is
sent when extension dialing and transferring. This speeds up the dialing and transfer process, the
user does not have to press the # key or the send call soft key to complete the dialing or transfer
transaction.

Exchange Calendar Enable turns on the calendar on select models of phones (VVX models
only).

Exchange Server URL input the Exchange calendar URL, must be OOF URL for Exchange (VVX
models only).

mww$~aw\u~iﬁwﬂf—ww*'

& Contsct anter )

) Day Light Savings Time Enable @ Ves (O o

) Default Softkeys:

@) Directory-Gorporate: (LDAF) O Yes @ o

(3 Directory-Enterprise: (VX Only) (D) ves @ No

@) Directory-Group:(VVX Only) O Yes @ o

3 Directory-Personsl: (VWX Only) (D) ves @ Ne

@ Echo Gancelation @ ves (Oho }

3 Enable Inbound Csll Fopup: [ORCENSL

(3 Enable Polycom Web GUI (O Yes (@ No

@ Enable Stutter Disl Tone: () Yes (@ Mo

) End of Dial Timer

@ Exchange Calendsr Enable: () Yes (@ o

 Exchanga Sener AL ]
ﬂwwv‘\u'w\w | S ,_HJW“‘*—-\_"X\{—""—WV\.—\

Flexible Expansion Modules Keys allows you to build the primary line of the phone on all of the
keys on the phone itself, thereby moving shared call appearances and busy lamp fields to build on
the expansion module.

The default setting for Handset Background Noise is None. Change that setting by selecting 01-
10 from the dropdown list. As the filter increases, the far end caller may have more difficulty
hearing the speaker due to the increase of noise suppression.

Handset SideTone is a feature that allows a user to hear their own voice in the receiver earpiece.
The selected adjustment from the dropdown list, increases and decreases the volume for the
handset. O is the default setting, select from +3 to -12 from the dropdown list.

The default setting for Headset Background Noise is None. Change that setting by selecting 01-
10 from the dropdown list. As the filter increases, the far end caller may have more difficulty
hearing the speaker due to the increase of noise suppression.

Headset SideTone is a feature that allows a user to hear their own voice in the headset earpiece.
The selected adjustment from the dropdown list, increases and decreases the volume for the
headset. O is the default setting, select from +3 to -12 from the dropdown list.

Hot Dial Enable must be turned on to use that feature.

Hot Dial automatically dials the predefined number when the phone goes off hook.

page 58 of 254

Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



A -
N CentUFYLlnk

121.

122.

123.

124,

125.

126.

When this device is setup as a hoteling host and Hoteling Integration is enabled by clicking the
Yes radio button, a guest login button appears when the user enables the Hotel Host feature in
their end user portal; if the No radio button is selected, the guest login button won'’t appear and a
guest would need to associate to that device through their end user portal, not via the phone.
Click the Yes radio button for the Line Numbering (VVX only) feature to add a line number
indicator in front of the extension or line key name, i.e., 1_1234,2 1234, 3 1234, etc., or 1_Main,
2 Main, 3_Main, etc.
Select Yes from the Multicast Paging Initiate dropdown list to designate this device as a
multicast pager.
From the Multicast Paging Zone dropdown list, determine which zone this user should be a
member of; choose from zones 1-5; the paging initiator must be assigned a zone, which then
provides a paging soft key that is used to initiate the page.
Screen Capture requires the Polycom Web GUI to be enabled; if you click the Yes radio button,
this allows the web to see the display and button layout on a device.
Spoofed Call Blocking (not used when on CenturyLink access) when phones are not connected
to the CenturyLink network, users may receive calls from extensions that don’t exit.

o CAUTION: If you turn this feature on when using a CenturyLink connection, the phone won’t

work properly

I i U N I e R A N AN
(3) Flexible Expansion Module Keys. Disabled - \
() HandSet Baokground Noise Reduction:(VVX only) Nene -
() HandSet SideTone: (VVX only) 0 -
() HeadSet Baoiground Noise Reduction:(VVX only) Nene -
@) HeadSet SideTone:(VVX only) 0 -
(3) Hot Disl Enable: QYes @No
) Hot Dial >
(& Hoteling Integration O Yes @ MNe
) Line Numbering:(VVX cnly) 0 Yes @ Ne
@ Multicast Paging Initiate: No -
(31 Multicast Paging Zone: Disabled -

(@ Sween Cepture:(Requires Polycom Web Gui be enabled) @ Yes (@) Mo

() Spoofed Call Bladking @) Yes @ No J

“\"M\”—\W‘
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127.
128.

129.
130.

131.
132.

133.

134.
135.

Use internal SNTP time service for the Timer Server setting.
Transfer Type (for VVX handset models only):
¢ Blind —the default transfer type will be blind or unsupervised, for that device
e Consultative (default) — the default transfer type will be consultative or supervised, for that
device
Video Enable turns on the Polycom Video Codec H264 for use with video enabled phones.

Video Quality is used to set the video quality on video enabled phones. Higher quality video
utilizes more bandwidth.
Click the Save button.

Click the Reboot Device button; most setting changes made on this page do require a reboot.

I N N T, N W A N A RS

@) Time Server: pool.ntp.org

(@) Transfer Type:(VVX only) ) Blind (@) Consultative

(@ Video Enable: ) Yes (@) Mo

@ Video Quality: Polycom HD 1024kbs -
Save Cancel

Reboot Device [l Back to Edit User

After all configuration settings have been added or modified on the Line Keys, Soft Keys and
Device Settings tab.

Click the Reboot Device button to reboot the phone and apply all setting changes.
A Reboot Device button is available on all three settings tabs and can be rebooted at any time.
¢ REMINDER: If the device is rebooted while the user’ss on a call, the call won’t be
disconnected. When the user disconnects their call, the phone immediately reboots.

User Administration

Manage Device

.‘f Action complated sucosssfully.

! Please Note: A reboot of the device is required for updates to be visible. Reboot also initiates a rebuild

Group: LAS VEGAS NV {s-408) Device Type: Polycom VWX 50X Maximum Number of Line Keys: 12
Device Name:  70280270323FRIMARY_Poly500 MAC Address:  0004F28428A1 Number of Line Keys Used: 3
Line Keys Advanced Device Settings
Line Key

Standard

1-2 Button Jennifer Smith 7028027033 7033 |2 iy
Single

Private | Yes

M s CFHA | S
Line First | Last Phone Line | Display | Ring Line il PO NS Call Park
e | Type | " ekt vl sl B = waiting | 725K | can | sync | Domot | SR Action
ey ame | Hame | Humber | La Coum ¥pe YPe | indicator | “'® | Forward | Rings | Disturb | OtONiNg
Yes | Yes 2 Yes No &

pnrr eI T e e TN
— B NI e e NI WS A f\‘_,\/\wx,\__\__ﬁf—mf\-‘“’\

Manage Busy Lamp

Secure SIP

Enable Disable

Reboot Device [l Back to Edit User
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Copying an Existing User

The Copy feature allows you to copy an existing user that has the correct seat type, group, and
make/model of phone for the new user. This prevents you from having to entirely build the new user.

Example of fields that can be changed using the copy feature:
First name/last name

Phone number/extension

Portal user ID and domain

Email address

MAC address

Example of fields that cannot be changed using the copy feature (be sure to copy a user that has the same
group, seat type and phone make/model as the new user you’re building):

e Group

e Seat type

e Phone vendor/make/model

Click User Administration from the main menu.

Click Manage Users from the sub-menu.

Select your group from the Select a Group dropdown list if you have more than one location.
Use the Search End Users feature to refine your search criteria if your group is large.

Click on the Copy icon for the user’s seat you're copying to build your new user’s seat.

arwnNpE

User Administration ITrunkAdmimstrat\nn Manage Services  Portal Administration  Inventory  Reports  Profile  Help  CSR Only
.

Manage Users I Customize User Templates  Bulk Load Users  Modify Mulliple End User Feature Assignment  Modify Mutiple End User Feature Settings  Bulk 311 Registration

Bulk Add/Delete ES11 Add-On Feature Bulk 911 Address Change

Tenant ID: 253023 Default Group: LAS VEGAS NV (a-406) Change Group

User Administration

Manage Users Create New User

This application may be used to manage users for your Enterprise

Selecta Group: LAS VEGAS NV (a-408) -

Search End Users
Full or partial search queries are OK. Wild card searches are not supported

Find that includes |E|
aat oo @m
68, Cisco 6123958875 8BTS Premium LAS VEGAS NV (a-406) e @ ]
78xx Cisco 6123958879 8879 Premium LAS VEGAS NV (a-408) (4 @ i
B8xx,Cisco 6123958871 8871 Premium LAS VEGAS NV (a-408) B @ i p

N i TN e et NS T TN e T e
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On the Manage Users — Copy User page, enter information for the new user.

Enter the user’s first and last name in the First Name and Last Name fields.

Click the Hosted VolP Number drop down list to select a number; if you want to select an

available number from another group, click the Select from another group button.

9. The extension prefills based on the number you select and your dialing plan, but this field can be
changed if necessary.

10. Enter the user’s portal ID in the Portal User ID and Domain field; if more than one domain is
assigned to your tenant, select the correct tenant from the Domain drop down list.

11. Enter the user’s email in the Email Address field.

12. Select who should receive the welcome email from the Send Welcome Email drop down list.

o~

User Administration

Manage Users - Copy User
* s & required field.

Copy From: 88w, Clsco (5123058875)

Group: LAS VEGAS NV (a-408)

Seat: Premium
® * Hosted VoIP Number: = | [ select from another graup | >,

* Portal User ID and Domain: [ | @ [centuryink.com <]

* Send Welcome Email: J
Primary Device

Vendor: Cisco P Phone

PN 2B N i NGB R e e AT e

13. Enter the MAC address for the new phone in the Phone MAC Address field.
14. Enter a PIN for voicemail in the Voice Mail PIN field.

15. Confirm the PIN by re-entering the PIN in the Confirm Voice Mail PIN field.
16. Click the Activate User button.

TN NN NN s NN o ra AN e pin

Primary Device

Vendor: Cisco IP Phone
Device Type: CiscolPPhene
Phone Type: Cisco-HPP-5851 )
Device Template Name: CiscoStandard
Phone MAC Address: [ mac Address Example: 00120101452
@ Make this End User the Primary User of this
Device: >
Voice Mail Box Number:
6 to 15 numeric: charactsrs only. If the Viics Mail FIN is not
® Voice Mail Pin: :l entered, a Voice Mail Box will not be created for the End User. Fo
il Pin: additional Voics Mail FIN rulss, hover over the question mark on
the left.

)
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The copy feature doesn’t copy every setting of the user being copied. For the new user, Edit the user and
check the following settings:

1. Click User Administration from the main menu.
2. Click Manage Users from the sub menu.
3. Click the Edit button for the new user.

User Administration |TrunkAdm|m9trat|0n Manage Services  Portal Administration  Inventory  Reports  Profle  Help CSR Only
F.

Manage Users |Customize User Templates Bulk Load Users  Modify Multiple End User Feature Assignment  Modify Multiple End User Feature Seftings  Bulk 911 Registration

Bulk Add/Delete E911 Add-On Feature Bulk 911 Address Change

TenantID: 253023 Default Group: LAS VEGAS NV (a-408)  [EL 00 ke

User Administration

Manage Users Create New User

This application may be used to manage users for your Enterprise.

Select a Group: LAS VEGAS NV (a-408) -

Search End Users
Full or partial scarch queries are OK. Wild card searches are not supported

Find that includes |2063421597 [ clear |

“ fictions

User,Copy 2083421597 1587 Premium LAS VEGAS NV (a-408) i @

"
[ 1]

4. Click the Feature Assignment tab.

5. Scroll Outbound Dial Restrictions at the bottom of the page.

6. Review the assign dialing restriction from the user you copied from and change accordingly by
clicking the correct radio button.

7. Click the Save button.

User Administration

Manage Users - Edit End User

User Setiings Feature Assignment Feature Settings Voice Mail Settings. Alternate Numbers

Device Name Phone MAC Address Belongs To Action

e
J\VM“M_,W/W UWWW—V Cott i W

NN TNt TN PN e e i P T N

‘Outbound Dial Restrictions ‘

Enablz Block of Calls Within The Group

Enabiz Block On All 011+ International Calls

Enabiz Block On Everything Except Operator Assistance, 8XX, and 911
Enabiz Block on Directory Assistance

Enable Block On All 011+ International Calls Except Mexico

Enable Block On All 011+, Canada, and Carribean

Enable Block On All 011+ International Calls and Directory Assistance
Enable Block Everything Except 8XX, 711, 811

Enable Block on Everything But Vol On-Net, Local, 8XX, 711, 811

@ ®© ®© @ @ @ @ |e @ ®
® O 00000000
g

Enable Block on Nothing. All Calls Accepted
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8. Click the Voice Mail Settings tab.

9. By default, when copying a user, the Voice Mail Forwarding setting will be set to Disable; to change
this setting select an option from the Voice Mail Forwarding drop down list.

10. If enabling this feature, enter an email address(es) or distribution list(s) in the Forward to Email
Addresses field.

11. Click the Save button.

User Administration

Manage Users - Edit End User

User Seffings. Feature Assignment Feature Settings Voice Mail Settings Alternate Numbers

Voice Mail Box Humber: 2063421587 (‘Delete Voice Mail | [ ResetPIN |
%WWWWWMWWw%
ST WMH%MWWW%W” NI

@ Auto Play: O on @ ot
©  eico sl Forwarting:
Forward to Email Addresses (comma email@domain

separated, Limited to 5 Emai Addresses)

Assign Voice Mail Transcription: QO ves ® no
oice Wail Transcription

Inventory: 12 available out o 12 On = off

| m | Cancel |

12. From the Manage Users — Edit End User page, scroll to Primary Device.
13. Click the Manage Device button.

User Administration

Manage Users - Edit End User

User Settings Feature Assignment Feature Settings Voice Mail Settings Alternate Numbers

*Is & required field.

TN ST @-v/“’\-f' NP Q;”‘\ﬁ,f"’\\_/\vﬂ‘ o g e T
T . T B e N e W
PUPNV A e (GMT-08:00) (US) PACHC Thoe” ™

Primary Device [ Editbevice | [ Manage Device |

Phone Type: Cisco-MPP-£351
Device Template Name: CiscoStandard
Device MAC Address: 001201014D2C

@ Make this End User the
Primary User of this Device:

save IR0
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14. Shared Call Appearances and Busy Lamp Fields don’t copy to the new user.
15. To add Shared Call Appearances, click the Add Lines Key(s).

16. To add Busy Lamp Fields, click the Manage Busy Lamp button.

17. Click the Reboot Device button for changes to take place.

User Administration
Manage Device
! Please Note: A reboot of the device is required for updates to be visible. Reboot also initiates a rebuild.

Group: LAS VEGAS NV (a-406) Device Type: Cisco-MPP-E851  Maximum Number of Line Keys: 4
Device Name:  PRIMARY_a-406_1597769204787 Cisco-5851 MAC Address:  001201014D2C  Number of Line Keys Used: 1

Line Keys Advanced Device Setings

Line Key

Phane Hamber | Line Label | ing ype | Line Type | Message Wating | Feture Key Syn | Track | Acin|
1

Bution  Copy User 2063421597 1597 Sunrise Private Yes Yes Yes 4

Add Line Key(s)

Busy Lamp Field

Line Key Type First Name: Last Hame

Manage Busy Lamp
Reboot Device J§ Back to Edit User
® cn
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Custom User Templates

Custom User Templates are used to assign a specific set of features and class of service (COS) to users
during user creation. Each Custom User Template is created for a specific seat type. If you have a group
of Premium seats that do have a particular feature like Call Forward, or access to Directory Service (411),
you can create a Custom User Template and assign to a group of users within the tenant.
Note: Editing a Custom User Template does not change the users that were assigned that
% template during user creation, it will only affect users that the template applied to when editing or
creating a new user in the future.

Click User Administration from the main menu.

Click Customize User Templates from the sub menu

If you have Custom User Templates built, you can click on the dropdown list to view all existing

templates.

4. After selecting a template from the dropdown list, click the Edit or Delete button to manage that
template.

5. To add a new template, click the Add New button.

wN e

I User Administration ITrunkAdmmlstratmn Manage Services  Portal Administration  Inventory  Reports  Profile  Help

Manage Users | Customize User Templates | Bulk Load Users  Modify Multiple End User Features  Modify Mutiple User Caller D Activate Telephone Numbers (CSR Only)

Tenant ID: 348170 Default Group: L3 LOC  [NelERT LT
User Administration

Customize User Template

This application may be used to create custom templates, for aroups of users, to be used at end user creation based off existing seat types

| Premium:testbulk: - m b

6. Provide a name for the template in the New Template Name field. The name should be something
meaningful that you’ll recognize later (e.g., Premium No Call Fwd, Premium John Pickup Group).

7. Select the Seat Type from the dropdown; the seat type will determine which features you’re able to
enable/disable.

8. Fill in the optional Template Description field by noting a feature specific description of your
template.

User Administration i

Customize User Template -Add

“is arequired field

* New Template Name: Prem - No Call Fwd \

*Based on Seat Type: Premium -

Wo forwarding options are provided for
these seats }

Template: Description

™

Features Assign Features

=

@ Anonymous Call Rejection @ Automatic Callback

=
=]

@ Automatic HoldRetrieve ) Barge-in Exempt

5]
=

@ Anywihere @ Busy Lamp Field
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9. By default, all available features for the selected seat type are Enabled. To Disable a feature,
uncheck the corresponding box under the Assign column.
e For a brief description of any feature, hover over the “?”
10. By default, Enable Block On All 011+ International Calls is set; to change dialing restrictions for
this template, click the radio button for the corresponding setting.
11. When all options are selected, click on the Save button.

User Administration

Customize User Template -Add

* is a raquired fiski

* Mew Template Name: Prem - No Call Fwd

* Based on Seat Type: Premium -

Yo forwarding opvions aze provided for
these seavs

Templste Desciption:

Features Assign Features As:ign\
} 3 Call Rejection 5 Automatic Callback
% Automatic Hold/Retrisve 3 Barge-in Exempt
3) Anywhere 5) Busy Lamp Field
5 Call Forwarding Always %) Call Forwarding Busy
% Call Forwarding Ne Answer 5 Csll Forwarding Mot Reschable
% Call Forwarding Selective %) Call Netify
% Call Return %) Call Transfer

= T U g e W aees St

) Last Number Redis| 5) Music On Hold User
) NWay Call i NWay is Vs, then Thres-Way Gall is nof avalsble 3 Outlook Integration
) Priority Alert 5) Privacy
5) Push to Tale 5 Remote Office
%) Selective Call Acceptance 5) Selective Call Rejection
%) Sequential Ring 5) Simultanecus Ring Personal
&) Speed Dial 100 7) Speed Dial &

@ Three-Way Call

O
-

Dialing Restrictions Enable
@) Enable Block of Calls Within The Group D
@ Enable Blodk On All 011+ Intematicnal Calls @  © Enable BlockOn All 011+, Canade, and Camibean e
o) ;:1“‘2 Block On Everyihing Except Operstor Asistance. 8XX.and & @ Enable Blodk On All 011+ Intemational Calls and Directory Assistance ()
@ Enable Blodk on Directory Assistance ® Enable Blook Everything Except 85X, 711, 811
@ Enable Blodk On All 011+ International Calls Except Mexico (@ Enable Blodk on Everything But VolP On-Net, Local, 8)XCX, 711, 811
% Enable Blodk on Nathing. All Calls Acoepted
Save
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12. The new Custom User Template is now available from the dropdown list, and can be easily
edited/modified

13. Click on the Edit button to edit the features of that template, click the Delete button to delete that
custom template.

User Administration

J New Template added successfully.

Customize User Template

This application may be used to aeate custom templates, for groups of users, to be used at end user oestion besed off existing seat types.

ﬁ PP B Cal P

Bulk Load Users

The Bulk Load Users tool allows you to fill out a spreadsheet with all users and import that spreadsheet
into the portal. The tool will then process and activate all of the new users. If you have existing users listed
in the spreadsheet, you can input an action for each user such as Create, Delete, or Update, and the tool
will perform those actions as well. In addition, you can Download Existing Users, to make changes to
multiple groups or Users.

Click on User Administration on the main menu.

Click on Bulk Load Users in the sub menu.

Download the Bulk Load Template File by clicking on the Template File link.

Fill out the file with all of the information for your users and settings.

For a guide on the information that is required within the Template File, click on Instructions.
Upload the file by clicking the Browse button to browse your computer and select the file.

ogrwNE

User Administration | Trunk Administration ~ Manage Services  Portal Administration Inventory ~ Reports  Profie  Help
.

Manage Users  Customize User Templa{EI Bulk Load Users I Medify Multiple End User Features  Modify Multiple User Caller ID

Tenant ID: 349170 Default Group: L3 LOC  [Le, et elon)
User Administration

Perform a Bulk Load
1. Download the Bulk Load Templste File (Excel).
2. Creste your Bulk Load File as specified in the instructions

2. Select the file : Mo file selected.

LN Validate and Process H

Transactional History within the last 90 Days Download Existing Users @

Mo records found.

page 68 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



A -
N CentUFYLlnk

7. Once you browse to your document, click the Validate and Process button. The tool will then
process the file.

You'll receive a confirmation window indicating that all format validations passed.

In the Notification Email Address(es) field, enter the email address(es) using comma separation,
that you want to receive notification that the bulk upload has completed.

10. Click the Submit button.

© x

o BulkLoad Sia vbdaned. I51970_351970_20150004_1432.005 passed il formal valitalion chicts (

nga I Bulk ke hass complated, [he foliowing smal pddreasas] will be san & rolficalion You can adl the Sefaull addmes andior sdd
addisanal addoesees by using & comrmcn sepaniorn

Amccanturyling. cor (

* Mottfication Emall Addressie):

B

m _can-cll

11. If your bulk upload spreadsheet does not pass validation, you'll receive an error.
12. Review your spreadsheet for errors, by clicking on the .xIs file within this notification.
13. Correct all errors and upload the corrected spreadsheet.

{Note: I you are not aiready weing the: tomplate e, doing B0 is highly recommanded tecaase i can heip prevent many format erromn
. yous eniEr your dete )

Worksheet:
irwald Action specied. §

14. Another natification window will display indicating that your order is in process, and that an email
notification will be sent when the order is complete.

15. The report in process will be listed under the Transactional History window for reference and
status.

16. Once the email notification email has been received that your order is in process, click the Refresh
button to update the status of your order.

User Administration

Please note: The Bulk Load of 350886_350886_20140908_1210.xs Is in progress. A notification email will be sent when its
completed, or you can press the refresh button below to view the results.

Perform a Bulk Load
1. Dewnload the Bulk Losd Templste File (Excel)

2. Create your Bulk Load File ss specified in the instructions

3. Selet the file : No file selected.

BN Validate and Process
Transactional History within the last 50 Days
Date/Time File Name Count Report
09/06/2014 12:17 PM COT 250886_2350886_20140906_1210.xls o
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17. After clicking the Refresh button, your order status information is updated including a link to the
spreadsheet under the Report column.

18. Click on the Report Link to open the spreadsheet — it may take a few minutes to download
depending on the size of the spreadsheet.

19. Transactional History Report will provide reports for all of your bulk upload orders for the past 90
days. Click on a report link at any time to review the information contained within that report.

User Administration

Perform a Bulk Load
1. Download the Bulk Load Template File (Excel).

2. Create your Bulk Load File as specified in the instructions

3. Select the file : Mo file selected.
EN Validate and Process

Transactional History within the last 90 Days Diownload Existing Users
Date/Time File Name Report
2014-12-11@1504.xls fr—

12/11/2014 03:04 PM CST 254704_254704_20141211_1503.xls 1
20. To download a report for all Existing Users, click the Download Existing Users button.

11/25/2014 12:34 PM CST Download Existing Users 0

User Administration

Perform a Bulk Load
1. Download the Bulk Load Template File (Excel).

2. Create your Bulk Load File as specified in the instructions

3, Select the file : No file selected.
.

Transactional History within the last 90 Days Download Existing Users

12/11/2014 03:.04 FM CST 254704_254704_20141211_1503.xls 1 2014-12-11@1504.xls

11/25/2014 12:34 PM CST Download Existing Users [

21. A window appears for email notification and contains the email address of the primary administrator.
22. Add/modify the email in the Notification Email Address(es) field.
23. Click the Submit button.

|
Download Existing Users ®

Once the download of existing users has completed. the following email address(es) will be
sent a notification. You can edit the default address and/or add additional addresses by using
a comma separated list.
* Notification Email Address{es): PP — (
Y A
Y IIIIII 77
/ Date/Time
R AR
/;’i /;‘ 204 P CST
7 e
/_llll_ll_ll_l 4
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24. A notification will be sent to the email address(es) noted Email Notification field.
25. The time it takes to receive the report will vary based on the size of your company and the amount of

information that needs to be downloaded.
26. Once that notification is received, click the Refresh button.

User Administration

J Please note: Your download request of existing users is in progress. A notification email will be sent once completed.
Status updates can be refreshed below.

Perform a Bulk Load
1. Download the Bulk Load Template File {Excel).

2. Create your Bulk Load File as specified in the instructions

2. Select the file : No file selected.

LN Validate and Process

Transactional History within the last 90 Days Download Existing Users
Saieiime Fietiame

121672014 11:26 AM CST Download Existing Users 0 P—
12/11/2014 03:04 PM CST 254704_254704_20141211_1503.xIs 1 2014-12-11@1504.xls
11/26/2014 12:24 PM CST Download Existing Users [}

27. After clicking the Refresh button, there will be a link under the Report column.
28. Click on the link to download your report.

User Administration

Perform a Bulk Load
1. Download the Bulk Load Template File {Excel).

2. Create your Bulk Load File as specified in the instructicns

2. Select the file : No file selected.
E¥ Validate and Process

Transactional History within the last 80 Days Download Existing Users
DateiTime File Name Report
2014-12186@1129.xls

12/16/2014 11:28 AM CST Download Existing Users 16
12/11/2014 03:04 PM CST 254704_254704_20141211_1503.xls 1 2014-12-11@ 1504 xls
11/25/2014 12:24 PM CST Download Existing Users a
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29. The report opens and can be saved or used as any other Excel document.
30. To make changes to multiple users, update the information in the appropriate fields, and follow the
process to Upload the Bulk Load Spreadsheet.
Note: Delete all users from this spreadsheet that you don’t wish to change, before
performing a new upload.

A B c D E F
CenturyLink IP Voice Bulkload
Template
Version 2.0
To remove data in a field, please enter <REMOVE>
in the cell
Data to be bulkioaded must be entersd beginning on Domain based on
row 5. whats in your Hosted
Red items are Required. BlUs tems are Optional Vol portal
Enter domain name
exactly as it appears
Valid Actions are: Create, Update, Delete Minimum o7 & in your Hosted VolP  Users first Use
1 characters Portal name Users last name User's emai address c
2
3 ACTION
4 Portal User D [Domain [First Name [Last Name [E-mail address [Tite.
5 ic01 portals.com Basic admin Basic01@portals.com
6 SubOA1 portals.com SubOA admin SubOA1@portals.com
7 admindevtest portals.com Admin Creation Devtest vguntak@qwest.com
8 john.doe portals.com John Doe rebecca.athmann@centurylink com
9 AdminETO portals.com Admin ETO AdminETO@portals.com
10 Analogvm portals.com Analog ETOVM Analogvm@portals.com
11 goodevil portals.com good evil ndhanag@qwest.com

Modify Multiple Ender User Assignment Feature

The Modify Multiple End User Feature Assignment allows you to make features assignment changes to
multiple users within a group. Features are defined as Call Forward Always, Do Not Disturb, Calling
Waiting, etc.

1. Click on User Administration from the main menu.
2. Click on Modify Multiple End User Feature Assignment in the sub menu.
3. Select the group, and Seat Type from the dropdown lists that you want to modify.

I User Administration ITrunkAdministratmn Manage Services Portal Administration Inventory  Reports  Profile  Help
A

Mansge Users Customize User Templates  Bulk Load usasl Medify Multiple End User Feature Assignment IModi('y Multiple End User Feature Seftings

Bulk 911 Registration

Tenant ID: 257205 Default Group: SITE 2 QX
User Administration

Modify Multiple End User Feature Assignment
This application may be used to manage the features and dialing restrictions assigned to a group of users. Up to 50 users can be maodified at a time.

Select a Group SITEZ QC « [ Get| h

Seat Type:
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4. Once you select a group and Seat Type, you can refine the search for your user(s) by First Name,
Last Name or Phone Number.

5. Enter a sequence of letters or numbers for the user(s) you’re searching for, in the “that includes”

field, and click the Search button. If you choose not to refine the search by user name or number,

all users within that group, assigned to that Seat Type, will be displayed in the Search Results and

End Users field.

The Search Results and End Users field will list all users in that group, which fit the search criteria.

From this list, drag and drop the user(s) for which you wish to modify feature (you can also select

them while holding down the Control button on your keyboard and then click the right arrow in the

middle of the columns).

8. If you add a user in error, highlight the user in the Add Users To field, and drag and drop them back
to the Search Results and End Users field.

No

User Administration

Modify Multiple End User Feature Assignment
This application may be used to manage the features and dialing restricticns assigned to a group of users. Up to 50 users can be modified at a time.

Select a Group: LAS VEGAS NV (3-408) - [Get]
Seat Typa: Premium .

Add Users

Search End Users
Full or partial search queries are OK. Wild card searches are not supported.

Find that includes (‘clear |

Search Results and End Users.

68xx, Cisco (6122858875)
T8ixx, Cisco (8123958873)

8850z, Cisco (6123958871}
Epps. Randy (7028027020}
Hughes, Scott2 {T023027865)
julietest, ATA [2087576383)
Nahids Farhana (3212037210

G, Julie4 (2087856012) > ) Drag and Drop

Features Assign Features Assign
& Anonymous Call Rejection & Automatic Callback
& Automatic Hold/Retrieve 5 Barge-in Exempt
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9. Once user(s) are identified in the Add Users To field, you can decide which Features to activate or
deactivate.

10. Click the check box to activate or deactivate a Feature; you can make changes to multiple features.
This is just a sample of the features you can make changes to, and you’ll have access to all
Features and Dial Restrictions from this screen within the portal.

11. Once you have selected/deselected each Feature or Dialing Restriction you want to modify, click
the Save button. This modifies the selected changes for every user that was moved to the Add
User To field.

- ’_L“’r’\‘"\,.._._f’“" Vol TN e T o
Nahida, Farhena (3212037210)
O, Julie4 (2067858012)
Features ( Assign Features As:lgn
5 Anenymeus Call Rejection @ Autematic Callback
) Autematic Hold/Retrieve (5 Barge-in Exempt
@ Anywhere ) Busy Lamp Field
@ 2
) Call Forwarding Always @ Call Forwarding Busy
& Call Forwarding No Answer & Call Forwarding Not Reachable
) Call Forwarding Selective @ Call Natify
@ Call Return > Call Transfer
%
@ Call Waiting @ Calling Line ID Delivery Blogking
(& Gustom Ringback User (3 Customer Originated Trace
& Directed Call Pidwp (3 Directed Call Pidwp with Barge-in
@ Do Not Disturs (3 Extamal Calling Line ID Delivery
@ Hoteling Guest @) Hoteling Host
@ 2
@) Intercept User (3 Last Mumber Redial
& Music On Held User & N-Way Call
If Nelisy iz Yes, then Thras-Wsy Gsll iz not svailsble
) Outlook Integration @ Prictity Alert
7
@ Privacy > Push to Talk
%
@ Remote Office & Selective Call Acceptance
& Selective Call Rejection & Sequential Ring
) Simultanscus Ring Personal (3 Speed Dial 100
3 Speed Dial 8 K & Thies-Way Call 0 )
Inbound Call Restrictions ‘\
@ Allow Calls From Within this Tenant ® ves O no @ Allow Calls from Qutside this Tenant Yes v
Dialing Restrictions Enable
@ Ensble Blodk of Calls Within The Group O
) Enable Block On All 011+ International Cslls @ (@ Ensble BloskOn All 011+, Canada, snd Canibean O >
., Enable Block On Everything Except Opsrator Assistance, 8304, -, Ensble Blogk On Al 011+ Intemations| Calls and Directory
Handaen O ' Assistance o
) Enable Block on Directory Assistance () @ Ensble Bleok Everything Except 8¢, 711, 811 O
5 Enable Block On All 011+ Intemnational Calls Except Mexics O ® 951'1'5"'2 Blodk on Everything But VoIP On-Net, Local, 8XX, 711, O
@ Enable Blodk on Mothing. All Calls Acccepted @] )
=
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Modify Multiple Ender User Feature Settings

The Modify Multiple End User Feature Settings allows you to make feature settings changes to multiple
users within a group at one time, or via Bulk Upload. Features are defined as Call Forward Always, Do
Not Disturb, Calling Waiting, etc.

1. Click on User Administration from the main menu.

2. Click on Modify Multiple End User Feature Settings in the sub menu.

3. Previously uploaded spreadsheets will be displayed in the Transactional History field and can be
reviewed by clicking on the link.

I User Administration ITrunkAdmm\stratinn Manage Services  Portal Administration  Inventory  Reports  Profile  Help
&S

Manage Users Customize User Templates Bulk Load Users  Modify Multiple End User Feature Assign mentl Modify Multiple End User Feature Settings IBqu 911 Registration

Tenant ID: 253023 Default Group: CENTURYLINK LAS VEGAS NV (a-406) Change Group

User Administration

‘ Bulk Upload Feature Settings ‘

1. Download the Bulk Load Template File (Excel).

2. Create your Bulk Load File as specified in the instructions.

3. Select the file: No file selected
LY \Validate and Process

Transactional History within the last 90 Days C
ot 08 o0

DateTime File Name
01/15/2016 10:38 PM CST Download Users for Features 16 2016-01-15@2240 xis.
01/14/2016 04:01 PM CST Download Users for Features 15 2016-01-14@ 1602 xls @ p—

4. To modify features settings, locate and select the Group, and Seat Type from the dropdown lists
that you wish to modify.
5. After options are selected, click the Get button.

e
(T PN CST wnloal 3T TorBaiur O S R T A

01/14/2016 04:01 PM CST Download Users for Features 15 2016-01-14@1602 xIs.
12/18/2015 09:28 PM CST 253023_253023_Features_20151218_2129.xls 1 2015-12-13@2129.xIs
12/18(2015 08:28 PM CST 253023_253023_Features_20151218_2127 xls. 1 2015-12-18@2128.XIs
12/18/2015 09:22 PM CST 253023_253023_Features_20151216_2121 xls. 1 2015-12-18@2122 xls.
12152015 07:20 PM CST 253023_253023_Features_20151215_1919.xls 1 2015-12-15@1920 xls.
12152015 07:11 PM CST 253023_253023_Features_20151215_1911.xls 1 2015-12-15@1911.xls.
12152015 02:54 PM CST 253023_253023_Features_20151215_1453.xls 1 2015-12-15@1454 xls.
12/15/2015 02:45 PM CST 253023_253023_Features_20151215_1445.xls. 1 2015-12-15@1445 xIs
12/09/2015 09:07 PM CST 253023_253023_Features_20151209_2106.xls. 1 2015-12-09@2107 Xis

otz 08 an

‘ Modify Multiple End User Feature Settings ‘

Select a Group: CENTURYLINK LAS VEGAS WV (a-| + | | Get | h
Seat Type: Premium - h

Edit Settings

Custom Caller ID ‘

o . —— , R
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6. All feature options for the seat type you selected are provided for editing.

User Administration

Modify Multiple End User Feature Settings

Select a Group SITE1L2 v | [Get|
Seat Type: Premium
Edit Settings

Custom Caller I

] on @ of \

Shared Call Appearance

0 on @ of

e on @ of

Configuration of Multiple Call Arrangements.

0 on @ of

0 e on @ of

Bridge Warning Tone

B @ None
Barge-in only
Barge-in and repeat every 20 seconds J

Welcome Email

e e ™ T e e

7. If you chose to not send the welcome letter to the primary admin or the end user, or if the user
misplaced their welcome email, you can selecting choose individuals within the group that should
receive the email.

8. Click the Send Welcome Email check box.

9. From the dropdown list, choose Admin Only, User Only or Both Admin & User.

et NN i TN e B T TN TN e,

Bridge Warning Tone

B @ None
Barge-in only
Barge-in and repeat every 20 secands

Welcome Email
W Send Welcome Email: Both Admin & User [+ h

Additional Features

] Yes @ o

End User Features

B @ on @ o

NUEY L NGSV_N5 NSV Nl & B S s o NP
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End User Fealures |

Oe on @ on \

B e on @ on

e on @ o Automatically retrieve the call after seconds

B e on @ on Play Ring Reminder when & call is forwarded.

Oe on @ on

0 e on @ o Number of rings before forwarding | 2

e on @ on

0e on @ on >

e on @ on

B e on @ on

e on @ on

[ e on @ of Warning Tone: Off

O e on @ o Flay Ring Reminder when a call is blogked

B e on @ on

e on @ on j
J\WMN—\‘H

10. Click the Check Box next to the feature that you wish to edit for selected users in that group, such
as Call Forward Always.

It WA A A e
’A End User Features

B a on @ of

/] on @ on

A e on @ o Automatically refrieve the call afier seconds

[ ® Call Forwarding Always @ on @ of [E] Piay Ring Reminder when a call is forwarded

O

on @ of

11. The field for the selected feature will now be editable. Select or input the information based on the
feature setting you're changing.

S ™, P ——
0 e on @ of
0 e on @ of
[ on @ of Automstically retrieve the call sfer seconds
2 Call Ferwarding Always © on @ of 2126551234 | [ Play Ring Reminder when s call is forwarded
On @
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12. Manage or change settings for Voicemail.

N A WSS . W an WIVDE o I/“/‘““’\/‘
Voice Mail
n
El - Select - \
" @ Standard
oe on @ of
[ @ on @ of
oe on © of
[ e on @ of
[ @ Forward & Delete
Forward to Email Addresses {comma
separated, Limited o 5 Email Addresses)
()] =
ae on @ on
[ @ on ' on
()] =
| @ @ on O o
Select End Users for application of changes
Search End Users
Full or partial search queries are OK. Wild card searches are not supparted
Find - Select - +  thatincludes [ clear | )
e P\ N, SN NPT

13. Scroll to the bottom of the screen to select the users within your group.

14. Use the Search option to narrow your search criteria.

15. From the Available End Users field, drag and drop the user(s) for which you wish to modify this
feature (you can also select them while holding down the Control button on your keyboard and then
click the right arrow in the middle of the columns), to the Selected End Users field.

16. Click the Save button.

17. All users identified in the Selected End User field, will be immediately impacted by the feature
setting change.

Note: At present, a maximum of 50 users can be moved to the Selected End Users field for

each bulk modification; if you have more than 50 users that need the same feature setting

change, you would be required to repeat this process multiple times.

\ﬂm{:“" WMMWW\ . r,-ﬂ»—w*‘r_\“ ““\,_.\,/\.J"A\HJ\

on @ of Phone numbers populated: 0

Select End Users for application of changes

Search End Users
Full or partial search queries are OK. Wild card searches are not supperted

Find | - Select - - thatincludes | clear |
Available End Users ‘Selected End Users

new, notifi (3802122860}
novm, third (3802125513)
tst, newvmus (3602122891)
ust, vmmsg (3802122890}
vm, sat (3802122802)

wm, third (3602125518)

user, 17jun (3802122870}

- novm, prem (3602122889)
user, aug7 (3602125516)

Doe, Jane (3602122855)

=——3 | Drag and Drop
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18. Click the Download Existing Users button, to export a spreadsheet that will indicate feature
settings for all of your users.
19. This spreadsheet is an easy way to ensure that features are set appropriately for each user.

User Administration i

‘ Bulk Upload Feature Settings ‘

1. Download the Bulk Load Template File (Excel).
2. Create your Bulk Load File as specified in the instructions.

3. Select the file:

" | VolP_Features_Bulkload_Templats xis

EH Validate and Process

Transactional History within the last 90 Days 'g Users e)

wora 00 BE
16

01/15/2016 10:39 P CST Download Users for Features 2016-01-15@2240 x5
01/14/201€ 04:01 PM CST Download Users for Features 15 2016-01-14@ 1602 xis
12/18/2015 08:29 PW CST 253023_253023_Features_20151218_2129.xls 1 2015-12-18@2129 xds
12/18/2015 09:28 P CST 253023_253023_Features_20151218_2127.xis 1 2015-12-18@2128.xls
12/18/2015 09:22 P CST 253023_253023_Features_20151218_2121.xls 1 2015-12-18@2122 Xl
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Modify Multiple Ender User Feature Settings — Bulk Upload

In addition to manually making changes to multiple users, you can manage multiple end user changes by
performing a bulk upload, similar to the bulk upload process used to build new users.

Click on User Administration from the main menu.

Click on Modify Multiple End User Feature Settings from the sub menu.

Click the Template File link to download your upload template.

Click on the Instructions link to review and print important parameters needed to perform bulk
feature changes.

Bulk Load Transactions will be displayed for 90 days in the Transactional History list. Click on
the appropriate link to review previously processed uploads.

PR

o

I User Administration ITrunkAdmlmstratlun Manage Services  Portal Administration Inventory Reports  Profile  Help
Y

Mansge Users  Customize User Templates  Bulk Load Users  Medify Multiple End User Festure Aﬁignmenll Modify Multiple End User Feature Seftings I

Activate Telephone Numbers (CSR Only)  Bulk 911 Registration
Tenant ID: 252023 Default Group: CENTURYLINK LAS VEGAS NV

User Administration

| Bulk Upload Feature Seftings |

1. Download the Bulk Losd Templats Fils (Excel). H
2, Create your Bulk Load File &s specified in the instructions h

2. Select the file : No file selected.

PN \alidate and Process.
Transactional History within the last 80 Days

11/12/2015 10:20 PM CST 253023 _253023_Features_20151113_2230.xls 1

File Name Count Report

2015-11-13@2230 xls

11/13/2015 05:18 PM C5T

253023_253023_Features_20151113_1717 xls 1 2015-11-13@1718 xls

6. Example of Bulk Load Feature Template, save to your preferred drive and populate with the
appropriate features before performing the upload.

A B C D E F G H [
CenturyLink VolP Bulk Load
Feature_TempIate Domain basad
Version 1.0 on what's in your MNone Barge-in
Hosted VolP only Barge-in
Data to be bulkloaded must be entered beginning on portal On or Off On or Off On or Of On or Off and repeat every On or Off On or Off
row 4. Enter domain 20 seconds
Red items are Required. Blue items are Optional. | name exactly as
it appears in your
Hosted VolP
1 Portal
. Anonymous

2 User Information Shared Call Appearance Call Rejection Auto Callback

Alert all

appearance for  |Allow Call Allow bridging

Click-to-Dial Retrieve from between Multiple Call Bridge Warning  |Anonymous Call l
3 Existing Portal User ID Existing Domain_|calls |another location locations Arrangement Tone Rejection Auto Callback I
4
5
6
7
8
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7. Refer to the Bulk Upload Instructions for required fields, and instructions on completing the bulk

upload spreadsheet.

8. Columns A and B are the only two required columns, the remaining are optional based on each

user requirements.

Bulk Upload

add and manage users/seals. Users/seals can be created, updated

Hosted VolP Administrator Portal
Bulk Upload Instruction Guide

IMPORTANT INSTRUCTIONS REGARDING THIS BULK UPLOAD TOOL:
* Column headings in RED are required fields for the Create action.
« Column headings Portal User ID and Domain are required fields for Update and Delete actions.
* Column headings in BLUE are optional fields (leave these fields as <REMOVE> if you don't want to enable an optional feature).
* <REMOVE> is applicable only for specified options in Column Requirements and only for the Update action.
+ Column Requirements are SPECIFIC and tASe, punclualion and while space sensitive.

5 .
:: CenturyLink-

é‘
K\

The bulk upload spreadsheet allows you to input all user/seat information inlo a spreadsheel thal can be essily uploaded to the portal to guickly
deleted using the bulk upload tool

Phone features

A Action Enter the action for each seat; options are: Create
* Create-adding a new user Update
« Update-updating an existing user Delete
* Delete-deleling an exisling user
B Portal User ID Enter a unique nams for the end user's |ogin ID to their john.doe
personal portal. Typically mirrors the naming convention of
their email address, excluding their domain name; this ID
must be at leasl 6 characters in length. If the user's email
address is: jochn.dos@company.com
c | Dgmaine, . | Enterthe generic or cuslunﬂwwm Ipggnturylink.c
e L EAELTE genene of cusion HARSGMIANC OGO e

9. Once the bulk upload spreadsheet is populated and saved, click the Browse button to locate and

select your saved spreadsheet.
10. After the file is selected, it will be displayed next to the Browse button.
11. Click the Validate and Process button to run your bulk upload.

User Administration

Bulk Upload Feature Seftings

2. Select the file:

02/01/2018 08:54 PM CST
02/01/2016 03:58 PM CST

02/01/2016 03:41 PM CST

1. Downlead the Bulk Load Template File (Excel).

2. Create your Bulk Load File as specified in the instructions

‘Browse_: | HVDS_VYolP_Features_Bulkload_Template xds h
Y €——

Transactional History within the last 90 Days

v 0 NEE @

Download Users for Festures
253023_253023_Festures_20160201_1558.xls

Download Users for Festures

Download Existing Users e

3-02-01@2055.xls

-01@1558.xls

Moo
2

6

16-02-01@1542.xIs
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12. A successful notification will be displayed if your spreadsheet was successfully validated; if there
were errors with your spreadsheet, an error message will appear.

13. In the Notification Email Address(es) field, enter the email address, or addresses, for any
individuals that should receive email notification upon completion of the upload.

14. Click the Submit button.

User Administration

J Bulk Load file validated. 263023_253023_Features_20180205_1018.xls passed all format validation cheds. (

Once the bulk load has completed, the following email address(es) will be sent a notification. You can edit the default address and/or add additional sddresses by
using a commen separator.

* Notification Email Address(es): hailaddz===admm_|:m

Cancel

h

15. You'll receive another notification, this one indicating that your upload is in progress, and an emalil

will be received upon completion.

16. At any time, click the Refresh icon, to update the status of your upload in the Transactional History

list.

User Administration i

cen press the refresh button below to view the results.

‘f Please note: The Bulk Losd of 253023_253023_Festures_20180205_1019.xls is in progress. A notificstion email will be sent when its completed, or you 6 —

Bulk Upload Feature Seftings

1. Download the Bulk Load Templste File (Excel).
2. Create your Bulk Load File as specified in the instructions

2. Select the file. No file selected.

EN Validate and Process.

Transactional History within the last 30 Days

02/01/2016 08:54 PM CST

02/01/2016 03:52 PM CST

w100 D08 EE
Datefiime Flie tiame m

Download Users for Features

253023_253023_Features_20160201_1553.xls 0

Dowmload Existing Users [} 6 —

17 2018-02-01@2055 15

2018-02-01@1559.x15
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Bulk 911 Registration

In addition to manually making changes to multiple users, you can manage multiple end user changes by
performing a bulk upload, similar to the bulk upload process used to build new users.
Use Bulk 911 Registration to change the registered 911 address for multiple users within a group.

1. Click on User Administration from the main menu.

2. Click on Bulk 911 Registration from the sub menu.

3. If you have multiple groups in your organization, click the Group you want to modify from the
dropdown list and click the Bulk 911 Registration button.

I User Admini i ITrunk“ inistration Manage Services  Portal Administration Inventory Reports  Profile  Help
&

Manags Users  Customize User Templates  Bulk Load Users  Madify Multiple End User Festure Assignment  Modify Multiple End User Feature Settings

Bulk 911 Registration
Tenant ID: 257205 Default Group: SITE 2 QX
User Administration

Bulk 911 Registration
This application may be used to update the 911 registration for multiple end users st a time

Select a Group: SITE1L3 - Bulk 911 Registration | (

4. At the bottom of the Bulk 911 — Add Location Screen, enter the Location Name, Address, City,
State and Zip Code for your change.
5. Click the Next button.

T & pﬁw A
route your §11 calls to the incomect 811 operatorBhd provide ifebrdct information to the $11 operator It you 163084t & permansnt change for your
locatian where 911 services are not svailsble. CenturyLink will disconnect your IP Voice service. (.. Show Less)

Location Name: Denver Office

Address: 521 14th Street

City: Denver

state w +  zie: [80202

= | cancer |

6. Your address will be validated, and if successful, you'll receive an address confirmation success
notification.

Enter an Address 2 option such as floor, cube, etc., if required.

Click the Next button.

© N

W.a.md&m\ﬁ;\rﬂmmH o gromnonnsb b, et Suaid )
route your 911 calls to the incomect 91 rstor and provide incomect inform&Tien to the 311 operator. If you requast s parmanent change for your 311 address 1o 3

location where 811 services are not available, CenturyLink will disconnect your IF Voice service. (.. Show Less)

o The sddress hss been confimed b

Additional information mey be entered in Address 2 field

Address: 921 14th St

Address 2 iz limited to 20 charscters.

City, State, ZIP Denver, CO 80202

) | cancel |
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9. Use the Search option to narrow your search criteria.
10. From the Search Results and End Users field, drag and drop the user(s) for which you wish to
modify this feature (you can also select them while holding down the Control button on your

keyboard and then click the right arrow in the middle of the columns), to the Add Users To field.
11. Click the Save button.

User Administration

Group: SITE1L2

Bulk 911 Registration - Select Users
Search End Users

Full or partisl search queries are OK. Wild card searches are not supperted.

Find [-Select- « thatinoludes | [clear |

MNote: Up to 25 End Users may be selected.

Search Results and End Users

Upgraded, Poly4 (p2086041425@saum0528.com) -

Upgrades, Foly5 (p2086041428@saum0526.com)

Upgrades, Poly (p2086041438@saum0528.com) testing, guestpin (pintesting@scrum0526 com)
Upgrade, Foly3 (p2086041428@scum0528.com)
US. escape (escapelS@saum0528.com)

ust, mytest [mytestusr@saum0528.com)

ust, newbas [newbasus@soum0528.com) @

usr, pinreset (pinresetusr@scrum0526.com) I —% Drag and Drop

[@= ==

12. To process your 911 Registration changes immediately, click the Change Now button.

13. 911 Registration changes will happen in approximately 15 minutes to all users identified, and all
users identified will receive an email notification of the change.

14. To schedule your registration change, click the Schedule a Future Change button.

S5et as Current Location x

‘Would you like to set this location as cument location now or schedule it fora
future change?

Change Mow Schedule a Future Change Cancel
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15. The Future Location address will be indicated.

16. Click on the Calendar icon to select the date you want your address registration to change.

17. From the Time dropdown list, select the time you want your address registration to change.

18. From the Time Zone dropdown list, select the appropriate time zone for the change.

19. Click the Save button.

20. The registered 911 address for the users identified, will occur on that date and time, and all users
identified will receive an email notification of the change.

Schedule Future Change X

My Future Location Will Be: 921 14th 5t
Denver, GO 80202

\
Date: 08/31/2015
Time: TR T }
500 AM -
Time Zone: T T —
Mauntain - y

Sawve ! Cancel |
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Manage Services

The Manage Services tool gives you access to Edit or Modify Group Services, Inbound Calling
features, Directories, and Group Settings.

1. Click on Manage Services from the main menu.
2. This displays the first level of sub menu items under the main menu.

User inistration Trunk inistration Services Portal Administration Inventory Reports Profie  Help
&

I Anywhere IAulDAﬂendanl Call Park  Escape to Operator  Maximum Cencurrent Calls  Musicon Hold  Paging  Froject Account Codes  Virtual Users F

Voice Mail Retrieval Number

Sub Menu

Tenant ID: 257381  Default Group:  [REELr ke

Anywhere
This application may be used to manage Anywhere Numbers for your Entesprise.

Select a Group: SITE 2 QX -

Add Anywhere Number
e ST

No records found.

Get

3. Hover over Manage Services from the main menu to display and access the remaining sub menu

items such as Outbound Calling Features, Inbound Calling Features, Directories and Group
Settings.

User Administration TrunkAdministratiunI Manage Services IPDHaIAdministratiun Inventory  Reports  Profile  Help

Group Services Inbound Calling Directories Group Settings Outbound Calling
Anywhers Call Pickup Common Phane List Schedules Dial Plan Paiicy

Auto Attendant ‘Contact Center ACD LDAF Sattings Device Managament Group Caller ID

Call Fark Hunt Groups Suppert Contact Extension Disling Palicy
Escaps to Operator Instant Group Call

Maximum Concurrent Calls >
Music on Hold

Faging

Project Account Codes

Virtual Usars

Vgioe Mail Retrieval Number J

Anywhere Name Anywhere Number Action

No records found.
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Anywhere

An Anywhere pilot number can be assigned to each tenant or group within a tenant. This allows users to
utilize their Anywhere feature to move active calls seamlessly from their IP handset to another designated
device, such as a mobile phone, or from their designated Anywhere device to their IP handset.

1. Click on Manage Services from the main menu.

2. Click on Anywhere from the sub menu.

3. If you have an Anywhere number programmed, it will be displayed including the Name and
Number.

4. If you have more than one group, click the dropdown list to select the group (location) that you want
to add/review/modify.

5. Once your group is selected, click the Get button.

User Administration TrunkAdministratmnI Manage Services IPnrta\Admimstratiun Inventory  Reports  Profile  Help
A

Anywhere [Auto Attendant Csll Park  Escape to Operator  Maximum Concument Calls  Musicon Hold  Peging  Project Account Codes  Virtual Users

Voice Mail Retrieval Mumber

Tenant ID: 257391 Default Group:  [Reiehrdelon)

Manage Services

Anywhere
This application may be used to manage Anywhere Numbers for your Enterprise.
Select a Group: SITE 3 @x v | (Gt h
Add Anywhere Humber
272028070 T27T2028070 [ Edit | [ Delete |

6. To Add an Anywhere pilot number to a specific group, select the correct group from the dropdown
list, and click the Get button.
7. Click on the Add Anywhere Number button.

Manage Services

Anywhere
This application may be used to manage Anywhere Mumbers for your Enterprise.

Select s Group: QCSITE + I: Get :I b
Add Anywhere Number
Anywhere Name Anywhere Number

Mo records found.
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8. To assign a number from your available inventory, click the dropdown list next to Anywhere
Number. You can select any available telephone number from any group.
9. The Anywhere Name, Calling Line ID First Name and Calling Line ID Last Name are prefilled
with the telephone number you assign.
10. All of these fields are editable, so you can change the information based on what your needs are.
11. The Time Zone will preselect based on the time zone for that group, this can be changed if needed.
12. Choose the appropriate settings for Prompt to Confirm Calling Location. and Silent Prompt
Mode.
e Always Prompt —when you dial the Anywhere pilot to make or move a call, you'll always be
prompted to enter your Anywhere device’s 10-digit phone number
e Prompt if Not Available (recommended setting) — if enabled, Anywhere identifies the 10-
digit number of your Anywhere device and does not require you to enter your 10-digit phone
number
e Never Prompt — if enabled, you’ll never be prompted to enter your 10-digit Anywhere device
number
13. Choose the appropriate setting for Silent Prompt Mode.
e Yes —ifsetto Yes, you'll NOT be prompted to enter your destination digits, the line will
remain silent
o No (recommended setting) — if set to No, you'll be prompted to enter your destination digits
14. The Anywhere Number can now be used across the tenant, instead of having to assign a unique
Anywhere number to each group. If you wish to use one number for your entire tenant, leave the
Users in Tenant radio button selected. If you want a unique Anywhere Number for each group,
click the Users in Group radio button as you define a number for each group.
15. Click the Save button.

Anywhere - Add
This application may be used to manage Anywhere Mumbers for your Enterprise.
= |= = required field.
* Group: QC SITE
= Anywhere Number: 3193211413 [QC SITE) - b
* Anywhere Name: 3193211413 \
* Csalling Line ID First Mame: 3153211413
* Calling Line ID Last Name: 3193211413
* Time Zone: (GMT-06:00) (US) Central Time >
Proempt to Cenfirm Calling Location: () Always Prompt (@) Prompt If Not Aveilable  (7) Never Prompt
Silent Prompt Mode: ) Yes @ MNe
Can Be Used By: (@) Usersin Tenant (7)) Users in Group J
save
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16. Once an Anywhere pilot number has been added, or if it already exists within a group, it will be
displayed as seen below.

17. Click the Delete button if you wish to delete an Anywhere pilot for that group.

18. Click the Edit button to change any settings for a specific Anywhere pilot number.

19. Always remember to click Save after making setting changes.

[ i

Anywhere
This application may be used to manage Anywhere Numbers for your Enterprise.
Action completed sucoessfully.

Selecta Group:  QC SITE + [(Get |

Add Anywhere Number

3193211413 3193211413 [ Edit | [ Delete |

Note: To move a call from an Anywhere mobile device to the user’s IP handset, a specific
setting at the end user level needs to be confirmed as enabled for each user intending to
move calls between devices.

20. Click on User Administration from the main menu.
21. Click on Manage Users from the sub menu.
22. Click the Edit icon next to the user you wish to edit.

User Administration ITrunkAdmmistratiun Manage Services  Portal Administration Inventory Reports  Profie  Help i
r .

Manage Users |Customize User Templates  Bulk Load Users  Modify Multiple End User Festure Assignment  Modify Multiple End User Feature Seftings

Bulk 811 Registration

Tenant ID: 257391 Default Group:

User Administration

Manage Users Create New User

This application may be used fo manage users for your Enterprise.

Select a Group: SITE1L3 -

Search End Users
Full or partial sesrch queries are OK. Wild card searches sre not supported

Find -Select- | thatincludes | clear |
fistions

user,mwi 7022171024 | 1024 Premium SITE1L2 e

H

0
g

user,comp 7023171022 1022 Premium SITE1L2

%
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23. Click the Features Settings tab.

24. Confirm or select the Allow Call Retrieve from another location radio button.

25. Click the Save button.

26. This user is now be able to move a call from their mobile Anywhere device, back to the IP handset
upon return to the office.

User Adminisiration

Manage Users - Edit End User

User Settings Feature Assignment Feature Settings Voice Mail Seftings. Alternate Numbers

‘Shared Call Appearance

Alert all appearance for Click-to-Dial calls: © on @ off

@ Allow Call Retrieve from another location: ® on © off b

Configuration of Multiple Call Arrangement

Auto Attendant

The Auto Attendant feature provides customizable answering and call routing options, giving you full
control over managing incoming calls. Auto Attendant answers incoming calls using a personalized
greeting that you record, provides incoming callers with a menu of options, and routes the caller to a defined
extension, mailbox or off-site phone number.

% Note: The maximum greeting length for an Auto Attendant is 240 seconds (4 minutes).

Click Manage Services from the main menu.

Click Auto Attendant from the sub menu.

Click the Add Auto Attendant button to program your Auto Attendant.

Any existing Auto Attendants for your chosen group will be displayed and can be Edited or
Deleted.

Select the group from the dropdown list that you’ll be adding or editing an Auto Attendant for.
Click the Add Auto Attendant button.

PodE

o u

User Administration  Trunk Administration Manage Services Portal Administration Inventory  Reports  Profile  Help
A

Anywhere] Auto Attendant § Call Park  Escape to Operstor Maximum Concument Calls  Musicon Hold  Paging  Project Account Codes  Virtual Users

Voice Mail Retrieval Number

Tenant ID: 257291  Default Group: (LB Eht et )

Auto Attendant
This application may be used to manage Aulo Attendants for your Enterprise.
Select a Group: SITE1L3 7 e e

Add Auto Attendant

Ahtest 7023171039 (" Edit | [ Delete |
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7. Enter the Auto Attendant Name, letters or numbers only, no spaces or special characters.
8. From the dropdown list, select a Phone Number from your inventory that you would like to assign to

this Auto Attendant.

Note: If there are no phone numbers available in your inventory, you’ll need to contact your

Account Manager to have one added.

9. From the dropdown list, select the Time Zone this Auto Attendant will use.
10. Enter a PIN in the Auto Attendant PIN and Confirm Auto Attendant PIN fields, they must match.

11. Click the Save button.

Auto Attendant - Add

* Group: SITE3L3
* Auto Attendant Name
* Phone Humber:

* Time Zone

* Auto Attendant PIN: 123456

* Confinm Auto Attendant PIN:

123456]

[E3]==

6142103235 (SITE 3 L3)

MinneapolisAA

-

(GMT-06.00) (US) Central Tme

List of Auto Attendants

12. You receive notification that your action was successful.
13. Click the Edit button to continue with the Auto Attendant configuration.

Auto Attendant
This applicetion may be used o manage Auto Attendants for your Enterprise.

J Action completed successfully.

Select a Group:

Add Auto Attendant

Mame

SITE2L2 v [ Get

Telephone Number

MinnespolisAA 6142103285

@ o)

oo ]

Actions
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Change Auto Attendant Number

This feature allows you to change the lead Auto Attendant number, without having to delete and reconfigure
existing settings.

1. Click Manage Services from the main menu.
2. Click Auto Attendant from the sub menu.
3. Click the Edit button for the Auto Attendant you want to manage.

User Administration  Trunk Administration | Manage Services | Portal Administration  Inventory  Reports  Profle  Help  CSR Only
N

Anywherel Auto Attendant ICau Park Escape to Operator Maximum Concurrent Calls  Music/Message on Hold  Paging  Project Account Codes  Virtual Users

Voice Mail Retrieval Number

Tenant 1D: 253023 Default Group: LAS VEGAS NV (a-406) Change Group

Manage Services

Auto Attendant

This application may be used to manage Auto Aftendants for your Enterprise.

Select a Group: LAS VEGAS NV (a-408) [ met |

Add Auto Attendant

LasVegasAA 6123958889

nagctil 3185827135

4. The number currently assigned to that Auto Attendant is displayed.
5. Click the Change Number button.

Manage Services
Auto Attendant - Edit
Profile Feature Settings Configure Auto Attendant
* Group: LAS VEGAS NV (a-406)
* Auto Attendant Name: LasVegasAA
* Phone Number: 6123958869 Change Number h
*Time Zone: (GMT-07:00) (US) Mountain Tim +
[cancel |

6. To assign a new number from the existing group, click the Phone Number dropdown list and select

an available number.
7. Click the Submit button.

Change Number I

*fou are changing the number of this service by selecting a new number below.

* Phone Number: [5123958896 (LAS VEGAS NV (a4 ~ {lwiwmttmsmmsmether group |

|' 6123953806 (LAS VEGAS NV (a-406)) |

page 92 of 254

Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



A -
N CentUFYLlnk

8. If the new number you want to assign is in another group (site), click the Select from another
group button.

Change Humber

“fou are changing the number of this service by =electing a new number below.

* Phone Humber: - |‘ Select from another group \|

9. Select the group from the Select another group dropdown list where the number is currently
assigned.

10. Select the new number from the Hosted VolP Number dropdown list.

11. Click the Select button.

Select Phone Number From Another Group

Select another group: CENTURYLINK (a-402) (a-402) - b
Hosted VolP Number: 6123979371 (CENTURYLINK (a-40. ~ b
select G R
4

12. Click the Submit button.
13. The new number is now the lead number for that Auto Attendant.

Change Number I

ou are changing the number of this service by selecting a new number below.

* Phone Humber: §123579371 (CENTURYLINK (a-40. - | Select from another group |

G | 2
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Features Settings

From Features Settings within the Auto Attendant feature, customize each Auto Attendant individually
based on requirements for each.

1. Click the Features Settings Tab.
2. Make various settings changes to your Auto Attendant as you're able to on an individual user level.
3. After settings are made, click the Save button.

Auto Attendant - Edit

Profile Feature Seftings Cenfigurs Auto Attendant

End User Features. |

®  Anonymous Call Rejestion O on ® on
@  Call Forwarding Always O on ® on l:l [ Fiay Ring Reminder when a call is forwarded.
@  Call Forwarding Busy Con @ on l:l
®  Call Forwarding Selective O on ® on ‘EI
@  Call Notify on o ooR [Eait )
@ Do NotDisturb O on ® on [ Fisy Ring Reminder when s call is bioced >
@  Selective Call Acceptance on - of [(Edit ]
@ Selective Call Rejection on (@ of [CEdit )
@ Send All Calls to Auto Attendant: ® on O o
@ Send Busy Calls to Auto Attendant: O on ® on
® :;::;lar:nswerzd Calls to Auto O on ® on
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Configure Auto Attendant

Within configuration, is where you’ll determine press offs and where they go, hours for daytime and
nighttime options, etc.

1.
2.

Click on the Configure Auto Attendant tab.

Click on Tabs or Links to access scheduling options, menu options, announcements, extensions
and advanced features.

Help is always available throughout the entire Auto Attendant programming sequence.

To access Help, click the Gear dropdown list, and select Help from the list.

This provides a link you can review for assistance and descriptions of the features within the Auto
Attendant configuration pages.

Click the Schedule or Menus tab to start your Auto Attendant configuration.

Auto Attendant - Edit

Profile Festure Settings Cenfigure Auto Attendant

LasVegasAA G - [ —

Premium Attendant

Schedule

Memes  Announcements

M=in

Activation Status

and holidays, so that differant menus

— | can be played based on time and day,

| Configure your weelkly schedule é_
Your Premium Attendant is omenthy on, a |

Define the menus that your callers will
L =" | be offered, and the actions they can
" =" | choosa from,
Service Status -
Your current period s Working Hours, and Record the announcements your
callers are being played your @ caller will hear,
Working hours menu. Bl
The configuration contains no emors,
® —- | Manage the extensions your caller
x | can transfer 1o,

Configure the advanced settings that

apphy 2 2l your s,
OH pphy atross il yiowr menus, j

|. Cancel |
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7. To set your Schedule, click on the “An example schedule that you can customize” link, this is
the recommended option.

8. By setting Business and Non-Business hour Schedules, you can provide your customers with
different greetings and options for Business hours and Non-Business hours.

Auto Attendant - Edit

Profile Festure Settings Configure Auto Attendant

MinneapolisAs

Premium Attendant

Main

Menus | Announcements  Bsensions | Advanced

Define when your different menus are played to callers based on the time, or day of
the week.

To begin, you can start with:
= An example schedule that vou can customize (recommended h
= A blank schedule

Add Mew Period || Rensme || Delete | Apphy || Cancel
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10.

11.

12.

13.

14,

By using the recommended Schedule, standard business hours are set to 9:00 a.m. to 5:00 p.m.,
with lunch from 12:00 p.m. to 1:00 p.m.

To modify this Schedule, click on the Paint Brush under the Periods section, and click/drag the
correct color based on the change you wish to make, Lunch, Weekend, Working Hours, All Other
Times and Special Days.

To change your business hours to 8:00 a.m. to 5:00 p.m., click the Red Paint Brush, and drag it
from the Monday 8:00 a.m. cell to the Friday 8:00 a.m. cell. Those cells with turn Red to indicate
Working Hours.

To remove the lunch hour from 12:00 p.m. to 1:00 p.m. and make those working hours, repeat the
same steps as above. Once you apply Working Hours from 12:00 p.m. to 1:00 p.m., those cells with
also be Red.

To make additional changes to the schedule, click on the corresponding paint brush based on the
type of hours you need to change and click Apply.

The default time increment is 1 hour, to change to 15 minute increments, click the Zoom In link or
the magnifying glass.

Auto Attendant - Edit

Profile Feature Settings Configure Auto Attendant

MinneapolisAA

Premium Attendant

Main Menus  Annocuncements = BExtensions | Advanced
Periods Lunch
&Lumh . Cnrring this period, use this meme: [ Slect Menu... ]
S ——— - Mon Tue Wed Thu Fri Sat Sun
F - o e
A =FEn g=_|- ““ Click and Drag
/iy Working Ho.. = | [N I I I N S
oo s
A mepleres | | | | | |
JiSpecial Days 11 o NN N I I Click and Drag
- .- I I I I N =
5 . I I I I I N
. I I I I N e
oy | 7 | | [ | |
— I .
B Zoom In h
[ Acd New Period |[ Rename J[ Deiete |
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15. You can now adjust your schedules by 15 minute increments.
16. Click the Zoom Out link or the magnifying glass to return to 1 hour increment formatting.

Auto Attendant - Edit

Profile Feature Settings Configure Auto Attendant

MinneapolisAA O~

Premium Attendant

Memus | Announcements | Bxtensions | Advanoed

Periods Lunch
Duwring this period, use this menu: | Select Menu... [l

ﬁiLumh [ =]
/i Weekend =
/i Working Ho... 5=
/i Al ather tim...[=
/i Special Days iz |

Mon Tue Wed Thu Fri Sat Sun
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17. Name your Menu by clicking the dropdown list associated to “During this period, use this menu:”
18. From the dropdown list, select Create New Menu.

Auto Attendant - Edit

Profile Feature Settings Configure Auto Attendant

MinneapolisAA 2~

Premium Attendaint

Menuss  Announcements  Extensions | Advanced

Periods Lunch

&Lumh - Cuwring this period, us=a this manu ESeIeu:t e, ., {a |

Jf\Weekend =
/i\Working Ho... =
i\ All other tim...[T=
/I Special Days iz |

[ Add New Paiod || Rensme J[ Delese |

19. Enter the Name and Description of your Menu, a description is optional
20. Click the OK button.

Choose a name for the new menu.
You may also provide a desaription.

Mame: | Business Hours

Desoription|| Business Hours Meny
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21. Click the Apply button to apply your Menu Name and Description to that schedule.
22. Go through all of the Periods by clicking on each one and apply a Menu Name. They can all have
the same Menu or have unique Menu options for different times of the day, week and holidays.

23. Once all Periods have a Menu assigned, click the Apply button.

MinneapolisAA List of AutoAttendants

Profile ] ( Configure Auto Attendant 1

6123979371 = ¥

MinneapolisAA
Main Schedule | Menus | Amnouncements Extensions Advanced
Periods Working Hours
During this period, use this menu:h
&Lunch = e ' =]
HMon Tue Wed Thu Fri Sat Sun

&Week&nd =
- &Wcrking Hours =
/is Al other times  [T=
&Special Days ﬁl

Add New Periad | Rename | [ Delete | Apply ]| cancel |

page 100 of 254

Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks

are the property of their respective owners.



A -
N CentUFYLlnk

24. Click on the Menus tab.

25. You'll then go through the General, Keys, Timeout and Reference tabs to assign the Menu
options.

26. Enter a Name for your Menu, such as Business Hours.

27. You can also enter a brief Description of the Menu.

28. From the dropdown list, select a Menu Announcement. You can Create a New Announcement or
select from an existing Menu Announcement.

29. If you choose to Create a New Announcement, you’ll need to name the announcement, and will
then record the announcement later in the setup process.

30. Click the Apply button.

31. Click on the Keys tab to continue.

Manage Services

MinneapolisAA List of AutoAttendants

(Pmﬁle ][ Configure Auto Attendant l

MinneapolisAA I ®12)3979371 8 F
Main | Schedule J| Menus I.r-mc-urcenents Extensions || Advanced

Menus I General | Keys | Timeout | References I

f'f This menu contains errors.

Name | Business Hours

Description Minneapolis Business Hours

Menu annuuncement‘ MSPAA - &

Select announcement...
Creatz new announcement...

32. From this screen you’ll determine the options that your callers will be presented with based on the
key they press on their keypad.

33. Click on the dropdown list next to each keypad option. Examples of menu options are:

a. Transfer to phone

b. Dial by Extension

c. Dial by Name

d. Replay Menu

e. Etc.
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Manage Services

MinneapolisAA List of AutoAttendants

[Pruﬁle [canﬁgure Auto Attendant [

Premium Attendant Settings
MinneapolisAA (612) 397 9371 (Y}
Main Schedule Menus Announcements Extensions Advanced
Menus General | Keys | Timeout | References
'ii':’ o 1
S\ Z 2 Do Mothing
3 Do Mothing
4 Do Mothing
5 Do Mothing
6 ||trtercept Mailbox Do Mothin
Go to Menu -
" Do Nothing
7] |return to Previous Menu Do Hothin
Replay Menu Do Mothing
BN announcement - Return
g ||announcement - Hang up Do Mothin
o e =] Do Nothing
_# ) [Use Default [=] Replay Menu
- % | [use Default [¥] Returnto Previcus Menu
Add Hew Menu apply || cancet |

34. For each option you want to program, click the dropdown list and select the action you want to
assign to that key.
35. If a “?” appears for any of your selections, click on the “?” for additional information.
36. The instructions will provide you with the additional information necessary to complete that action.
37. This Menu will provide callers with the following options. The announcement played for the caller
should audibly reflect these options:
a. To dial by name, press
b. To speak to John Doe, press 2
c. To replay this menu, press 3
d. To dial by extension, press 9
38. Click the Apply button. Clicking the Apply button throughout the Auto Attendant programming
process, saves any settings you’ve selected to that point.
39. Click on the “?” next to options 1 and option 9 to further process this menu.

Manage Services

MinneapolisAA List of AutoAttendants

Profile || configure Auto Attendant

I

MinneapolisAA (612)397 9371 10 7
Main || Schedule || Menus | Anncuncements | Extensions | Advanced
Menus General | Keys | Timeout | References
Search fo 1 ) |Dial by Name =] @
AN “ | 2 [Transfer to Phone [x] [a3ss -
3 ) [Replaymenu  [¥]
4 ) [Use Default [¥] Do Nothing
5 | |Use Defautt [*] DoMNothing
6) [aosn_[v] Daothing
7 ) [Use Default [¥] Do Nothing
8 Usa Default ﬂ Do Nothing
o) pamoeme ] @ | €
0 ) |useDefa :
- If you offer your callers this option, then you
# ) [Us= Defauf must also do the following:
< | % [UsaDefad » Define the extensions your callers can dial
— by going to the extensions tab once you have
JE—— applied your changes on this page.
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40. Click on the Announcement tab or the Announcements link to upload or record the
Announcement for your Menu.

MinneapolisAA List of AutoAttendants

(Pmﬁle ][canﬁgum Auto Aﬂendantl

MinneapolisAA

(612)3979371 2 7

Main | Schedule Menus Extensions Advanced

Activation Status N
Configure your weekly schedule and

holidays, so that different menus can be

“four Premium Attendant is currently OFF and callers played based on time and day.

will be told that this number is unreachable.

Define the menus that your callers will
be offered, and the actions they can
cheose from.

Record the announcements your caller h
will hear.

Service Status

No menus are currently being played to callers, as
your Premium Attendant is turned off.

There are no schedule periods
configured.

Manage the extensions your caller can
transfer to.

Configure the advanced settings that
apply across all your menus.

41. Click on the Add New Announcement button to upload an existing announcement file or record a
new file via phone.

Manage Services

TestAA List of Auto Attendants
Profie Configure Auto Attendant
TestAA [-23

Wan | Schadute | aras tensors | Adanced

Record announcements to be used with your menus.

T your computer does not have a microphone, you can upload existing recordings or call your Premium
Attendant access number.

To begin, click the "Add New Announcement’ button below.

[ Add Hew |

| [ Dovmicad recording repart...
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42. Enter a Name for your Announcement greeting.
43. Enter a Description of the Announcement, this is optional.
44. From the Record/Play Announcement dropdown list, choose how you want to record or upload
your Announcement:
e Record/Play Announcement — allows you to play/review existing announcements or record
announcements from your computer
Upload Announcement — allows you to upload your announcements
e Record By Phone — allows you to record your announcements by phone

Manage Services

TestAA List of Auto Attendants.

Name: | MainGresting H |

linneapolis Business Hours Gresting ur Premium

45. To Record or Play an announcement, select Record/Play Announcement from the dropdown list.

46. Click the Red Record button to record your announcement; you must have adequate flash settings
and microphone on your computer to utilize this method.

47. Click the Blue Play button to play/review your announcement.

48. When the announcement is recorded, click the Add button.

Add Announcement

Mame: |E—:er name...

Deescription:

Enter cptional description...

| Record [ Play Anncuncament EI

00:00 / 00:00
| o | P || e— I-I»:} Ql-ﬂ'

add || Cancel |
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49. To upload an Announcement, select Upload Announcement from the dropdown list.
50. Click the Browse button to find the announcement file within your system.
Note: Your recorded announcement must be G.711 (CCITT) 8 kHz 8 Bit Mono u-Law WAV

file.

51. Once your file is applied, click the Upload button.

52. After the upload, click the Add button.

Add Announcement Add Announcement
Name: | Enter name... | Mame: Enter name...
Description: Description:

Enter opticnal description... Enter optional description...

[]

Upload announcement

[]

| Uplead announcement

Record your announcement as a G.711 (CCITT) & kHz & Bit
Mono u-Law WAV file and then upload it below.

News file:

i | test_businessartg wav

Current file:
No file currently uploaded

Cancel

i ] ()

Record your announcement as 3 G.711 (CCITT) 8 kHz & Bit
Mono u-Law WAV file and then upload it below.

Mewr file:

test_businessgrtg wav

Currant file:
test_businessgrig.wav (13.9 seconds)

=
==

53. All Announcements are noted with an Announcement ID as well as a Name and your Description.
54. To play/review an Announcement, the Blue Play button next to the Announcement you wish to play.

p—
TestAA Name: | MainAA Gresting
Description:
Frofile Configure Auto Attendant Test Gresting
| Record [ Play Anncuncement EI
100 MainAA Grasting Test Gresting I M- :':"“'Ir LIBE]
. | > | | &%
| |

[__Add New Announcement || Gewte || Dovmicad recording report.. | | Save |
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55. Click on the Record by Phone button.
56. Enter a Name for the announcement and a description (optional).
57. Click the Add button.

58.

59.

60.

61.
62.
63.
64.
65.

MinneapolisAA List of AutoAftendants

[ pmﬁ.e](c.mngm Auto m..da..tl

Brens
Add Annour

T \ 5 | Name: [ MzPBHAA |
MinneapolisAA | pescription: 2) 397

) 397 9371
Minneapalis Business Hours Auto Attendant
Namd

Search for name, dest @ Play / Record Announcement

@ Upload announcement

@ Record by Phone

ncement, dial your Premium
and follow the prompts to edit

mber, and foll
. Enter the announcement number 101

Your Announcement will be assigned a 3-digit Announcement number. At this point, nothing has
been recorded.
To Record by Phone (greetings):

e From Within the Office — press the Message button you use to access voicemail. When
the voicemail system answers, press the *# keys. Enter your Premium Attendant number,
this is the number you assigned to your Auto Attendant and follow the prompts.

e From Outside of the Office — dial your Voicemail Retrieval Number. When the system
answers, enter your Premium Attendant number, this is the number you assigned to your
Auto Attendant, and follow the prompts. ** Refer to your Welcome Email or hover over Help
on the main menu of your Administrator Portal for your Retrieval number.

The first time you access your Announcement, you’ll be prompted to set a passcode. Create a
passcode that is a minimum of 4 characters.

To change your Auto Attendant Configuration, press 1.

To edit your Announcements, press 2.

Enter the number of the Announcement from the portal that you wish to record, followed by #.
Follow the prompts to record, review and save your Announcement.

You can review your Announcement by clicking on the Play button within the portal.
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Manage Services

MinneapolisAA

List of AutoAttendants
Profile ]( Configure Auto Attendant 1
MinneapolisAA w37 = Y
Main Schedule Menus || Announcements | Extensions Advanced
|l Name

Description

|Search for name, description or announcement number...

(=] |T\ 100 MSPBHAA Minneapolis Business Hours Auto Attendant

[ Add New Announcement H Delete H Download recording report...

66. You can now assign this Announcement to your Menu by clicking the Menu tab.

67. Click the Menu Announcement dropdown list and select the Announcement you just recorded
68. Click the Apply button to apply your Announcement to that Menu.

Manage Services

MinneapolisAA

List of AutoAttendants
Profile ]( Configure Auto Attendant 1

Premium Attendant

Minneapolis.

Ak (612) 397 9371 8 2
Menus

General | Keys | Timeout | References

A, This menu contains errors.
Name

[ Business Hours

Description

Minneapolis Business Hours

Menu announcement [salect

nt.

[=] A
Select announcement...
Create new announcement...

MSPBHAA

Add New Menu

are the property of their respective owners.
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69. When prompt assignments were made for Dial by Name and Dial by Extension, you were provided
with a “?” directing you to proceed to another area within the Auto Attendant to complete
programming of those features.

70. To continue with those features, click on the Extensions tab.

Manage Services

MinneapolisAA List of AutoAttendants

Profile | Configure Auto Attendant

MinneapolisAA ©123979371 & 7

Main Schedule Menus Announcements Extensions Advanced

Menus. General | Keys | Timeout | References

1 ) |Dial by Name - @

“ | (2 [Transfer to Phane BT -
=
5 [Uesodak [v] Donating

7 [tk [5] Dotenn
\WseDefagte  [~] Do Mothing

ooty s ] @
rrra—
&) [Useoded — [v] Revleytens

~ | = Return to Previous Menu

B

<2

71. Use the Scroll Bar to find the employees you wish to add to the Dial by Name and Dial by
Extension options.

Note: Each user must have recorded their name for the Dial by Name prompt. If this is not
done, you can record the user’s first/last name via the portal, if you have a sound card and
microphone, or by phone by selecting the Auto Attendant configuration option. Even though
it may indicate “record” next to a user’'s name, they may have recorded their first/last which
then does not require you to rerecord it.

72. Click in the Check Box next to the users you want to add and click the Mark As Included button.

Manage Services

MinneapolisAA List of AutoAttendants

Profile || configure Auto Attendant

MinneapolisAA ©12) 3979371 & 7

Main | Schedule | Menus | Announcements || Extensions | Advanced

Business Group Extensions | Additional Extensions

[C] Extension  Name Telephone Number Department Spoken Name

| search for entry by extension, name or number...

[ 7762 253023 (801) 530 7762 None lﬁ record il
q 9365 Griffin, Peter (612) 397 9365 Mone =

9366 Griffin, Lois 1612) 397 9366 None QT

9367 Griffin, Meg (612) 397 9367 Mone

9368 Griffin, Chris (612) 397 9368 Mone o} record

[ 9389 253023 (612) 397 9369 Mone o} record

[ 9370 253023 612) 397 9370 None o} record I%

N

New Business Group Extensions will be automatically included

| [ Mark As Included ][ Mark As Excluded |
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73. Click on the Advanced tab, Default Keys.

74. This allows you to configure default actions for specific keys that will be available in all menus,
unless they are assigned alternate options. In this example, if “*” is not assigned another action, all
Menus will allow the caller to Return to the Previous Menu by pressing the “*” key.

75. If any changes are made, click the Apply button.

Manage Services

MinneapolisAA List of AutoAttendants

( Profile ][ Configure Auto Attendant 1

MinneapolisAA 6123979371 B 7

Main Schedule Menus | Announcements Extensions | Advanced

Default keys JError handling | Other settines

1) onathing  [+]
2) onathing  []
3 [Cotothing ]

This page allows you to configy .4 |Do Nothing

default actions for each key thata | 5

caller can press.

These actions will be available to —
callers in all menus unless you 7
by T the per menu connguration. (8D
¥
0
#
S

il

‘ ,';p:‘;" Cancel

76. Click the Error Handling tab.

77. This allows you to change system parameters for Timeout, Call Transfer, Unknown Input and
Invalid Extension.

78. Select options from the dropdown lists to modify the system parameters.

79. When all changes have been made, click the Apply button.

Manage Services

MinneapolisAA List of AutoAttendants

( Profile ][ Configure Auto Attendant 1

MinneapolisAA ©12)397 9371 = 2

Main Schedule Menus | Announcements Extensions | Advanced

Default ke 's! Error handling I Other settings

Timeout Call Transfer

Menus time out if a caller doesn't press a key within If a call transfer fails: |[Hang up thecall | =] h
seconds.

After menu timeouts:

| System announcement then hang up[= | h

Unknown Input Invalid Extension
If the caller selects an unassigned key times: If the caller dials an invalid extension times:
‘Systam announcement then hang upEI Hang up lz'
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80. Click the Other Settings tab.

81. Select from the dropdown lists options to change configuration for dial by name and extension, and
for sending callers to an Intercept Mailbox (this is a greeting only mailbox for information purposes).

82. When all changes are made, click the Apply button.

Manage Services

MinneapolisAA List of AutoAttendants

( Profile " Configure Auto Attendant 1

MinneapolisAA ©12)397 9371 8 T

Main Schedule Menus | Announcements Extensions | Advanced
Default keys | Ervor handling | Other settines

‘When a caller dials the name of an extension or mailbox they wish to transfer to,

match against configured extensions based on: First and last names ﬂ H
The Intercept Mailbax action directs your callers to the voicemail account: .0, (123) 456 7890 b

==

83. Once all Auto Attendant options have been made and applied, click on the Main tab from anywhere
within the Auto Attendant feature.

84. Your Auto Attendant will be turned “Off” until all programming is completed and there are no errors in
the configuration.

85. The Service Status area of the Main screen will update you if there are any errors. Errors will be
indicated with Blue and Yellow warning triangles. Click on the warning sign for instructions to
correct your error.

86. Click on the Warning Sign and you’ll be informed of what the error is.

87. Once all errors are corrected, click the Turn On button to activate your Auto Attendant.

88. Your Auto Attendant will follow the Schedule you set up, provide the Announcement that you
recorded, and provide the caller with the Prompts that you selected.

89. If you wish to turn off the Auto Attendant, click the Turn Off button that will be activated once the
Auto Attendant is turned on.
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Manage Services

MinneapolisAA List of AutoAttendants

[Pﬂ)ﬁle ] ( Configure Auto Attendant 1

MinneapolisAA (612) 3979371 B 7

Main |{ Schedule | Menus | Announcements | Extensions | Advanced

Activation Status N
Configure your weekly schedule and

holidays, so that different menus can be
‘Your Premium Attendant is currently OFF and callers played bésed on time and day.

will be told that unreachable.

Define the menus that your callers will
be offered, and the actions they can
cheose from.

Service Status

No menus are currently being played to callers, as
your Premium Attendant is turned off.

@ The configuration contains no errors.

Record the announcements your caller
will hear.

Manage the extensions your caller can
transfer to.

Configure the advanced settings that
apply across all your menus.

Settings

Settings allows you to change the Time Zone and Password for your Auto Attendant.

1. Click the Settings tab.
2. From the Account tab, click the Personal Details Edit link.

BeckyTest List of Auto Attendants

Frofile Configure Auto Attendant

BeckyTest |8~ |

Premium Amendant

Personal Details  =dit

Name BeckyTest

Department None

Timezone (GMT-5.00) America/Central
Security

Account Password change
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3. From the Timezone dropdown list, select the time zone you want to apply to your Auto Attendant.
4. Click the Save button.

BeckyTest
Profile Configure Auto Attendant
BeckyTest &-

Premium Attendant

Personal Details

Name | BeckyTest

Department | Nane 1
Timezone |{(GMT-6.00) America/Chiczoo [ | Save Il Cancel I
Security

5. To change the password for your Auto Attendant, click the Change link.

BeckyTest List of Aute Attendants

Prcfile Configure Auto Attendant

BeckyTest L~

Premium Attendant

Personal Details  =dit

Name BeckyTest

Department None

Timezone (GMT-5.00) America/Central
Security

Account Password change b

6. Enter the current password in the Current Password field.

7. Enter the new password in the New Password field.

8. Re-enter the new password in the Confirm New field.
Note: If you did not log into your Auto Attendant vial the Voicemail Retrieval number to
define a current password, the default password is 000000.
Note: This password will be used to access your Auto Attendant via the phone, so it should
be a numeric password.
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9. Click the Confirm button.

Manage Services

BeckyTest
Profile Configure Aute Attendant
BeckyTest L5

Calle
Calis

Personal Details

Change Account Password

Current password:
Security New password: E:l
Canfirm naw | essess

passwond:
| Cancel |

Call Park Group

Call Park Group lets you define Call Park Groups that allow users in those groups to park calls within their
group. Calls are Parked and Retrieved using a softkey or predefined access code.

1. Click Manage Services from the main menu.

2. Click Call Park from the sub menu.

3. If you have multiple groups, select the group you want to add a Call Park Group to from the
dropdown list.

4. Click the Get button.

User Admi ation  Trunk Admini miunI Manage Services IPurtaIAdmimstratiun Inventory  Reperts  Profile  Help
A

Anywhere Auto Attendant I Call Park IEmpE to Operator  Maximum Concument Calls  Musicon Hold  Paging  Project Account Codes  Virtual Users

Voice Mail Retrieval Number

Tenant ID: 257351  Default Group: [l ket

Call Park

This application may be used to manage Call Park Groups for your Enterprise.

Select a Group: SITE1 L3 - L Get | b
Create Hew Call Park Group Edit Group Level Seffings

1 callpark L Edit ] l Delete ]
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5. Ifany Call Park Groups currently exist for the selected group, they’ll be displayed and can be
Edited or Deleted by clicking the appropriate button.
6. Click the Create New Call Park Group button.

Call Park
This application may be used to manage Csll Park Groups for your Enterprise.

Selecta Group. ac Lo | (et ]

Create New Call Park Group Edit Group Level Seftings

Call Park name Actions

CallParkTest

neww

7. Enter a descriptive name in the Call Park Group Name field.

8. Enter search criteria for the users you would like to add to a Call Park Group.

9. If you have less than 1000 users, you’re not required to Search for individual users. All users in the
Group will be listed under Search Results and End Users.

10. Drag and drop the user(s) you would like to add to the Call Park Group from the left column to the
right column (you can also select them while holding down the Control button on your keyboard and
then click the right arrow in the middle of the columns).

11. Click the Save button.

Manage Services

Call Park Group - Add
This application may be used to manage Call Park Group for your Enterprise.
*is a required field

*Call Park Group Name HRCall Park Group

Group: AZAD QC LOCATION

Call Park Group - Add Member

Search End Users

Full or partial search queries are OK. Wild card searches are not supported

Find - Select- ~ thatincludes

Search Results and End Users Add Users to

rel Sep(seprel@azadhvdssep.com) m test,aaB0231(aaB0231@ctvoice.com)
device VDM{vdmdevice@ctlvoice.com)

testreeshmaireetester@azadhvdssep.com)

m

4
el

tst1,grpi(group1@azadhvdssep.com)

= ‘) Drag and Drop

Doe John(johndoe@ctvoice.com)

e

vmtst AF(AFvmitsi@azadhvdssep.com)

guntaka vinay(VoiceMailTesting@ctivoice.com)
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12. The new Call Park Group is displayed.

13. Click the Edit Group Level Settings to manage settings within a Call Park Group.
14. Locate the Call Park Group to manage and click the Edit button for that group.
15. Click the Delete button to delete a Call Park Group.

Manage Services
Call Park
This application may be used to manage Call Park Groups for your Enterprise.

Action completed successfully.

Selecta Group:  AZAD QC LOCATION ~

Create New Call Park Group | Edit Group Level Settings
] Cat Park name

1 HRCall Park Group

Actions

2 testd

16. Please note that changing settings at this level will impact all Call Park Groups within this group as
a whole, not just one Call Park Group.

e Recall Timer in Seconds — number of seconds the call will be on Park until it recalls to the
device it was parked in if it is not picked up elsewhere

o Display Timer in Seconds — controls how long the server waits before releasing the parked
call

17. Make any settings changes you want to for the entire group.
18. Click the Save button.

Manage Services

Call Park Group - Edit Group Level Settings
*is a required field

*Recall Timer in Seconds: 45 Enter value between 30 and 600 seconds
= Display Timer in Seconds: 5 Enter value between 2 and 15 seconds
* Enable Park Destination Anouncement: ) Yes @ Mo b
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Escape to Operator

Escape to Operator allows you to setup phone numbers that calls can be transferred to when a caller
presses 0 (zero) during the recipient’s voicemail greeting. If you have multiple groups (locations), each
location can Escape to a different operator. Within a group, you can have multiple groups that ring to
different operators such as administrative assistants.

1. Click Manage Services from the main menu.

2. Click Escape to Operator from the sub menu.

3. If you have existing Escape to Operator Groups set up, they’ll be displayed below.

4. Select the group you wish to manage from the Escape To Operator dropdown list and click the Get
button.

5. To add a new group, click the Add Escape to Operator Group button.

User As istratien  Trunk Admi ation I Manage Services I Portal Administration Inventory ~ Reports  Profile  Help
.
Anywhere  Auto Attendant  Call F‘all:I Escape to Operator | G Calls  Musi Hold Paging Project Account Codes  Virtual Users

Woice Mail Retrieval Number
Tenant ID: 257391 Default Group: Change Group

Escape To Operator
This application may be used to define Escape To Operater Mumbers which can then be sssigned to some or All Users via Manage Users or Bulk Load

Select a Group: SITE1 L2 - | (et | b
i — e —
etotestt 7023171022 ((Edit | [ Delete | [ View Members |

I Add Escape To Operator Group I

6. Enter the Escape to Operator Group Name, this should describe the destination/person callers
assigned to that group ring to.

7. Select the Escape to Operator Number you would like to assign to this group from the dropdown
list or, enter any valid 10-digit number in the Escape to Operator Number field.

8. Click the Save button.

Escape To Operator - New

Gaoup: ocLoc

Escaps to Opsrator Group Nams: TestGroup b
Escaps to Oparator Numbsr: FoTE] - h

9. Users can be assigned to any Escape to Operator Group within their group.
10. To Edit, Delete or View Members of any Escape to Operator Group, click the appropriate button
associated for the specific Escape to Operator Group you wish to manage.
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11.

12.
13.
14.
15.

16.

17.
18.

Manage Services

Escape To Operator

Trils applkcaiion may be wsed i define Escape To Operaior Mumbers which can fen be assigned fo some or All Users via Marage Uisers or Buk Load.
Ex¢ap2 To Operaior llows You 1 Sefun phone AUmDers Nt calls ¢an be ransirmed 1o when 3 caller presses 0 (Zaro) during e reciplent's voicamall grasting.
Triks opsion will anly wark If he caller resches e CammuryLink wodoa mall Dox. If e usars phone §s rwanded 1o another numiser st Dypasses e wolce mall
Sysem, en Escape To Operstor will not be aaltanie.

J Avction compikted sucoessRIlly.

Sslect a Group: ORLANDO = [est]

[Escape To Operator Group Escape To Operator Number
TestGoup ATR0ET2ES [ Eat | [ Detets | [ view Members |
Add Escape To Oparator Group

To add a user to an existing Escape to Operator Group, access that user’s settings by clicking on
User Administration from the main menu.

Click on Manager Users from the submenu.

Search for the User you wish to add to an existing Escape to Operator Group.

Click the Voicemail Settings tab, click the dropdown list next to Escape to Operator Group.

The dropdown list will include any existing Escape to Operator Groups that have been set up, as
well as any new Escape to Operator Groups that have been added.

Select the appropriate Escape to Operator Group from the dropdown list; the name and phone
number of the Escape to Operator Group will appear.

Click the Save button.

When a caller presses “0” from that user’s voicemail, they’ll roll to that destination for further
assistance.

User Administration

Manage Users - Edit End User

User Settings Feature Assignment Feature Settings Voice Mail Settings Altemate Numbers

Vaice Mail to Text:
Inventory: 0

Prompt Speed:

Play Additional Ring before Greeting:

Forwsrd to Email Addresses (comma
separated, Limited to 5 Email Addresses):

Voice Mail Box Number: 7023171044 |M| |: Reset PIN
Secondary Numbers for Voice Mail [ Eattumsers |
Boxes: L J
Send All Calls to Voice Mail © on @ ox
Send Busy Calls to Voice Mail
Send Unanswered Calls to Voice Mail:
Escape To Operator Group: =) b

etotestt (7023171022)

Standard -

N Avtomatically F'Ii' Ei elope ; " 8

mwm&wmmfmm\ﬁwwﬂww

Auto Play: =]
Skip PIN: [}
Voice Mail Forwarding

Disable -

-
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19. To view members of an Escape to Operator Group, click the View Members button.
20. When a caller presses “0” from that user’s voicemail, they’ll ring to that destination for assistance.

Escape To Operator
This application may b2 used ko define Escape To Cperator Mumbers whilh can Ben be assigned o some or All Uisers via Manage Users or Buk Load.

Escape To Operaior alkows you 1o selup phone mumibers Bl calks can be iranstemed ko when a caller presses 0 (Zero) during e reclplent's wicemall greeting.
Thits cigtion will arly weark 1 e caller resches e CarturyLink valos mall bax. e users phone ks Tarwanded i anofer numiser st bypssses e voloe mall
pstem, men Escape To COpersor will not b 3l

& Action compiesen supcesstay

Select 2 Croup: ORLANDD MRED

Escaps To Operator Group Escaps To Operator Numbsr

N

[ view Members |

TestEoun AOT20ETZES

Ad Escaps To Operator Group

21. All members of that Escape to Operator Group will be displayed.

22. To change an Escape to Operator Group for a particular user or to remove them from an Escape
to Operator Group completely, return to User Administration to search for the user, and then
modify this option.

Escape To Operator - Associated Members

Hams Numiber | Extension

wolcamall usr2 AUTI0ETIAGTING

page 118 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



A -
N CentUFYLlnk

Maximum Concurrent Calls

Maximum Concurrent Calls (MCC) is a system setting based on the bandwidth of your circuit. The
system setting is the suggested number of MCC’s based on your circuit size. The number of MCC’s can be
changed but understand warning messages regarding best practices when determining the MCC’s, and the
cause and effect of increasing the number higher than your bandwidth can support.

1. Click on Manage Services from the Main Menu.
2. Click on Maximum Concurrent Calls (MCC) from the submenu, to display current circuits and MCC
settings for each.
3. Click the Yes or No radio button to enable or display the Enterprise Level MCC Enabled feature:
o Enabled — sets the MCC value for this enterprise/tenant
e Disabled — enterprise/tenant level MCC is not utilized
4. Enter the number of MCCs for the enterprise/tenant in the Enterprise Level MCC field; click the
Auto Calculate check box to calculate this setting for you.
Note: This value is independent of the Group Level MCC setting; if the Enterprise/Tenant
Level MCC and Group Level MCC are both enabled, the Enterprise Level MCC value must
be greater than or equal to the highest Group Level setting.
5. Toincrease or decrease MCC settings for any group, enter the total final number of MCC’s in the
appropriate field in New MCC column; each group must have a minimum of 1 MCC.
6. Click the Save button.

User Administration ~ Trunk Administration I Manage Services I Portal Administration Inventory  Reports  Profie  Help  CSROnly
N
Anywhere Auto Attendent  Call Park BnapetDOpelatulI [ Cansl ic/Message on Hold  Paging  FProject Account Codes  Virtual Users

Voice Msil Refrieval Number

Tenant ID: 2530223 Default Group: CENTURYLINK LAS VEGAS NV (-406) Change Group

Manage Services

Maximum Concurrent Calls

Maximum Concumrent Calls (MCC) is a system setting based on the bandwidth of your circuit. Below is a list of sll circuits associated with this tenant and the
estimated MCC each drcuit can handle. Each individual site can have a spacific MCC value that can be adjusted based on business need. If you have a 1.5MB
circuit, and & total of 15 users, you will probably want to keep the MGE sst sround 12 to ensure you do not have call quality issuss. Howsver if 3 of your users sre
remate via soft phones, or using s remote device, you may want to adjust your MCC to go sbove what the dircuit can handle at your office. It is advised to be very
carsful when changing your MGG value, as it can negatively sffect your ability to make and receive phone calls. See the help menu for more information.

@ Enterprise Level MCC Enabled @ ves © Mo  Currently Enterprise Level MCC Enabled: Yes h
@ Enterprise Level MCC 32 [ Auto calculate b

Circuit 1D: DS1IT-16680880 Groups & MCC

@ mcc
o e Enabled
Status Currently MCC "= Current MCC

Group Name

Enabled

HILTON ORLANDO/ALTAMONTE SPRINGS

P Active Ho =

MARRIOT CITY CENTER {2-401) Active o ] 1

CENTURYLINK FORTLAND OR (-408) Active Ho = 1

FORT WALTON BEACH BETA (2-82) Active Yes 5

CENTURYLINK SEATTLE WA (5-407) Active ‘as 10

CENTURYLINK_SDE_CHLY (s-8230) Active Ves 3 >
CENTURYLINK (3-402) Active Ho ] 1

CENTURYLINK PHOENIX AZ (3-405) Active o E 1

CENTURYLINK LAS VEGAS NV (a-408) Active Yes 25

CENTURYLINK SALT LAKE CITY (a-404) Active ‘es 10

Total Group MCC: 64

Total Enabled Group MCC: 59

DI' Cancel |
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Music/Message On Hold

Music/Message On Hold is what your callers will hear when they are placed on Hold, Parked, or placed on
Busy Camp status. The Music can be a default file, or you can upload a custom file with music or speech.

1. Click on Manage Services from the Main Menu.

2. Click on Music/Message on Hold from the submenu.

3. If you have multiple groups, select the appropriate group from the dropdown list. Music/Message
on Hold options can be the same for each group, or they can be unigue.

4. If you have multiple groups and need to select the group you wish to modify, click the Get button.
% Note: File limit size is 1mb.

User Administration TrunkAdministratmnI Manage Services IPuﬂaIAdministratiun Inventory Reports  Profie  Help '

Anywhere Auto Attendant Call Park  Escape to Opesator  Maximum Concurrent CaIIsI Music on Held I Paging Project Account Codes  Virtual Users

Voice Mail Retrieval Mumber

Tenant ID: 257331 Default Group:

Manage Services

Music on Hold
This application may be used to manage Music and Video On Hold

Select 8 Group: SITE1 L2 v | [ Get | b

General Seftings Intenal Settings

Enable Music on Hold: ™ Yes @ No

5. Music/Message on Hold options for that group will be displayed.

6. On the General Settings tab, click the radio buttons to turn on Music on Hold for Hold, Call Park,
and Busy Camp. You can choose which features have Music on Hold, and which you prefer to not
have Music on Hold.

7. Music/Message on Hold will be programmed with a default recording. If you wish to upload custom
Music on Hold, click Browse to upload your file.

Note: Files must be formatted as .WAV or WMA. Files must be less than 10 minutes
(9:59), and must meet the following requirements:
e For WAV files:
8.000 or 16.000 kHz
8 or 16 bit mono
M-law, A-law, or PCM
o For WMA files:
8.000 or 16.000 kHz
16 bit mono
M-law, A-law, or PCM
e The maximum audio length is 10 minutes for the Music On Hold greeting or music.
8. Once changes are made to modify your Music/Message on Hold options, click the Save button.
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9. The selected default or custom Music/Message on Hold will play when you place a caller on hold.
Note: If you only make setting changes to the General Settings tab, the selected options will
% impact both internal and external callers place on hold; if you define setting changes on the
Internal Settings tab, internal callers will unique settings from external callers.

Music on Hold

This application may be used to manage Music and Video On Hold

Select s Group

General Settings

Enable Musicon Hold
Call Park:

Busy Camp:

Intemal Settings

Delete Custom File and Revert to Default:

Selected File to Play:

QcLoC

Uplosd a file that contains your recorded music, video, or greeting
Supportad Music or Video file types include WAV, WMA, MOV or .3GF.

7 Load Custom File:

Notie selected.  (Emmm—

Save

&
Delete & Revert

Default

Cancel

10. You can also choose different or customized Music/Message on Hold for internal callers.
11. Click on the Internal Settings tab.
12. If you choose to use the default Music/Message on Hold, you don’t need to make any changes.
13. If you wish to have a unique recording for internal callers, click the Yes radio button.

14. Click on the Browse key to upload your internal recording.
15. The File name will be noted once the file has been uploaded.
16. When all changes are made, click the Save button.

Music on Hold

This application may be used to manage Music and Video On Hold

Group:  SITE3

General Settings

Internal Settings

Use Altemative Source for Internal Calls:

Internal Music/\lideo On Hold Message

@ Ve () Mo —

Upload a file that contains your recorded music, vides, or greeting.

Supported Music or Video file types include WAV, WMA, MOV or .3GP.

: | lv_aa_main wav h

(@) Load Custom File: |

Delete Custom File and Revert to Default:

Selected File to Flay:

Save

Delete & Revert

Default
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17. Once a custom file has been uploaded for either a General or Internal Settings, click the Delete &
Revert button to remove the custom file and revert to the default.
18. Click the Save button.

Music on Hold
This application may be used to manage Music and Video On Hold
Action completed successfully.

Group:  SITE3

General Settings Internal Settings

Use Alternative Source for Intemal Calls: @ Yes () Ne

Internal Music/Video On Hold Message

Upload a file that contains your recorded music, video, or greeting.
Supported Music or Video file types include WAV, WMA, MOV or 3GP.

(@ Load Custom File: No file selected.

Delete Custom File and Revert to Default: Delete & Rewvert

Selected File to Play: lv_as_main.wav

Paging

Paging allows you to define up to 50 devices that can receive over the phone paging. The Page will be a
one-way announcement. You can also define which individuals are allowed to perform a Page.

Click on Manage Services from the Main Menu.

Click on Paging from the submenu.

Select the group you wish to manage from the Select a Group dropdown list.
All existing Paging Groups will appear to be Edited or Deleted.

To add a group, click the Add Paging Group button.

User Administration  Trunk Administration I Manage Services IPurta\Adrnimstratmn Inventory  Reports  Profie  Help
A
Anywhere Auto Attendant Call Park  Escape to Opesator  Maximum Concument Calls  Music on HD\dI Paging IF’mJeDt Account Codes  Virtual Users
TenantID: 257391 Default Group:

Paging
This application may be used to Add, Edit, snd Delete Paging Groups.

Select a Group: SITE1L3 - b

Add Paging Group |
“ Fhane flumber “
1040 = 8

edwreer T023171040

arwdE

Voice Mail Retrieval Number
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Enter the name of your Paging group in the Name field; no special characters or white spaces.
Select the telephone number you wish to assign to your Paging Group from the Phone Number
dropdown list.

8. The Extension field auto populates based on your dialing plan, and it can be edited.

9. Scroll to search for the users you'll allow origination of a Page.

10. Enter search criteria for the users you would like assign as originators.

11. If you have less than 1000 users, you're not required to Search for individual users. All users in the
tenant are listed in the Available Originators field.

12. Drag and drop the user(s) you would like to add to originate paging to the Selected Originators
field (you can also select them while holding down the Control button on your keyboard and then
click the right arrow in the middle of the columns).

13. Click the Add and Continue button.

Note: Originators are able to send a Page to target devices by dialing the extension

% assigned to the Paging Group.

No

Add Paging Group

= is a required figh
* Group: LAS VEGAS NV (a-408)
* Phone Number: 7028027031 (LASVEGAS NV 1| =
* Extension oz ]

KX

Manage users who cen originste calls to this Paging Group.

Search End Users

Full or partis| search queries are OK. Wild card searches are not suj

ble Originato Selected Originators

Nevarez. Jose(hestonb 1 @centurylink.com) A 20,0 .com)

caufman Bill{shondarhimes@eenturylink com) 800 Demp{demowxB00 @eenturylink com)
[Demo Brian(briandemai@centurylink. com) :
DEMO_7000,SALE S{catherine@centurylink com) :
/650 Exp,Demo(demo@50exp@centurylink.com) =
{Conf, Demo{democonf@centurylink com N

500, Demo(demavaG00 @oenturylink.com) I Drag and Drop

< >

Add and Continue Cancel |
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Scroll to search for the users you'll allow as Targets for the Page (Target fields are exposed after

If you have less than 1000 users, you’re not required to Search for individual users. All users in the

(you can also select them while holding down the Control button on your keyboard and then click the

14.
clicking the Add and Continue button in the previous step).

15. Enter search criteria for the users you would like assign as originators.

16.
tenant will be listed under the Available Target field.

17. Drag and drop the user(s) you would like to add to originate paging to the Selected Targets field
right arrow in the middle of the columns).

18. Click the Save button.

Note: Target devices added to the Select Targets field are the only devices to receive the
one-way page from that Paging Group.

O, Julieftest om@centurylink. com)

Whitney, Jim{JimWhitney@centurylink.com)
Pogser Lamy(L Pooser@oenturylink. com)
Ammaons,Les(LeeAmmons@centurylink.com)

<

TN TN T e

Targets. _

Manage users wha will receive calls from this Paging Group.

Search End Users

Full or partial search queries are OK. Wild card sesrches sre not supported.

Find [astName | thatincludes |

| ) (o)
=

Available Targets
eufman. Billishandarhimes@centurylink.com)
Dema, Brian{briandemo@centurylink. com)

DEMO_7000,SALES{catherine@oenturylink.com)

600, DemojdemawxB00@centurylink.com)

500, DemoldemavxS00@centurylink.com) I

S lmle Mibmimimh el o ml=lm et ine mm

Selected Targets

450 Demoidemo450@centurylink. com)

k250 Exp, Demo{demo50exp@centurylink.com)

Drag and Drop
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Project Account Codes

Project Account Codes are used by customers for internal call tracking and accounting and/or to control
the ability of the customer’s employees to make certain types of telephone calls. Non-Verified Project
Account Codes (PAC) require a specific number of dialed digits. Verified Project Account Codes
(VPAC) require a specific number of digits and specific codes that are defined by the Administrator.

1. Click on Manage Services from the Main Menu.
2. Click on Project Account Codes from the submenu.
3. Any group that has an existing project code can be Edited or Disconnect.
4. Click on the Order button to order a Project Account Code for any groups that currently don’t have
that feature.
5. If you submit an Order for a Project Account Code, it will take approximately 30 minutes to become
available for programming.
User Administration  Trunk Admini: miqu M. Services IPnrta\Administratinn Inventory  Reports  Profile  Help
Anywhere Auto Attendant Call Park anapetoOpem:x Maximum Concument Calls  Music on Hold Pagingl Project Account Codes IV\rtuaIUsels
Voice Mail Retrieval Number
Tenant ID: 267381 Default Group:
Search Groups =}
SITE1L2 VPAC
SITEZQC PAC
SITE 3 @x NONE - None - -
6. To disconnect a Project Account Code for any group, click the Disconnect button.
7. A message box will appear to confirm disconnection or removal of that Project Account Code

product for that group.
8. To confirm disconnection, click the OK button.

Are you sure you want to disconnect service for this group?
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9. To order Verified Project Account Codes or non-Verified Project Account Codes, click on the
dropdown list for the group you want to order codes for.

10. Select if those codes will be Verified or non-Verified from the dropdown list.

11. Click the Order button.

Manage Services

Search Groups Q

e e
acLoc PAC Manage Disconnect
QxXLoc NONE

- None
Werfied PAC

Non-Verified PAC

12. You'll receive a message asking you confirm the ordering of your PAC service.
13. Click the OK button to complete and submit your order.

Please confirm you wish to order PAC senice?

14. You'll receive confirmation of your order, and a reminder that it will take approximately 30 minutes
for your order to complete.

Manage Services

The install order has been placed. Please allow 30 minutes for it to complete

7}

Group Action
911 QC LOCATION1 VPAC [ manage | Disconnect ‘
911 QX LOCATION2 NONE ‘Non-Verfied PAC ~
911 L3 LOCATION3 NONE Nome- =

15. Follow the progress of your order under Inventory - Order Status.
16. Once your VPAC/PAC order has been processed and indicates Completed in the order status, you
can proceed with building your indexes.

TESTSRLT,

237600988 173079558 Change 01/22/2014 01/29/2014 TESTSRLZ. ..

Completed 01/22/2014
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17. If you're Ordering a VPAC or PAC product, or Disconnecting a VPAC or PAC, product and have
another order in progress, you’ll receive an error message stating that you’ll need to wait for that
order to complete before you can submit your VPAC/PAC order.

18. The order number in progress is referenced in the error message

Manage Services
1 An order [237601042] is currently pending for this account. All orders must be completed before another can be submitted
| Please contact your CenturyLink representative to resolve this order.

Action
TESTSRL1 PAC | Manage I Disconnect ‘
TESTSRL2 VPAC | Manage | Disconnect ‘
TESTSRL3 NONE Non-Verified PAC = m

19. Follow the progress of that order under Inventory = Order Status from the main menu.
20. Once that order changes to Completed status, you can resubmit your VPAC/PAC order.

TESTSRL1, .

237601042 173079637 Change 01/22/2014 01/29/2014 TESTSRLZ. . Pending 01/22/2014
TESTSRL1,

237600988 173079558 Change 012212014 01/29/2014 TESTSRLZ .. Completed 01222014

Programming Non-Verified Project Account Codes

A Non-Verified Project Code (PAC) looks for the user to enter a specific number of digits when dialing
outside numbers. This code requirement can be associated to various call types such as All Calls, Long

Distance, International, Operator Assistance, etc.
Note: You can have one PAC setting per group. If a code length of 12 is selected, anyone in that

% group that is required to use a PAC for a specific call type, will need to enter a 12-digit code. You
cannot have multiple code lengths in one group.

Click on Manage Services from the Main Menu.
Click on Project Account Codes from the submenu.
Click the Manage button to proceed with programming.

User Administration ~ Trunk Administration I M Services I Portal Administration Inventory Reports Profile Help
r.
Anywhere  Auto Attendant Call Park Escape to Operator Maximum Concument Calls  Music on Hold F‘agingl Project Account Codes I\«‘\l‘tual Users

Voice Mail Refrieval Number
Tenant ID: 257391  Default Group:  [REiEl ke ]

wN e

Search Groups Q
SITE1L3 VPAC |m| [M]
SITE2QC PAC I |: Manage :| |: Disconnect :| I
SITE 2 @K NONE - Mone - -
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4. A PAC code length can be from 2-12 digits.

5. Select the required number of digits in the Code Length dropdown list.

6. Click the dropdown list under Manage Call Types to display the various types of calls a PAC would
be required for.

7. Enter search criteria for the users you would like to add to require a PAC.

8. If you have less than 1000 users, you’re not required to Search for individual users. All users in the
group will be listed under Search Results and End Users.

9. Drag and drop the user(s) you would like to add to the PAC from the left column to the right column
(you can also select them while holding down the Control button on your keyboard and then click the
right arrow in the middle of the columns).

10. Click the Save button.

Manage Services

Project Account Codes
Hon-Verified Project Account Codes

Growp: TESTSRL1

7)Code Length: 12 - _

7' Manage Call Types

All Long Distance, Internstional Calls, Directory Assistance, B, and Operator Assistance W _

Search End Users
Full or parital search quenkes are QK. Wik card searches ane not suppaned

Find - Sslect - * that includes I

Search Results and End Users Assigned Users

Msin, Receptionist (8012014040} basic, CFNA (B012014025)
test, first (8012014032) - test, PCrecep (80120140:20)

D, VMtesting (2012014031)

e > Drag and Drop

Save Cancal
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Programming Verified Project Account Codes

A Verified Project Code (VPAC) looks for the user to enter a specific number of digits AND specific codes
when dialing outbound numbers. This code requirement can be associated to various call types such as All

Calls, Long Distance, International, Operator Assistance, etc.
Note: You can have up to four (4) VPAC indexes per group. Each index can have its own unique
% parameters and codes. A user can only be assigned to one VPAC index.

1. Click on Manage Services from the Main Menu.
2. Click on Project Account Codes from the submenu.

3. Click the Manage button.

User Administration TrunkAdmlnls(rElmnI Manage Services I Portal Administration  Inventory  Reports  Profile  Help
&
Anywhere  Auto Attendant Call Park Escape to Operator  Meximum Concument Calls  Music on Hold F'aqmgl F'rujeclﬂccnumcudesl\hﬂualLlsEs

Voice Mail Retrieval Number
Tenant ID: 257391  Default Group:  [LEStt ity

9 e Action

Search Groups Q
SITE1LE VPAC
SITEZQC PAC
SITE3 QX NONE

4. To set up a new index, click the Reserve New VPAC Index button.

Project Account Codes
Verified Project Account Codes

Group : TESTSRLZ
5) Verified FAG Mame(indss) -Sekct- v Edit VPAC Codes
Mams :
Code Length : 12 Reserve Mew VPAC Index h_
Delets Indes
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In the Reserve New VPAC Index box.

From the Code Length dropdown list, select the number of digits required for that VPAC index.
Enter a name for the VPAC index in the VPAC Name field.

Click the Get New Index button.

©No O

9. You'll receive a message asking you to confirm that you wish to proceed with this action.
10. Click the OK button to proceed.
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11. A confirmation is received indicating a number has been returned for that VPAC index.
12. Click the Close button.

13. The Start Value is 100.

14. The End Value is 200.

15. The Step Value is 25.

16. When all values are entered, click the Add to List button.

Manage Services

Project Account Codes
Edit VPAC Codes
Group: TESTSRL2
Verified FAC Name{Index): TestVRAC
Cods Length: 5 —
@Gummc:oda—.lfj Load from file & Single Code
StartValue: 100 | EndVale 200 Step Valbe: 25
Codes

17. Based on the Start, End and Step Values, the system automatically generates your codes based on
selected criteria.

18. Codes will be listed under the Codes section.

19. Click Export to File to export your VPAC code list.

20. Select a code, or codes, and click the Delete Selected button to delete codes.
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21. Click the Clear List button to clear the entire list of codes.
22. Click the Save button when all codes appear correctly.

Project Account Codes.
Edit VPAC Codes

Group: TESTSRLZ
Verified PAC Mame{Indss): TestVPAC
Cuode Length: 5
@ Generste Codes 0 Load from file 0 Single Code
Start Valwe: 0 End Value: o Step Valus: o

Codes ")

00100
00125
00150
00175
00200
| Export to File |
Delete Selected
Clear List
Total: &

Save

23. To load codes from a file, select the Load from File radio button.

24. Click the Browse button to search for your file
e Text or Excel file that contains a single column of VPAC codes (.txt or .xIs)
e The codes must not exceed the code length
e You can choose the option to pad with leading zeros

25. Click the Add to List button.

Manage Services

Project Account Codes
Edit VPAC Codes

Group: TESTSRLZ
Verified PAC Mame(Index). TestVPAC
Code Length: 5

(©) Generate Codes | @ Loadfromfile | © Single Code

(HLoad from File: C:\Users'aa79096\Docum | Browse. _
Add to List

Codes
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26. The codes will upload based on the source document.

27. In this example, the source document was code 1234 to 1253.

28. Since the Code Length is set to 5, the system automatically padded a lead “0” to each 4-digit code.
29. To Export the File, Delete Selected code or Clear List, click the appropriate button.

30. When all codes are accurate, click the Save button.

Project Account Codes
Edit VPAC Codes

Group: TESTSRLZ

Verified PAC Mame(Index): TestWPAC

Code Length: 5

71 Generate Codes % Load from file 0 Single Code

@load from File: Browse...

Add to List
Codes a

01235
01236
01237
01238
01235
01240
01241

01242
01243 > Delete Selected

01244
01245
e
01247
01248
01249
01250
01251
01252
0128 )

Total: 20

| Export to File |
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31.
32.
33.
34.
35.
36.
37.
38.

To add single codes, click the Single Codes radio button.

Enter the required code in the Code field.

If the code you enter exceeds the Code Length for your VPAC index, you'll receive an error.
Click the Add to List button to add your single code.

You code will appear in the Codes field in numeric order, regardless of how they are entered.
Continue with this process until all codes are added.

To Export the File, Delete Selected code or Clear List, click the appropriate button.

Click the Save button when all codes are entered.

Project Account Codes
Edit VPAC Codes
Group: TESTSRLZ
Verified PAC Name(Index): TestWFAC
Code Length: 5
7 Generate Codes % Load from file| @ Single Code
Code: 85487 &
Codes ]
58235
38745
| Export to File |
Delete Selected
Total: 2
o | o

39. After your PAC and VPACs are programmed, return to Managed Services - Project Account

Codes from the main menu.

40. Click the Manage button for the appropriate PAC or VPAC.
41. Edit the codes, code length, users, etc.
42. Click the Save button to save your changes.

Group

TESTSAL PAC [ Manage Disconnect |
TESTSRLZ VPAC | Manage Disconnect |
TESTSRL3 NONE - Nane- -
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Virtual Users

The Virtual User allows you to define numbers outside of your network, which can be extension dialed by
you users. These numbers can be 10-digit numbers or toll free.

agrwnPE

© N

Click Manage Services from the Main Menu.

Click Virtual Users from the submenu.

If you have more than one location in your tenant, select your group from the dropdown list.
Click the Get button.

Virtual Users can be added individually or in bulk. To add an individual user, click the Add User
button.

User Administration  Trunk Admini miunI Manage Services IPunalAdministratiun Inventory  Reports  Profile  Help
A

Anywhere Auto Attendant Call Perk  Escape to Operstor  Maximum Concument Calls  Music on Held  Paging  Project Account deﬂ Virtual Users I

Voice Mail Retrieval Mumber

Tenant ID: 257381  Default Group:  [Ne Elt el )

Virtual Users
This application may be used to manage Virtual Users.

Select a Group: SITE1 L2 v | (Get) b
ore

Search Virtual Users
Full or partial search queries are OK. Wild card sesrches are not supported

Find Select- | thatincludes [ clear |

Enter a First Name and Last Name in the designated field that would best describe each Virtual
User.

In the Phone Number field, enter the number your users will call when dialing the virtual extension.
In the Extension field, enter the extension your users will dial; extensions can be 2-7 digits in length.
% Note: N11 and 123 are restricted for 3-digit Virtual User extensions.

Click the Save button.

Virtual Users - Add Single
This application may be used to manage Virtual Users.

* |z a required fiel.
* Group: DUBLIN
* First Hame: Virtual
* Last Name: User
* Phone Number: 2123632145
* Extension: 214&

Save | Cancel ]
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10. You'll receive a successful action notice that your Virtual User has been completed.
11. Click the Search button to view your Virtual Users.

Manage Services

Virtual Users
This application may be used to manage Virtual Users.

J Action completed (

Select a Group: DUBLIN hd [ Get :I

o

Search Virtual Users
Full or partisl search queries are OK. Wild card searches are not supp el

Find -Select- + | thatincludes m | Clear

12. You can edit or delete a virtual user by clicking the Edit or Delete buttons.
13. To delete multiple Virtual Users, check the check box for each entry you wish to delete, and click the

Delete Selected button.
14. To add a range of Virtual Users, click the Add Range button.

Virtual Users
This application may be used to manage Virtual Users.

Select a Group: DUBLIN -

e

Search Virtual Users
Full or partial search gueries are OK. Wild card searches are not supported.

Find  -Select- w thatincludes | clear

[ Delete Selected |
é E]  virtusl User 2128832145 2145

Extension
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15. Define a name for your range by entering a First Name and Last Name.
16. Enter your range of numbers in the Phone Number Range fields; the range needs to be

consecutive.

17. Enter the extensions for your range in the Extension Range fields; extensions can be 2-7 digits in

length.
18. Click the Save button.

Virtual Users - Add Range

This application may be used to manage Virtual Users.

= |z 3 required fizkd.

* Group: CUBLIN

* First Name: Denver

* Last Mame: Office

* Phone Number Range: 3036061000 - 3036061010
* Extension Range: 1000 - 1010

| Cancel |

19. You'll receive a successful action notice that your Virtual Users have been completed.

20. Your Virtual Users will be displayed and can be Deleted or Edited as necessary.

21. End Users are now able to dial the defined 4-digit extensions to quickly reach off-net numbers.
% Note: N11 and 123 are restricted for 3-digit Virtual User extensions.

Virtual Users

Select a Group: DUBLIN

Add User Add Range

Search Virtual Users

Find -Select- | thatincludes

I _Delete Selected I

Denver

[ Denver Office
[  Denver Office
[  Denver Office

o

This application may be used to manage Virtual Users.

J Action completed successfully. b

Full or partial search queries are K. Wild card searches are not supported.

n First Mame Last Name m Extension Action

== (o)

3038061000

1000 | Edit | [ Delete |
3038061001 1001 |\m'| [ Delete |
2036061002 1002 |E| [ Delete |
3036061003 1003 “edit | [ elete )

Drelets
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Voicemail Retrieval Numbers

Voicemail Retrieval Numbers are used to access voicemail from outside of the office. Users have always
had the ability to dial a 10-digit or toll free number, but you also have the abillity to assign a number from
your available number pool, which would be a more familiar number to your end users. This number, along
with the Toll Free number, will then be referenced in the end user portal.

1. Click Manage Services from the Main Menu.

2. Click Voice Mail Retrieval Number from the submenu.

3. Any existing custom Voice Mail Retrieval Numbers already defined, will be displayed.

4. Click the Edit button to edit existing custom retrieval numbers, or the Delete button to delete a
custom retrieval number.

5. Click the Add Voice Mail Retrieval Number button to add a custom retrieval number.

User Administration TrunkAdministratmnI Manage Services IPnrtaIAdmimstratiun Inventory  Reports  Profile  Help
.

Anywhere Auto Attendant Call Park Escape to Operator Msximum Concument Calls  Musicon Hold  Faging  Project Acocount Codes  Virtual Users

Voice Mail Retrieval Number
Tenant ID: 25731 Default Group:

Voice Mail Retrieval Number
Use this to assign a phone number as & group's voice mail retrieval number

Add woice Mail Retrieval Number
e MR flumbes
SITE 2 QX 7272028067 [ Edit | [ Detete | b

6. If you have more than one group within your tenant, select the group you want to add a custom
retrieval number to from the Select a Group dropdown list.

7. Click the Hosted VolP Number dropdown list to select the number you wish to assign as the
custom retrieval number.

8. Click the Yes radio button if you want the Toll Free number to display along with the custom retrieval
number in the End User portal; if you don’t wish to display the Toll Free number, click the No radio
button.

9. Click the Save button.

Voice Mail Retrieval Number - Add Number
Use this to assign a phone number as & group's voice mail retrieval number.
Please note: To modify, you will need to delete the existing voice mail retrieval number and add a new ane.

Select a Group: axLoc -

@ Hosted VoIP Number: 4072086778 (QX LOC) -

@ Display 8XX Number. @Y @ N
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Call Pickup Group

Voicemail Retrieval Numbers are used to access voicemail from outside of the office. Users have always
Call Pickup Groups allow a user to answer a call directed to another phone in their group by dialing the
feature access code for Call Pickup.

PwnE

©NOo O

©

Click on Manage Services from the Main Menu.

Click on Call Pickup from the submenu.

Select the group you want to add or edit from the dropdown list and click the Get button.
If there are existing Call Pickup groups your selected group, they’ll be displayed.

User Ag ation  Trunk As nuqu Manage Services I Portal Administration Inventory  Reports  Profile  Help
r .
I Call Pickup ICnrmwt Center ACD  Hunt Groups  Instant Group Call
Tenant ID: 249170  Default Group: L2 LOC  [e o Rty

Call Pickup
This application may be used to manags Call Pidwp Groups
Selecta Group: | QC LOC ~ | [Get | b

Call Pickup name Actions

Mo records found.

Click the Add Call Pickup Group button.

Enter a descriptive name for the Call Pickup Group Name, such as HR Pickup Group, etc.

Enter search criteria for the users you would like to add to a Call Pickup Group.

If you have less than 1000 users, you’re not required to Search for individual users. All users in the
group will be listed under Search Results and End Users.

Drag and drop the user(s) you would like to add to the Call Pickup Group from the left column to
the right column (you can also select them while holding down the Control button on your keyboard
and then click the right arrow in the middle of the columns).

10. Click the Save button.
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Call Pickup - Add
* |5 @ reguired fleld

= Group: AZAD 0 LOCATICN

= Call Pickup Name: HRCallFickup

Search End Users

Full or partial searen gueries are OX. Wikl 30 searches ans mot supponsd

Find -Sekct- = thatincludes
Search Results and End Users Add Users to
t=st, reeshma(restester@azadhvdssep. com) = testuser, new(ssptesti@azadhvdss=p. com)
tst1,grpi{groupi@szadhvdssep. com) -
T - . . A
Doz Johnfjohndoe@ctivoice. com) 3 = Drag and Drop
Hesohloe@aza-:h-:ssap.oorr,- -

wmtst AF[AF vmitsti@szsdhvdssep. com)

t=t1, build{buildtst1{@azadhvdssap. com) -

o

Contact Center ACD (Call Queuing) — Basic and Standard

The Contact Center ACD Basic and Standard options allow you to Add and Edit Contact Centers and
Delete and View/Edit Members and Settings for existing Contact Centers. Contact Center functionality
is also referred to as ACD (Automated Call Distribution) or call queuing. Call queuing allows you distribute
incoming calls to specific individuals assigned to a Contact Center. Your Contact Center can be
programmed to provide Entrance Messages, Music on Hold, and Comfort Messages for your callers while
they are waiting for the next available agent.

Note: Contact Center Standard will have additional options not available with Contact Center

% Basic. Please note in this section of the portal, when Contact Center Standard features are
referenced specifically as available for use with Contact Center Standard only versus Contact
Center Basic.

Note: You require at least one Standard Supervisor seat to run reports for Contact Center
Standard statistic, reporting is not available with Contact Center Basic.

Note: You must ensure that the MCC (Maximum Concurrent Calls) setting for that site has an
adequate setting to accommodate the Contact Center Group. Each concurrent call in queue and
on a physical device associated with that site consumes a call path from the MCC setting. If the
MCC is not set to an adequate amount, the maximum number of calls queued may not be realized.

WG W
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Click on Manage Services from the main menu

Click on Contact Centers ACD from the sub menu.

Any Contact Centers that are already built for that group, will appear and can be Edited, Deleted,
or features can be configured by clicking the Configure Features button.

User Administration  Trunk Admimstratiunl Manage Services I Portal Administration Inventory  Reports  Profile  Help
&
Call F'uiupl Contact Center ACDI Hunt Groups  Instant Group Call
Tenant ID: 248170 Default Group: L2 LOC

Contact Center ACD
This application may be used to Add, Edit Contact Centers, Delete, and View/Edit Members of Your Existing Contact Centers.

wnN e

Select a Group: L3 LoC v | | iGeii| _
Add Contact Center

. Contact Center Hame Phone Number

1 TedsTest Basic 4072088784

4. To add and configure a new Contact Center, click the Add Contact Center Basic button.

Contact Center ACD
This application may be used to Add, Edit Contact Centers, Delete, and View/Edit Members of Your Existing Contact Centers.

Select a Group: L2 LeC - | |EEE |

Add Contact Center
Soniact Centeriame Fhens Humber

1 | TedsTest Basic 4072086754 [__Edit | [ Configure Features | (_Delete |

5. From the Contact Center Type dropdown list, select from Contact Center Basic, or Contact Center
Standard.

6. Enter a description name for that Contact Center in the Name field.

7. From the Phone Number dropdown list, select the telephone number you wish to assign.

8. The extension will auto populate, but this can be edited if needed.

9. Enter the name as you want it to appear in the Calling Line ID Last Name and Calling Line ID

First Name fields; this is what will display on each agents phone when a call is presented to them
from the queue.

10. The Time Zone will be auto populated based on the time zone of the group your Contact Center is
programmed in, but it can be changed by clicking the dropdown list.

11. From the Group Policy dropdown list, select the type of call routing policy you want to assign to
your Contact Center:

e "Circular": Incoming calls hunt through agents in the order they appear in the list, starting
with the agent following the last agent to receive a call. When the search reaches the end of
the list, it loops back to the top and continues until it has tried all agents.

o "Regular": Incoming calls hunt through agents in the order they appear in the list, starting
from the top each time.
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e "Simultaneous": Incoming calls alert all agents at the same time. The first agent to answer
handles the call.
e "Uniform": Incoming calls hunt through all agents in order, starting with the agent who has
been idle the longest and ending with the agent who most recently answered a call.
o “Weighted”. Incoming calls are dispatched to the agents randomly according to the
specified percentage weight of each agent.
12. Click the Yes or No radio button to enable or disable Directory Privacy.
e Yes — enables Privacy, when another user does a directory listing, your name and
information won'’t appear
¢ No — disables Privacy, when another user does a directory listing, your name will appear as
usual
13. Click the Yes or No radio button to enable or disable Division Inhibitor:
o When enabled (Yes), prevents redirection services from being activated on the terminating
side of an unanswered call
14. In the Default Queue Length dropdown list, pick the maximum number of queued calls you want to
ring to your Contact Center:
e Contact Center Basic — maximum of 25 calls queued
e Contact Center Standard — maximum of 50 calls queued

Contact Center Basic - Add
=iz 3 reguired figld.
* Group: CENTURYLINK WAKE FOREST \
* Contact Center Type: Contact Center Basic -
* Hame:
* Phone Number: -
* Extension:
* Calling Line 1D Last Name:
* Calling Line ID First Name: ContactCenter
* Time Zone: (GMT-05:00) (US) Eastem
* Group Policy: Uniform -
Enable Directory Privacy: ':::' es @) MNo
Diversion Inhibitor: ) Yes @ Mo
Default Queue Length: 1 - )
M’\WM
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15. To program a Contact Center Standard queue, select Contact Center Standard from the Control
Center Type dropdown list:
Note: Continue selecting options that are similar to the Contact Center Basic queue;
features unique to a Contact Center Standard queue, will be outlined in this section.

Manage Services

Contact Center Basic - Add

* is a required field.
* Group: CENTURYLINK WAKE FOREST
* Contact Center Type: Contact Center Standard o

* HName:

* Phone Number:

16. The following features are available for Contact Center Standard only, you won't see these options
as you Add or Edit a Contact Center Basic queue.
17. Enable Calls to Agents in Wrap-Up State allows you to determine whether calls roll to agents that
are in a wrap-up state:
e Yes — agents will receive calls from the queue while they are in a wrap-up state
¢ No — agents won’t receive calls from the queue while they are in wrap-up state
18. The Enable Maximum Wrap-Up Timer allows you to set the maximum time an agent will be in
wrap-up state:
¢ No —won't allow you to set a maximum time
e Yes — will allow you to set the maximum number of minutes and seconds the agents in this
queue will be in wrap-up state before receiving the next call
19. Select from the following in the After call completion, automatically set agent to dropdown list:
e Available — will take available queue calls immediately
e Unavailable — won't take available calls until the agent logs back into the queue pressing or
tapping the “Available” softkey on their phone
e Wrap-Up — will place the agent in Wrap-Up State and won'’t receive calls until they meet the
Wrap-Up Timer setting — white in Wrap-Up State, the agent can make themselves available
sooner by pressing or tapping the “Available” softkey on their phone
20. The Allow Agents to Join this Contact Center setting defines whether agents in this queue can
join or leave a queue from their desktop client:
e Yes — will allow agents to join or leave a Contact Center queue from their desk top client
e No —won't allow agents to join or leave a Contact Center queue from their desk top client

N VY o N o UV
Diversion InW ® g

Default Queue Length: 2 -
Enable Calls to Agents in Wrap-up State: @ Yes (0 Mo
@:' Yes ':' No 1} Minutes 0

Enable Maximum Wrap-up Timer:
Seconds

After call completion, automatically set agent to: Available -

Allow Agents to Join this Contact Center: @ Yes @ Mo
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21. If the Group Policy type you choose is any option other than Simultaneous, you can choose the
number of rings before the call will Skip to Next Agent if an agent does not answer. Click the Yes
radio button and select from 1-20 rings.
22. If you want to provide your callers with an option to leave the queue before their call is answered,
click the Yes radio button for Allow Callers to Escape Out of Queue to the Final Destination.
23. From the Callers Can Press the Following to Escape Out of Queue dropdown list, select the digit
you want your callers to press on their key pad (0-9), to forward to the Call Forward Busy
destination.
Note: When your custom Entrance and Comfort Greetings are recorded, be sure it includes

% instructions for the caller to press “x” to leave the queue and be transferred to “y”. “x” is
based on the digit they are to press, and “y” is a description of where they’ll be transferred
to, i.e., an Answering Service, another department, a voicemail box, etc.

24. To enable a transfer to a Call Forward Busy location, click the On radio button and enter a 10-digit
phone number in the Call Forward Busy field.

25. From the Number of Seconds box, select the number of seconds you want your callers to remain in
gqueue before following that final destination path. You can select from 0-7200 seconds.

26. In the Call Forward To field, enter the 10-digit number you wish your callers to be transferred to if
they hit the Final Destination timer threshold.

Note: The Final Destination phone number can be any 10-digit number - internal, external,
% toll free, etc., this is also the destination the caller will follow if the queue has the maximum
number of callers in the queue.

27. If the caller should hear a busy signal when the Final Destination timer is met, click the Ring Busy
radio button.

MM»&MW”WW%M

No Answer Settings

$uip to next Agent: @ v O oo Number of Rings: | 3 -

Alow Callars to Escaps Out of

Qusus to ths Call Forward Busy @ v O oo

Destination:

Call Forwarging Busy: @om o 2123558874

Caflers can prass the Tolowing to Escaps Out of Qusus: I 0 - I
Fina1 Destination: @ yee @ no Mumibsr of seconds (07200 | 300

Call Forwarding

* Call Forward to:

@
- 2125555874
"/ Ring Busy: b
N vinica Mal:
‘pdca Mall PIN:
Continm volcs Mall PIN:

Escape To Operator Group: - Szlect -

oo T oo romone
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28.
29.
30.
31.

32.

If the callers should roll to Voicemail for their Final Destination, click the Voice Mail radio button.
In the Voice Mail PIN field, enter a numeric passcode, 6-15 characters.

Reenter the numeric passcode in the Confirm Voice Mail PIN field.

If you have an Escape To Operator Group already created, choose a group from the Escape To
Operator Group dropdown list; this is where callers will go if they press “0” while listening to the
voicemail greeting.

Click the Save button or, click the Add Members button to continue and assign members to your

queue.

Final Destination: @ ves 0 no Humber of seconds (0-7200;: 30

Call Forwarding

(@] .
_ Call Forward to: 3183606168
) Ring Busy:

@ +voice Mail: b

Voice Mail PIN: [LITTT]

Confirm Voice Mail PIN: [LITTT]

Escape To Operator Group:

[ == ey T

Add/Edit Members

The Add/Edit Members feature allows you to manage and control individuals that will be members of your
queue.

Note: The button displayed on this screen will be Add Members if members have not been added
to the queue; it will display as Edit Members once members have been added.

1. After setting up basic parameters for your Contact Center within the Contact Center Basic - Add
screen, click the Add Members button at the bottom of the page (click the Edit Members button if
you’re editing/managing your Contact Center queue).

5] Ring Busy:
© voice mail:
Vioice Mail PIN:

Confirm Voice Mail PIN:

Escape To Operator Group: - Select -

Save Anncuncements. |' Cancel \|
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2. Enter search criteria for the users you would like to add to your Contact Center.

3. Drag and drop the users you would like to add to your Contact Center from the Search Results
and End Users field to the Add Users to field (you can also select them while holding down the
Control button on your keyboard and then click the right arrow in the middle of the columns).

4. Inthe Add Users to field, place the users in the order you would like them to receive calls by using
the up and down arrows to the right to sort them appropriately, the order of your Users is only
necessary when using the “Regular” Group Policy.

5. The only users that will be available in the Search Results and End User field, will be individuals
with Contact Center Basic or Standard seats.

6. When all members have been added and are placed in the appropriate order, click the Save button.

Note: To manage users in your queue, access the Edit Members option to move Contact
Center Basic seat users to/from the queue; i.e., if an individual is on vacation, you can move
them out of the queue by returning them to the Search Results and End Users field; upon
return, they can be moved back to the Add Users to field to become a member of the queue
again.

Note: Contact Center Basic and Contact Center Standard seats can be added to Contact

Center Basic queues; only Contact Center Standard seats can be added to Contact Center
Standard queues.

Contact Center - Edit Members
Agents

Search End Users
Full or partial search queries are OK. Wild card searches are not supported.

Find Last Name « thatincludes | clear |
Boyd, Drew|) iy {@voip. centurylink. com) SMB Main,Waks

Phone2 Lab{lab phone2@voip. centurylink.com Forest{mainsmt919@uoip. canturylink cam)

Phonei,Lab{lab_phonel@voip. centurylink.com)

) Drag and Drop

m [ Cancel \| |' Previous \|

7. Add/Edit members for Contact Center Standard only, this section does not apply to Contact
Center Basic queues.

8. Click the Edit Members button to edit members or click Add Members button if Contact Center
members have not previously been added.

) S T i e et

Escape To Operator
Group:

Save Edit Members Announcements. | Cancel |

- Select -
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9. Click the Agents tab.

10. Any users that are built with a Contact Center Standard seat will appear in the Search Results
and End Users field.

11. Drag and Drop users into the Add Users to field that should be included in your Contact Center
gueue or use the arrows between the fields to move members to/from the Add Users to field.

12. Use the Up/Down arrows next to the Add Users to field to sort your users; this will only be
necessary if using the “Regular” Group Policy type.

Contact Center - Edit Members

SupemEen SupsnEa fa=ne

Search End Users
Full or partial search queries sre OK. Wild card searches are not supported

Find Last Name + thatincludes m | Clear |
User2 CCStd{costd. user2@voip. centurylink. com - 1,CCStd{costd. user1 @voip. turylink.com)
Sup1,CCStd{costd sup1@voip. ink.com) ) Drag and Drop t

m [ cancel | [ Previous |

13. Click the Supervisors tab.

14. From the Search Results and End Users field, find the Supervisor you wish to add to your Contact
Center queue.

15. Drag and Drop that Supervisor to the Add User to field, you can have more than one
Supervisor/queue.

Note: Adding an individual that is not a Supervisor Seat, won’t provide them access to the
Supervisor Client or reporting capabilities.

Contact Center - Edit Members

Agents Supervisors i| Supervised Agents

Search Supenvisors
Full or partial search queries are OK. Wild card searches are not supported.

Find Last Name « that includes E | clear |

SMB Main Wake
F i 19@voip. o=nturylink.com)

Boyd,D com)

Phone1 Labilsb_phoned @voip.centurylink. com)
Phone2,Labilsb_phone2@voip.centurylink com)

User1,CH useri@voip com)

User? CCStd{costd user2@voip.centurylink. com

Sup.C upl @voip com) ) Drag and Drop

m ["cancel | [ Previous |
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16. Click the Supervised Agents tab.
17. From the Supervisor dropdown list, select the Supervisor you wish to assign agents to; Supervisors
will only have the ability to monitor agents assigned to them.

18. Drag and Drop those agents to the Add Users to field or use the arrow keys to move agents
to/from a Supervisor.

19. If you have more than one Supervisor, select another Supervisor from the Supervisors dropdown

list and assign the correct agents to that individual; a Supervisors can monitor the same agents as
another Supervisor.

20. Click the Save button and click the second Save button to save settings on all tabs.

Contact Center - Edit Members

Agents Supernvisors Supervised Agents

Supervisors:  Sup1,CCStd{cestd sup1@voip centundink.com) -

Search Supenised Agents
Full or partial search queries are Ok, Wild card searches are not supported.

Find Last Name « thatincludes @ | clear |

Sup1,CC5td{costd . sup1@voip. centurylink.com) User1,CCStd{costd. user! @voip. turylink. com)
=
User2 CCStd{costd. user2@woip. centurylink. com) )

Drag and Drop

Save

save | I :l [ Previous :
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Contact Center Feature Settings and Alternate Numbers

You can easily modify and manage Feature Settings for you contact center or assign Alternate Numbers
to ring to your Contact Center number, after your Contact Center has been built.

1. Click on Manage Services from the Main Menu.
2. Click on Contact Center ACD from the submenu.

User Administration TrunkAdmmistratiunI Manage Services I Portal Administration Inventory  Reports  Profile  Help
&
Call F‘ir.tupI Contact Center ACD I Hunt Groups  Instant Group Call
Tenant ID: 257391 Default Group:

Contact Center ACD
This application may be used to Add. Edit Contact Centers, Delete. and View/Edit Members of Your Existing Contact Centars.

v [eet h

Select a Group: SITE1 L2

Add Contact Center
. Contact Center Name Phone Number Actions

1 TestContactCenter Standard 70223171049

Configure Features | [ Delete |

3. Click the Features Settings tab.

4. Choose to enable or disable various settings for your Hunt Group, such as Call Forward Always or
Do Not Disturb.

5. To enable a feature, click the On radio button.

6. At any time to disable a feature, click the Off radio button.

7. Click the Edit button for features to assign schedules or advanced features to those feature settings.

8. Click the Save button.

Contact Center - Edit

Contact Center Feature Seftings Alternate Numbers

End User Features

@  Anonymous Call Rejection O on @ of
Call Forwarding Always © on @ o [E] Piay Ring Reminder when = call is forwsrded
@  Call Forwarding Busy @ on O on 2125557878
) Call Forwarding Selective © on @ of [CEait )
»  Call Notify on @ of ((Eart )
) Do Mot Disturb D on @ o 71 Piay Ring Reminder when = call is blodked.
Selective Call Acceptance on @ on [Cean |
Selective Call Rejection on @ of () y,

Save Edit Members. \' Cancal |
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9. Click the Alternate Numbers tab.

10. From the Phone Number dropdown list, select the Alternate Number that you want to ring to the
primary Hunt Group number.

11. The extension will auto populate in the Extension field, but this can be modified.

12. From the Ring Pattern dropdown list, select the type of ring tone you want to be presented to the
Hunt Group members when this number is called.

13. Click the Save button.

Manage Services

Contact Center - Edit

Contact Center Feature Settings Alternate Humbers

Altermate Telephone Numbers allows up to ten sdditional telephone phone numbers to be sssigned to  user for inbound calls. In addition, you can
specify & ring pattem for sltemate numbers.

Distinctive Ring: ® on © of
Phone Humber Activated Extension Ring pattern
7022171042 - Mo 1042
hone - o
Long-Long
None > Mo — ] Short-Short-Long
Short-Long-Short
None - No Normal -
None - No Normal -
None - Mo MNormal -
None v Mo Normal -
None - No Normal -
None - Mo Normal -
None - Mo Normal -

Save Edit Members ( cancer )
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Contact Center Announcements

The Contact Center Announcements feature allows you to manage Entrance Messages, Estimated
Wait Times, Comfort Messages, and Music on Hold that your customer will experience while they are in
gueue waiting for the next available agent.

% Note: All custom files, music or messages, need to abide by the following file definitions:

e For WAV files:
8.000 or 16.000 kHz
8 or 16 bit mono
M-law, A-law, or PCM

e For WMA files:
8.000 or 16.000 kHz
16 bit mono
M-law, A-law, or PCM

e For both WAV and .WMA files:
The maximum audio length is 2 minutes for a Voice Messaging Greeting and Custom
Ringback User/Group.
The maximum audio length is 10 seconds for user's Voice Portal Personalized Name.
The maximum audio length is 10 minutes for the Music On Hold greeting.
For all other services, the maximum audio length is 5 minutes.

1. After setting up basic parameters for your Contact Center within the Contact Center Basic - Add
screen, click the Announcements button at the bottom of the page.

Manage Services

Contact Center Basic - Add
=iz 3 reguired field.

* Group: QCLOC
* Name: CustomerService
* Phone Number: 3802122599 (QCLOC) -

* Extension: 25599

R Tl R M/»\Hn—\.wj\,ﬂ""‘x N

Woice Mail PIN:
Confirm Voice Mail PIN:

Escape To Operator Group: - Select -

D e |
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2. With the Announcements tab highlighted, you can review all announcements that are available
within your tenant.

3. Inthe Search Announcements field, enter a search, or partial search to filter the Announcement
you wish to Edit or Delete.

4. Click the Add Announcement button to add a new announcement.

Manage Services

Contact Center — Announcements

An Message Estimated Wait Time Comfort Message

Music On Held

I ————

nivit WAV 20 (“Edit | [ Delete |

Search Anncuncements

nivi2 WAV 20 [ Edit | [ Delete |

en (" Edit | [ Delete |

Enter a descriptive name for your announcement in the Announcement Name field.

Click the Browse button to find your announcement.

Click the Save button.

This announcement will now be available for use as you continue to build your Contact Center.

Contact Center - Announcements

©NOo O

A its Message Estimated Wait Time Comfort Message

Music On Held

Annguncement Hame: Message1 _
ontactcenter_msg‘l wav _

Save

9. Click the Entrance Message tab.
10. Click the Play Entrance Message Yes or No radio button to play an Entrance Message:
e Yes — will play an Entrance Message if no agents are available
e No — will never play an Entrance Message
11. Click the Force Entrance Message to be Played to Callers Yes or No radio:
o Yes — will always play your Entrance Message even if agents are available
¢ No -- will only play your Entrance Message if agents are not available
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12. If you click the No radio button for Entrance Messages, callers won’t be presented with an Entrance
Message.
13. If you choose to Enable the Entrance Message option, but choose to not upload a custom greeting,
callers will hear a default message.
14. From the File 1 (File 2, File 3 or File 4) dropdown list, select from any files you have previously
uploaded.
Note: If you choose to add multiple files, they’ll be heard consecutively; a reason to add
% multiple files would be as follows: File 1 is your standard Entrance Message greeting which
never changes, File 2 is a greeting added to include a unique announcement for a special
time of year, sale, etc. Once the ‘special’ greeting from File 2, or subsequent files, are no
longer needed, they can be removed.
15. Click the Save button.

Contact Center TestCC5td — Announcements

Announcements Entrance Message Estimated Wait Time Comfort Message
Music On Hold

Play Entrance Message: @ Yes ) Mo b
F Ent M to be PI d B _ -
orce .n rance Message to be Played to @ Yes @ No _
Callers: - -
Select Entrance Message:

File 1:

File 2: - Select - -

File 3: - Select - -

File 4: - Select - R

==

16. Click the Estimated Wait Time tab.

17. Click the Yes radio button for Enable Estimated Wait Message for Queued Calls, to enable this
feature.

18. If you click the No radio button, you’ll be unable to change any parameter settings on this page.

19. With the Enable Estimated Wait Message for Queued Calls radio button clicked as Yes, you can
make the following setting changes.

20. In the Play Uploaded Wait Messages Every field, enter in seconds, how often you want the Wait
Time message to be played to callers waiting in the queue; your entry must be 10 to 700 seconds,
suggested setting should be no less than 90 seconds, so callers don’t hear their wait time or position
in queue too frequently.

21. You can choose the type of message your callers hear, between Queue Position or Estimated
Wait Time.

e Queue Position — you're the “X” person waiting in the queue

e Estimated Wait Time — your call will be answered in “x” minutes
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22.In the Play Message for Callers in Queue Position or Play Message for Callers with a Wait
Time field, enter information based on the Announcement Type setting for Queue Position or
Estimated Wait Time.

e Queue Position —the number defined in this field indicates which callers in the queue hear
the wait message based on their queue position; if you want all of your callers to hear this
messages, it should be set to 26 or higher

¢ Estimated Wait Time — the number defined in this field indicates which callers in the queue
hear the wait message based on how long they have been waiting in the queue; if you want
all of your callers to hear this messages, it should be set to 100 or higher, but at least higher
than your Final Destination setting

23. If you want your callers to hear a message stating that there is a high level of calls, click the Yes
radio button; if you don’t want your callers to hear this message, click the No radio button.
24. Click the Save button.

Contact Center - Announcements

Anncuncements Entrance Message Estimated Wait Time Comfort Message

Music On Hold

Enable Estimated Wait Message for Queued Calls: @ Yes ) Mo b

Play Uploaded Wait Message 0

h seconds
Ewvery:

Announcements Type: () Queue Position (@ Estimated Wait Time

Play Message for Callers with a Wait Time of: 5 minutes or lower

Play High Volume Message: @ Yes @) Ne e

25. Click the Comfort Message tab.
26. Click the Yes radio button for Play Comfort Messages, to enable this feature.
27. If you click the No radio button, you’ll be unable to change any parameter settings on this page.
28. In the Time between Messages field, enter in seconds, how often you want the Comfort Message
to be played to callers waiting in the queue; your entry must be 10 to 600 seconds.
29. If you choose to Enable the Comfort Message option, but choose to not upload a custom greeting,
callers will hear a default message.
30. From the File 1 (File 2, File 3 or File 4) dropdown list, select from any files you have previously
uploaded.
Note: If you choose to add multiple files, they’ll be heard consecutively; a reason to add
% multiple files would be as follows: File 1 is your standard Entrance Message greeting which
never changes, File 2 is a greeting added to include a unique announcement for a special
time of year, sale, etc. Once the ‘special’ greeting from File 2, or sequent files, is no longer
needed, they can be removed.
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31. Click the Save button.

Contact Center L\VContactCenter — Annour t:
Annocuncements Entrance Message Estimated Wait Time Comfort Message
Music On Hold
Play Comfort Messages: @ Yes ) Ne _
Time Between Messages: 10 seconds b
Select Comfort Message(s):
File 1: CC_CMmeg1 -
File 2: - Select - -
File 3: - Select - -
File 4: - Select - -
Save Cancel :I

32. Click the Music On Hold tab.
33. Click the Yes radio button for Play Music on Hold For Queued Caller, to enable this feature.
34. If you click the No radio button, you’ll be unable to change any parameter settings on this page.
35. If you choose to Enable the Music On Hold option, but choose to not upload a custom recording,
callers will hear a default recording.
36. From the File 1 (File 2, File 3 or File 4) dropdown list, select from any files you have previously
uploaded.
% Note: If you choose to add multiple recordings, they’ll be played consecutively.

37. Click the Save button.

Contact Center LV ContactCenter — Announcements

Announcements Entrance Message Estimated Wait Time Comfort Message:

Music Cn Hold

Play Music on Hold For Gueued Caller: @ Yes () Mo h

Select Music:

File 1: CC_MOH -

File 2: - Select - -

File 3: - Select - -

File 4: - Select - -
Save \ Cancel '|
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Hunt Groups

Hunt Groups allow you to automatically process incoming calls received by a single phone number, by
distributing them among a group of Hunt Group members. Members from any group within your tenant can
be added to any Hunt Group, regardless of which group the Hunt Group is built in.

If a member(s) of a Hunt Group utilizes advanced features such as Remote Office and/or Anywhere, calls
from the Hunt Group will ring to the devices assigned for that user(s). If they don’t answer the call on their
Remote Office or Anywhere device, the call will follow the Final Destination path that is programmed for
the Hunt Group. Final Destination details will be discussed later in this section.

1. Click on Manage Services from the main menu

2. Click on Hunt Groups from the sub menu.

3. Any existing Hunt Groups for your selected group will be displayed; you can Edit, Configure
Features or Delete a Hunt Group by clicking on the appropriate button.

4. Click the Add Hunt Group button.

User Administration  Trunk Au istration I Manage Services I Portal Administration Inventory  Reports  Profie  Help
.
Call Pickup  Contact Center ACE1 Hunt Grnupsl Instant Group Call
Tenant ID: 343170 Default Group: L2 LOC

Hunt Groups
This applicstion may be used to Add, Edit Hunt Groups, Delate, and View/Edit Members of Your Existing Hunt Group

Select a Group: QxLoc -

Add Hunt Group |
- R Fhene Humber

suntest 4072086758 (" Edit | [ Configure Features | [ Delete |

5. If you have multiple groups, from the dropdown list, select the group you would like to create a Hunt

Group for.
6. Once you select a group, any existing Hunt Groups already created, will display below. You can
edit or delete existing Hunt Groups at any time.
7. Click the Add Hunt Group button.
Note: You'll receive an error if there are no Hunt Groups available in your account
% inventory, you’ll have to contact your Account Manager to have one added.

Hunt Groups
This application may be used to Add, Edit Hunt Groups, Delete, and View/Edit Members of Your Existing Hunt Group

Select 3 Group: | AZAD QG LOGATION v H

Add Hunt Group

- Hunt Group Mame Phone Number

Mo records found.
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8. Enter a descriptive name for the Hunt Group.
% Note: The Hunt Group name cannot contain white space, commas or semi-colons.

9. From the Phone Number dropdown list, select a number from your group to assign to the Hunt
Group; or click Select From Another Group button to select a number currently assigned to
another group.

Note: If there are no phone numbers available in your inventory, you’ll need to contact your
Account Manager to have one added.

10. An extension is automatically populated based on the assigned phone number, but this can be
modified by highlighting the assigned extension in the Extension field, then typing in the new
extension.

11. Enter the Hunt Group's Calling Line ID Last Name and Calling Line ID First Name. This is
displays on the user’s phone when they receive a call from the Hunt Group number.

12. From the dropdown list, select the Time Zone for this Hunt Group.

13. Select if you would like to Allow Call Waiting on Agents. This allows members to receive more
than one call from the Hunt Group at a time.

14. From the dropdown list, select the Group Policy for the Hunt Group.

e "Circular": Incoming calls hunt through agents in the order they appear in the list, starting
with the agent following the last agent to receive a call. When the search reaches the end of
the list, it loops back to the top and continues until it has tried all agents.

e "Regular": Incoming calls hunt through agents in the order they appear in the list, starting
from the top each time.

e "Simultaneous": Incoming calls alert all agents at the same time. The first agent to answer
handles the call.

e "Uniform": Incoming calls hunt through all agents in order, starting with the agent who has
been idle the longest and ending with the agent who mast recently answered a call.

o “Weighted”. Incoming calls are dispatched to the agents randomly according to the
specified percentage weight of each agent.

15. Enable Directory Privacy is disabled by default; click the Yes radio button to enable. With this
feature enabled your name won'’t appear in the directory.

Hunt Group - Add

*is a required fiskd.

* Group: LAS VEGAS NV (a-408) \

Mame: | |

@ * Phone Number: = | [ Select from another group |
e

@ * Extension: | |

* Calling Line ID Last Name: | |
* Calling Line ID First Name: | | >

* Time Zone [(GMT-08:00) (US) Padific Time +]
* Allow Call Waiting on Agents: () Yes (@) Ne
@ * Group Policy:
@ Enable Directory Privacy O ves @ Mo )
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16. With Diversion Inhibitor enabled, it prevents redirection services from being activated on the
terminating side of an unanswered call.

17. The First/Last Calling Line ID of the Hunt Group appears on the display for incoming Hunt Group
calls; if you disable Include the Hunt Group Name in the CLID feature, it prevents calling line ID
from appearing on the display.

18. If you have the group policy set to anything other than Simultaneous, enabling the Skip to Next
Agent setting allows callers to move to the next agent if the first agent cannot answer the call.

19. In the Number of Rings dropdown list, select how many rings before the call moves to the next
available agent.

20. The Final Destination is where you want the caller to go if no members are available to take a Hunt
Group call. Click the Yes radio button to enable; in seconds from 0-7200 in the Number of
Seconds field, enter how long a caller should wait for a member, before forwarding to the Final
Destination.

21. If Final Destination is enabled, will choose between forwarding to a phone number or voicemail as
the final destination.

22. When the Call Forward To radio button is enabled, enter any 10-digit internal or external number in
the Call Forward To field.

23. If unanswered callers should roll to the Hunt Group's voicemail, click the Voice Mail radio button.

24. That activates the Voice Mail PIN and Confirm Voice Mail PIN fields, which should be populated
accordingly.

25. If Escape to Operator groups have been defined, and you wish to enable this feature, select one of
the groups from the dropdown list.

26. The Not Reachable Setting is where you want caller to go if your phones are not working. This
number should be input in the Call Forward To field, with the Yes radio button for Make Hunt
Group Busy When All Available Agents Are Not Reachable enabled. This is also known as
disaster recovery.

27. When all features of the Hunt Group are selected, click the Add Members button.

AT P T T /‘O\AMMW/\MAT A amand

@ Diversion Inhibitor @ Yes O No

@ Include the Hunt Group Name in the CLID @ Yes (O Me

No Answer Settings
Skip to next Agent: O ves @ nio Number of Rings: |1

. . Humber of seconds
Final Destination O ves ® no 07200 0

Call Forwarding

* Call Forward to: >

Voice Mail:

Voice Mail PIN:
Confirm Voice Mail PIN

Escape To Operator Group: - Select -

Not Reachable Settings

Make hunt Group busy when all available agents are not reachable: @ e O j
Yes No
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28. Enter search criteria for the users you would like to add to a Hunt Group in the Find field.
e Search for Hunt Group members by Last Name, First Name, Telephone Number or
Extension.
Note: If your group has less than 1000 users in it, all members of that group will be
% listed under Search Results and End Users.

29. Drag and drop users you would like to add to the Hunt Group from the left column to the right
column (you can also select them while holding down the Control button on your keyboard and then
click the right arrow in the middle of the columns).

30. Under Add Users To, place the users in the order you would like them to receive calls by using the
up and down arrows to the right to sort them appropriately.

31. You can add members from locations outside of the Hunt Group location, so any individual within
your tenant can be in any Hunt Group.

32. When all members have been added and are placed in the appropriate order, click the Save button.

Manage Services
Hunt Group - Add Members

Search End Users

Full or parital search querles are OK. Wikl card searches are nof supporied.

Find -S2st- =  thatincludes
Search Results and End Users Add Users to
test,reeshma(restesten@azsdhydsssp com) - tsti,grpi{groupi@szadhvdssep. com)

=ar, zasset(sar_Resourcei@szadhvdssep. com)
Dioe, John{johndoe@ctlveoice. com) > Drag and Drop F
=3,23(z3_Resouw raa@azadhvdssep.mm}
wmtst AF{AF vmitst@azadhvdszep. com)

m

guntska, vinay[VoiceMaiTesting@ctlvoice. com) .- 4

down, tews{testdowni@ctlv oice.com)

=ar123, phone(zar1 23 szadh vdssep.com) -

Save m Previous

Configure Hunt Group Features

You can manage and monitor features within each Hunt Group, such as Call Logs, Call Features, and
Voicemail, if the Hunt Group has a voicemail associated to it.

1. Once your Hunt Group has been defined and members have been added, scroll to the bottom of the
Hunt Group screen and click the Configure Features button.

Not Settings

Call Forward to:

Iake hunt Group busy when all available agents are notreachable: @ ves © No

m] Edit Members Configure Features Cancel
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2. Hunt Group Configure Features has its own main menu and includes submenu options within
each main menu item.

3. Click on Call Features from the main menu.

4. Click on Find Me from the sub menu.

5. Select from several Find Me options such as Call Forward Always, Call Forward Busy and Call
Forward Selective.

6. To activate a feature, click the On radio button. Enter the number within the appropriate field that
you wish to forward to.

7. Click the Save button to save any Find Me settings that you may have changed at this point.

Call Logs| Call Features |VirtuaIDesk Voice Mail Help
r .
| Find Me | Privacy
HVDSEUFindMe

Find Me
Play Ring

(3 Call Forwarding Always @ ©on ([0 Off 2125596321 [[] reminder when a
call is forwarded

%) Call Forwarding Busy T en @ Off

5 Call Forwarding Selective @ on @ Of [ Edit |

@ Call Notify Service is OFF [ Edit |

3 Do Not Disturb @ on @ Of

=

8. Call Forwarding Selective allows you to forward calls to a specific location based on various rules
or criteria.
9. Click on Edit next to Call Forward Selective.

HVDSEUFindMe

Find Me
Flay Ring

@) Call Forwarding Always @ on () Off 2125596321 [F] reminder when a
call is forwarded

%) Call Forwarding Busy Ty on @ Off

@) Call Forwarding Selective F on (g Off [ Edit |

@ Call Natify Service is  OFF [ Edit |

@ Do Mot Disturb ) on (@ Off

Save |’ Cancel ‘|
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10. Define the number you want to forward to, by inputting the 10-digit number in the appropriate field.
11. Click the Save button to forward all calls to that location or click the Add Rule button to set specific
criteria.

Call Forwarding Selective
| Default Call Forward to phone number / SIP-UH| 2125557412

[Eis Active
I} Play Ring Reminder when a call is forwarded

L@l Active | Description | Time Schedule | Holiday Schedule|Calls From | Action

Add Rule...
1 4

12. Enter a Description for your rule.

13. Choose to forward to the previously defined humber or click the radio button for Forward to another
Phone Number/SIP-URI. If you choose to override the number you just defined, enter the new
number in the appropriate field.

14. If you wish to apply this rule to a Time Schedule, slick the dropdown list and select your schedule
option.

15. If you wish to set a Holiday Schedule, click the dropdown list and select the appropriate schedule.

16. Choose which incoming call type you want to assign to this rule:

e Any Phone Number — all incoming calls

e Following Phone Numbers — allows you to define up to 12 incoming numbers that follow
this rule

e Any Private Number — any number that is listed as private with their caller ID

e Any Unavailable Number — any number that does not provide caller ID

17. If choosing Following Phone Number, input up to 12 phone numbers in the appropriate fields that
you wish to follow this rule.’

18. When all criteria is entered, click the Done with Add Rule button.

e o
Call Forwarding Selective - Add Rule

| Description: Test _
@ Use Default Forward Phone Number / SIP-URI E
| Forward to: ) Forward to another Phone Mumber [ SIP-URI

| Time Schedule:  Every Day All Day - _

Holiday Schedule: None -
@ Any phone number ~
@ Following phone numbers:
[C] Any private number

|:|Any unavailable number
Specific phone numbers: >

2125553698 2125559632

Calls From:

| ./
Cancel Add Rule Done with Add Rule
#
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19. Click the Add Rule button, to define another rule, or click the Save button to save your Call
Forwarding Selective options.

| Call Forw; g Selective

|
| Default Call Forward to phone number / SIP-UR| 2125557412
[Cis Active
] Play Ring Reminder when a call iz forwarded

Active |Description | Time Schedule |Holiday Schedule Calls From Action

Mew Test Every Day All DayMone 125553608, 2125559632| Edit Delete
| =
&

20. With Call Forward Selective settings defined and saved, be sure to click the On radio button.
21. Then click the Save button to enable that feature.

Call Features

Find Me

@ ] Play Ring Reminder when
() Call Forwarding Always on of [} 2 callis forwarded
. @
(@ Call Forwarding Bus i
o v on Off

© ®
2 Call Forwarding Selective on of

@ Call Notify Seniceis OFF

(8] @
on Off

22. Call Notify allows you to define email addresses and distribution lists that receive an email
whenever a call is make to your Hunt Group.
23. Click the Edit button next to Call Notify.

@ Do Not Distur [] Play Ring Reminder when a call is blocked,

Call Features

Find Me
@ ] Play Ring Reminder when
(@) Call Forwarding Always on of [} a call is forwarded
@
() Call Forwarding Bus i
o 4 On off
" @ ®
Call Forwarding Selective - - Edit
® g o o
@ Call Motify Seniceis OFF
() Do Mot Disturb [“’"‘ L;‘!F; ] PlayRing Reminder when a call is blocked.
n
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24. In the Email Address field, enter the email address, or common separated email addresses, or
distributions lists that you want to be notified when calls are received by this Hunt Group.

25. Click the Save button, and all calls to this Hunt Group will active the Call Notify feature and send
email to the email address(es) listed.

26. To set a rule for Call Notify, click the Add Rule button.

=
|| Call Notify
Email Address individual@domain.com

Active | Description Time Schedule Holiday Schedule Calls From | Action

Add Rule...
|
4

27. Enter a Description for your Call Notify rule.
28. The rest of the options are the same as for Call Forward Selective Rules.
29. Select the remaining options as outlined in steps 17-21 above for specifics on each option.

S _
Call Notify - Add Rule

| Description: Test b

. N
|

|

Time Schedule:  Every Day All Day -
Holiday Schedule: None -

@ Any phone number
(@) Following phone numbers:
|:|Any private number
DAny unavailable number >-

Calls From: Specific phone numbers:

| Cancel Add Rule Done with Add Rule J p

30. Click the Save button to save your rule.

| Call Notify

|
Email Addresg individual@domain.com

Active | Description | Time Schedule Holiday Schedule Calls From Action

o Mew est Every Day All DayMone All calls Edit Delete

Add Rule...
4
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31. Clicking Save automatically activates your Call Notify feature and any rule you’ve defined.
32. To remove Call Notify, click the Edit button to delete any rules you have saved.

Call Features

Find Me

(@ Call Forwarding Always

©

Play Ring Reminder when
A ¥ Ring

ot a callis forwarded
! - ®
(@ Call Forwarding Bus (8] @
: ! On Off
Cl ®
(3 Call Forwarding Selective on of

(2 Do Not Disturb O
Oon

& Call Notify | Seniceis ON I |I

@

o [7] Play Ring Reminder when a call is blocked.

33. The Do Not Disturb feature, when activated, will send all callers to the Hunt Group’s voicemail.

34. Click the On radio button.
35. Click the Save button.

Call Features

Find Me
[s] @ Play Ring Reminder when
(2 Call Forwarding Always on o = 2 call is forwarded
®
) Call Forwarding Bus; A
9 Y on of
' @ ® -
Call Forwarding Selective it Edit
® : o on
@ Call Notity Senicels ON
(3 Do Mot Disturb lI)enl [;ﬁ' [] Play Ring Reminder when a call is blocked.

Save | Cancel

36. Click on Privacy from the Call Features submenu.
37. Click the On radio button to activate Anonymous Call Rejection.
Note: By activating Anonymous Call Rejection, you'll restrict any call that does not provide
% caller ID from ringing into your Hunt Group. It is recommended that this feature be used

sparingly.
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Call Features

Privacy
@ Anonymaus Call Rejection @ ©
on  of
) Selective Call Rejection Seniceis OFF
(@ Selective Call Acceptance Seniceis OFF

38. Selective Call Rejection and Selective Call Acceptance are similar features.
39. Activation and adding a rule is processed the same for both features.
e Selective Call Rejection —reject calls to your Hunt Group when predefined criteria are met,
phone number(s), time of day, etc.
e Selective Call Acceptance — allows call to your Hunt group when predefined criteria are
met; i.e., phone number(s), time of day, etc.
40. Click the Edit button next to the feature you wish to activate and create a rule for.

Call Features

Privacy
; @ O
Anonymous Call Rejection
@ y ] on  of
(@) Selective Call Rejection Seniceis OFF

(@ Selective Call Acceptance Seniceis OFF

41. Click the Add Rule button.

on Time Schedule Holiday Schedule Calls From Action

Add Rule...
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42. Enter a name for your rule in the Description field.

43. Choose a Time Schedule from the dropdown list if a schedule has been set and is required for this
rule.

44. Choose a Holiday Schedule from the dropdown list if a holiday schedule has been set and is
required for this rule.

45. Choose which phone numbers should follow this rule, Any Phone Number, the Following Phone
Numbers, Any Private Number or Any Unavailable Number.

46. If you choose the Following Phone Numbers, enter up to 12 specific phone numbers that you want
to follow this rule, in the fields provided.

47. One all options have been selected for your rule, click the Done with Add Rule button.

| Selective Call Rejection - Add Rule

| Description: b
| Time Schedule: Every Day All Day - b
| Holiday Schedule: None - b
\

i @ Any phone number
) Following phone numbers:
DAny private number
DAny unavailable number

| calls From: Specific phone numbers: >

|
| Cancel Add Rule Done with Add Rule J p

48. Your rule will be listed, and you can return to your rule to edit or delete it at any time.
49. Click the Edit button rule to modify your rule.

50. Click the Delete button to delete your rule.

51. Click the Save button to continue.

Call Rejection|Every Day All DayMone Al calls Edit Delete
e——
|

=1 [
| F
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52. The rule you added and feature that you activated is now indicated by Service is On.
53. Calls ringing to your Hunt Group will be based on the criteria in defined in your rule.
54. To modify your rule at any time, click the Edit button.

Call Features

Privacy
3 Anonymous Call Rejection et @
v ! on  Of
@ Selective Call Rejection Seniceis ON
@ Selective Call Acceptance Senviceis OFF

55. Click Call Treatment Schedules from the sub menu.

56. This allows you to define schedules that can be added to your Hunt Group based on time of day,
after hours, weekends, holidays, etc.

57. If any schedules have been created either for this Hunt Group, or for the entire group, they’ll be
listed here.

58. A group schedule can only be added/deleted/modified by the administrator but can be used for any
Hunt Group and can also be used for advanced features by any End User within that group.

59. Click the Add Schedule button to add a new Schedule if none of the existing personal or group
schedules fit the criteria needed for your Hunt Group’s schedule.

Call Features

Call Treatment Schedules

These Schedules are used to manage certain Call Treatment Features such as Call Forwarding Selective, Call Notify, and others in the Call
Features sections if certain time schedules are desired.

Schedule Name Action

LYBusinessHours Time Group
9:00a-5:00p Time Group
After Hours Time Personal
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60. Enter a name for your schedule in the Schedule Name field.

61. Choose which Days of Week you want to
62. Choose a Start and End time by selecting
63. When all options for your schedule have b

apply this schedule to by clicking the check boxes.
the options from the dropdown lists.
een set, click the Save button.

Call Features

Call Treatment Schedules -Add

Schedule Mame: I

Hunt Group I

Day or Week:

[Z1sun ¥ mon [¥] Tue [¥] wed [¥] Thu [¥] Fri [C] sat

Start:

End:

7 ~.00 v AM + _
7 -. 00~ PM ~ b

Schedule Type:

Time

Level

Personal

==

64. Once Schedules are built at either the group level (by the Admin) or within an individual End Users

portal, schedules can be added to Rules within Advanced Features such as Selective Call

Forwarding, Simultaneous Ring, Sequenti

al Ring, Hunt Groups, etc.

65. This is an example within an advanced feature where you'll see the schedules built and which can

be associated to a feature.
66. Click on Add Rule, a Time Schedule dro

pdown list is available, and populates with any Schedule

that has been built at the group level by the Admin or schedules built at the user level.

Call Forwarding Selective

Default Call Forward to phone number / SIP-URI
[Clis Active

[ Play Ring Reminder when a call is forwarded

Time Schedule |Holiday Schedule

Call Forwarding Selective - Add Rule

Description:

[ AddRule... |

@ Use Default Forward Phone Number / SIP-URI
Forward to: © Forward to another Phone Number / SIP-URI

Time Schedule:  {Every Day All Day | v Em—

Holiday Schedule: (S0 AREVERIE]
LVBusinessHours(Group)

9:003-5:00p(Group)
© Following phone numbers:

[T any private number

DAny unavailable number

Calls From: Specific phone numbers:

Cancel Add Rule Done with Add Rule
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Note: A single Rule can only have a Time Schedule or Holiday Schedule assigned to it. If
you want to use both, you need to set up individuals Rules - one for Time Schedule and one
for Holiday Schedule. Attempting to add a Time and Holiday schedule to the same Rule, will

result in the following error.

Call Forwarding Selective x

o Each rule can only have one custom schedule. Please modify your rule so it does not have
both a custom time schedule and a custom holiday schedule. Custem schedules are

appended with "(Group)” in the drop-down list.

Description: ClosedHours

@ Use Default Forward Phone Number / SIP-URI

Forward to: ) Forward to ancther Phene Number / SIP-URI

© Do Mot Forward

Time Schedule:  afterhours(Group) -
Holiday Schedule: holiday(Group)

@ Any phone number

© Foliowing phene numbers:

DAny private number

DAny unavailable number
Calls From: Specific phone numbers:

Cancel Add Rule Done with Add Rule
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Editing Hunt Groups

Once your Hunt Group is built, you can return to edit that group, change members, select features settings,
and assign alternate numbers.

PR

No

Click Manage Services from the main menu.
Click Hunt Groups from the sub menu.

Select the Group you wish to manage.

Click Edit for the Hunt Group you wish to manage.

User Admi ation  Trunk Administration I Manage Services IPnrta\Administratiun Inventory  Reports  Profile  Help
r .
Call Pidwp  Contsct Center ACDI Hunt Grnupsl Instant Group Call
Tenant D: 257391 Default Group:  [eGEREERETATY

Hunt Groups
This spplication may be used to Add, Edit Hunt Groups, Delete, and View/Edit Members of Your Existing Hunt Group

Select a Group: SITE1L3 = | | Get |H

Add Hunt Group
- e Fhone Humber

hunttt TO23171028 [ Ear | [ Ennf\gureFaaturesl I Delete I

2 TestHuntGroup 7023171027 | [ Edit |I Configure Features | [ Delete |

To change members assigned to your Hunt Group, from the Hunt Group tab, scroll to the bottom
and click the Edit Members button.

To change configuration settings for your Hunt Group, click the Configure Features button.
Modify the settings as described in the section for creating your Hunt Group.

o

Hunt Group - Edit

Hunt Group Feature Settings Alternate Numbers

* is a required fiek
* Group: SITE1L2
* Name: TestHuntGroup
WWMWWWWAMTW
Confirm Voice Mail PIN
Escape To Operator Group: - Select -
Not Reachable Settings
Call Forward to:
Make hunt Group busy when all available agents are not reachable e
@ ves O Mo

m Edit Members. Configure Features. I Cancel |
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8. Click the Features Settings tab.

9. Choose to enable or disable various settings for your Hunt Group, such as Call Forward Always or
Do Not Disturb.

10. To enable a feature, click the On radio button.

11. At any time to disable a feature, click the Off radio button.

12. Click the Edit button for features to assign schedules or advanced features to those feature settings.

13. Click the Save button.

Manage Services

Hunt Group - Edit

Hunt Group. Feature Settings Alternate Numbers

End User Features.

3\

®  Anonymous Call Rejection

@  Call Forwarding Always [ Piay Ring Reminger when = call is forwarded

@  Call Forwarding Busy

® Call Forwarding Selective @ @ [_Edit | }
®  Call Hotify on @ o [(eait |
@ Do HNot Disturb © on @ o [Z Pisy Ring Reminger when = call is blacked

Selective Call Acceptance on @ on (CEdit

Selective Call Rejection on @ o (it | J

Save Edit Members e e cancel |

14. Click the Alternate Numbers tab.

15. From the Phone Number dropdown list, select the Alternate Number that you want to ring to the
primary Hunt Group number.

16. The extension will auto populate in the Extension field, but this can be modified.

17. From the Ring Pattern dropdown list, select the type of ring tone you want to be presented to the
Hunt Group members when this number is called.

18. Click the Save button.

Hunt Group - Edit

Hunt Group Festurs Settings Alternate Mumbers

Altemate Telephone Numbers allows up to ten additional telephone phone numbers to be assigned to a user for inbound calls. In eddition, you can
specify  ring pattern for sitemate numbers

Distinctive Ring @ on O on

Short-Short-Long
Short-Long-Short

None - No. Nomal -
Nene - Ho Nomal -
None - No MNormal -
None - Ho Nomal -
None - No. Nomal -
None - No Nomal -
Nene - Ho Nomal -

Save Edit Members. Configure Features S|
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Copying Hunt Groups

When adding a new Hunt Group, you can copy an existing Hunt Group with like settings, so it doesn’t
have to rebuilt from the beginning. Be sure to select a Hunt Group that has similar settings to what your
new Hunt Group will need, including the group it needs to be built in.

1. Click Manage Services from the main menu.
2. Click Hunt Groups from the sub menu.
3. Locate the Hunt Group you want to copy and click the Copy icon.

User Administration  Trunk Administration | Manage Services | Portal Administration  Inventory  Reports  Profile  Help  CSR Only
.

Call Pickup Contact Center ACDI Hunt Groups Ilnstant Group Call
Tenant 1D: 253023 Default Group: LAS VEGAS NV (a-408) Change Group

Hunt Groups
This application may be used to Add, Edit Hunt Groups, Delete, and View/Edit Members of Your Existing Hunt Group

Select a Group: LAS VEGAS NV (2-406) v | [Get]
Add Hunt Group
- Hunt Group Hame Phone Humber Actions
1 LWHuntGroup 6123058888 i
2 MOHANHG 9520577232

TN SN e N NI o e BN e

Enter the new of the new hunt group in the Name field.

Pick a number from the existing group by clicking the Phone Number drop down list.

To pick a number from another group, click the Select from another group button.

The extension prepopulates based on the selected number, change it within the Extension field if
necessary according to your dialing plan.

Enter the calling names in the Calling Line ID Last Name and Calling Line ID First Name fields;
this is what’s presented for caller ID on inbound hunt group calls.

Manage Services

Nooas

o

Hunt Group - Copy

* s & required field.
* Copy from: LVHuntGroup [ 6123958888 }
* Group: LAS VEGAS NV (3-406)

@ * Phone Number: - \m\
 Calling Line ID Last Name: l:l
: Calling Line ID First Hame: :

Y a e A W W NN [ N O L DU e P
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9. Change time zone by clicking the Time Zone drop down list if necessary.

10. Change the call waiting setting by clicking the Yes or No Allow Call Waiting on Agents radio
button.

11. Adjust how calls present to the hunt group by clicking and selecting an option from the Group
Policy drop down list.

12. Adjust the Enable Directory Privacy setting by clicking the Yes or No radio button.

13. Adjust the Diversion Inhibitor setting by clicking the Yes or No radio button.

14. Adjust the Include the Hunt Group Name in the CLID setting by clicking the Yes or No radio

button.
R s L N NUNIVIN o NIV e S st WP e W o WO NFSRA  Ra WESS st e
* Time Zone: [(6MT-06:00) (US) Central Time ~] )
* Allow Call Waiting on Agents: @ Yes (O No
® * Group Policy:
3
@ Enable Directory Privacy QO Yes @ No
@ Diversion Inhibitor @ Yes (O No
@ Include the Hunt Group Name in the CLID @ Yes (O MNo
/
Ng Answer Settings
m/ﬂ\ﬂmﬂv“mvf\#W“’M“\am/MwmmMW

15. Change the Skip to next Agent settings by clicking the Yes or No radio button and number of rings
from the Number of Rings drop down list.

16. Make Final Destination settings by clicking the Yes radio button.

17. Forward to another number or send calls to Voicemail.

18. In the Not Reachable field, enter a number where you'd like your calls to ring to if our service is
unavailable.

19. Click the Make Hunt Group busy if all agents are not reachable Yes radio button to enable that
feature.

20. Click the Save button to save your settings or click the Add Members button to add members to the
hunt group; members do not copy from the group you copied from.

. Sy NI o N N = S
emnasmtiirer sy~ N e i N,
Skip to next Agent: O ves @ no Number of Rings: | 1 A
Number of seconds
Final Destination: Oves @ o (0-7200): 0
Call Forwarding
* Call Forward to:
Voice Mail:
@  voice Mail PIN: >.
Confirm Voice Mail PIN:
Escape To Operator Group: - Select -
Hot Reachable Settings
Make hunt Group busy when all available agents are not reachable:
O ves ® o )
Hote: Members will not be copied. This must be completed under Add Members.
save Tl | cancel | @ Chaf
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Instant Call Group

Instant Group Call allows users to call a group of users by dialing a phone number or extension associated
to the Instant Group Call. The users can be part of the same group or they can be external users.

1. Click Manage Services from the main menu.

2. Click the Instant Group Call from the sub menu.

3. If you have multiple groups, from the dropdown list, select the group you wish to add an Instant
Group Call feature to.

4. If you already have Instant Group Call group set up, they’ll be displayed for editing purposes.

5. Click the Add Install Group Call button.

User Administration  Trunk Administratinnl Manage Services Portal Administration Inventory Reports Profile  Help
&
Call Picup  Contact Center ACD  Hunt Fjﬂupsl Instant Group Call
Tenant ID: 3606850  Default Group: BENSON  [ls it getenS

Instant Group Call

This application msy be used to manage Instant Group Call b

Select a Group: DUSLIN + [ Gt
I Add Instant Group Call I
Sxiension e e m

Mo records found.

6. From the dropdown list, select the Phone Number you wish to assign to this Instant Group Call.
Note: If there are no phone numbers available in your inventory, you'll need to contact your
Account Manager to have one added.

Enter the Extension you want to use if it's different than the auto populated extension.

Enter the Name of the Instant Group Call.

Enter the Calling Line ID Last Name and Calling Line ID First Name for the Install Group Call.

This is what will display on the user’s phone when they receive a call that is being processed from

this Instant Group Call number.

10. Set the Enable Max Call Timer for Unanswered Calls. If you select On, you’ll need to select the
number of minutes you would like each user to be called from the dropdown list. If this is set to No,
the calls will ring for an unlimited amount of time, or until each party answers or you go to their
voicemail.

11. If there are external numbers you would like to add to the Instant Group Call, enter the number in
the Specify Phone Number field and click Add Numbers. You can have a maximum of 20 external
numbers that can be added. If at any time you wish to remove an external number, click the
Remove button next to that number.

12. For internal users, enter search criteria for the users you would like to find.

% Note: If your group has less than 1000 users in it, all members of that group will

© o N

automatically be listed under the Search Results and End Users field.
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13. Drag and drop the users you would like to add to your Instant Group Call from the left column to

the right column (you can also select them while holding down the Control button on your keyboard
and then click the right arrow in the middle of the columns).

14. When all users have been added to the Install Group Call, click the Save button.

Instant Group Call - Add
* 15 3 required fizid.

* Group: AZAD QC LOCATION

* Phone Number: @ | 5054003101 N _

* Extension: @ 31 )
= Mame: HRIGC
= Calling Line |0 Last Mame: HR
= Caliing Line ID First Mame: IGC
J
Enable Max Call Timer for Unanswered Calls & On & OFf Mumber of minutes: 1w @——
2126661234 Agd Numbsrs Mz 20
‘Specify Phons Mumber

2126566789 Remova

Add/Edit End Users

Search End Users

Full or partial search guerkes are OK. Wik «ard searches ane not supponsd.

Find -Sslect-  +  that includes | [seren | [owar ]
Search Results and End Users Add Users to
demo, VDN (G042005500) A

2, user (2512168803)
demaz, VDM (S042008801) +

device, VDM (5054002104)
|_Dos lape GORDOIED EN N
Doe, John (50540031581) ) Drag and Drop
[ Gown, Tewe (BUSA00TT 2]

Downgrade, Upgrade (2812188822}

Downgrade, Upgrade (2812168800}

Save Cancel
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Common Phone List

Common Phone List allows you to add frequently dialed numbers into a directory that can be used by
everyone in the Enterprise from the handset if Common Directory has been enabled, and the Group
Directory option within the Enterprise Assistant toolbar or, Contacts can be added individually or via bulk
upload.

1. Click Manage Services from the main menu.
2. Click Common Phone List from the sub menu.

User Administration TrunkAdmmistrﬁtmnI Manage Services |PnrtaIAdm\nistratiun Inventory Reports  Profile Help  CSR Only

I Common Phone List ILDAF' Settings
Tenant ID: 253023 Default Group: LAS VEGAS NV {s-408)  [E ctnHer o)

Common Phone List
This application may be used to manage the Commen Fhone List for the Group.

Select a Group: LAS VEGAS NV (a-406) = (et

Add Phone List Entry Bulk Load Common Phone List

Manage Commaon Phone List Groups

T R S SN

No records found

3. From the dropdown list, select the group you wish to add a Common Phone List to.

4. Click on the Get button.

5. If numbers have already been added to the Common Phone List for that group, they’ll be displayed
below and can be Edited or Deleted.

Entries can be added one at a time or via bulk upload.

Click the Add Phone List Entry button to manually enter a number to the list.

Common Phone List
This application may be used to manage the Common Phane List for the Group.

Select a Group: LAS VEGAS NV (a-408) | (Gt h
Add Phane List Entry Bulk Load Common Phone List

' Manage Common Phone List Groups
_—

—

Mo reccords found.

No
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8. Enter a descriptive name in the Name field.
9. Enter the appropriate 10-digit number in the Phone field.
10. Click the Save button.

Manage Services

Common Phone List - Add New

This application may be used to menage the Common Phone List for the Group.

* s 2 required fiekd

= Name: 1Delivery Service h
* Phone: 2125559632 h
Save Cancel

11. Your new entry appears and can be Edited or Deleted by clicking the appropriate button.
12. Click the Bulk Load Common Phone List button.

Manage Services

Common Phone List
This application may be used to manage the Comman Fhane List for the Group.

J Action completed successfully.

Select a Group: LAS VEGAS NV (3-408) - | [ et |

Add Phone List Entry I Bulk Load Common Phone List I

Manage Common Phone List Groups

[ =

1Delivery Service 2125559832 [ Edit | [ Delete |

13. Confirm the group is correct or change the group by from the Select a Group dropdown list.

14. Click the Browse button and search for your file as you normal for your operating system; hover
over the Select a File to Upload “?” for details on .csv file format.

15. Click the Validate And Process button to upload your entries.

Common Phone List - Bulk Upload
This application may be used to manage the Common Phone List for the Group.

Upload a file with your Common Phone Lists:

Select a Group: [Las vEGAS MY (2-408) v
) Select a File to Uplosd: comman_phonelist.csv h

Validate And Process Cancel
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16. Entries display and can be Edited or Deleted by clicking the appropriate button.

Common Phone List
This application may be used to manage the Comman Fhone List for the Group.

J Action completed successfully.

Select a Group: LAS VEGAS NV (a-408) - |E\
Manage Commaon Phone List Groups

1Delivery Servics 2125558832 [ Edit | [ Delete |
Insurance 2125557854 [ Edit | [ Delete |
The Store 2125551234 [ Edit | [ Delete |

LDAP (Lightweight Directory Access Protocol)

LDAP allows users to use an external Lightweight Directory Access Protocol for click-to-dial and from the
directory button on their handset device.

1. Click Manage Services from the main menu.’
2. Click LDAP Settings from the sub menu.

User Administration TrunkAdmlmstratlnnI Manage Services IPurta\Admmlstratmn Inventory Reports Profile Help
.

Common Phone ListI LDAF Settings I
Tenant ID: 2806850 Default Group: BENSON
e s —
LDAP Settings

This application may be used to manage LDAP Seitings.
Group: DUBLIN v | [ Get |

Vendor Palycom

Flease add at least 1 device to this to enable LDAF Directory Configuration

* Is @ required field.

LR PPN st s P N N0l it

3. Enter an IP address for Fully Qualified Domain Name (FQDN) in the Directory Address box.

4. Enter an integer between 0 and 65535 in the Directory Port box. The default TCP port is 389,
yours may be different

5. Enter the search root suffix of your directory server in the Search Base box. The root suffix should
reflect the domain name of the site you're searching.

6. If your directory server requires authentication, click Yes. If it does not require authentication, keep
the selection as No. These controls may speed up your searches.

7. If authentication is required, specify the DN (distinguished name), the unique identifier of the
directory account to use for the authentication in the Authenticated DN field (up to 256 characters).

8. Enter the corresponding password in the Authenticated Password field.
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9. Click Yes for the Always Include Search Attribute in Search Filter if you want to force the current
search attribute to be included in all directory server searches, even when the user leaves the
search parameter blank.

10. Choose the Reboot Type; Manual, Automated-Scheduled or Automated-Immediate. This
determines the type of background processing, and the visibility of scheduling and manual controls.

11. To provide your users with email notices regarding updates to the LDAP directory server, click the
Send email to users box.

12. Click the Save button.

Manage Services

LDAP Settings

This application may be used to manage LDAP Sattings.
Group: AZAD CC LOCATION v
Vendor: Pohycom

Plesse add at least 1 device to this to enable LDAF Directory Configuration.

* |5 a required fiel.

- Dimstory Aserss: ETET R
= Directory Port: 389
= Bearch Base: yefdgdf
* Require Authentication: i Yes @ No
= Authenticated DN: 12245
= Authenticated Password: e
= Always Include Ssarch Attribute in Search Filter: 0 Yes @ No J
@ Reboot Type: I @ Manusl O Automated - Scheduled 0 Automated - Immediate
[ Zend emsil to usars h

o | =
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Schedules
Schedules allows you to define schedules at the group level that can be applied to Auto Attendant hours of
business, Anywhere, Sequential Ring, Simultaneous Ring, etc.

1. Click Manage Services from the main menu.’
2. Click Schedules from the sub menu.

User Administration ~ Trunk Admini: miunl Manage Services |Purta\Administratiun Inventory Reports  Profie  Help
Py

Schedules [Device Management Support Contact
Tenant ID: 260650  Default Group: BENSON (e SUIEcTuis

Schedules

This spplication may be used to manage Schedules for your Enterprise.

Select a Group: DUBLIN v \E| b
Test Time [ Edit | [ Delete |
3. If you have more than one location in your tenant, select the group you wish to create a schedule for
from the dropdown list.
4. Click on the Get button.
5. If there are schedules already defined for that group, they’ll be listed below.
6. To add a new schedule, click the Add Schedule button.
7. To Edit or Delete an existing schedule, click the Edit or Delete button next to the schedule you wish
to manage.
Schedules

This spplication may be used to manage Schedules for your Enterprise.

Select a Group: DUBLIN - [(eet) _

Add Schedule
Test

Time [ Edit | [ Delete |
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10.
11.

12.
13.
14.
15.
16.

17.

18.
19.

Enter a Schedule Name to define the schedule you’re building.

Select if it is a Holiday or Time schedule.

Click the Save button.

Once you Save your Schedule, the Add Event button will activate. Click on Add Event to set the
parameters of your Schedule.

Schedules - Add
This application may be used to manage Schedules for your Enterprise.

“ 153 required field.
* Group: AZAD QC LOCATION

= Schadule Name: I Juhydth I

Schedule Typs: I @ Holiday & Time I

Save

Enter an Event Name for your schedule.

From the dropdown calendar, select the Start Date for your Schedule.

From the dropdown calendar, select an End Date for your Schedule.

From the dropdown lists, select the Start Time and End Time for your Schedule.

If your Schedule is an all day event, check the All Day Event box. If you choose All Day Event, you
don’t need to define the Start Time and End Time.

From the dropdown list, select Never, Daily, Weekly, Monthly and Yearly which best fits your
Schedule.

Complete the remaining information based on your Schedule and the required parameters.

Click the Save button.
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Schedules - Add Event

* ks @ reguired field.

= Ewent Nams: I Julydth I

= Start Date:

070412014 0 | G —

* End Date: ® _

* Start Time: [12 4.

* End Time: [z~
All Day Event: -

* Recurs Veatly v C—

Ewvery: 1 yesr(s) on @ Day 4 of July hd
&1 The First v Sunday * of Janusry  w
End: @ Mever
0 After DCCUMENCES
© Date B mmiddiyyyy)
Save

Device Management

Device Management allows you to manage and change device settings at the group level.

1. Click Manage Services from the main menu.’
2. Click Device Management from the sub menu.

User Administration Trunk Administration | Manage Services |Purla|Adm|mstrat|un Inventory Reports  Profle  Help
.

thedulﬁl Device Management ISupdeCDnbad
Tenant ID: 360650  Default Group: BENSON [ S0 el

HVDSGroupLevelDevice Settings

Device Management

This screen will sllow you to manage your group level devices.

Group: DUBLIN -

Vendor: - Select -
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3. If you have more than one location in your tenant, select the appropriate group that you wish to
manage from the dropdown list.

4. Select the correct vendor from the Vendor dropdown list.

5. Click the Get button.

Device Management
Thils sgnesn will aliow you io manage your group kel devices.

Group: ORLANDO - |§| _
Vanaor: i-Belect-} ; <

==

6. All devices for the selected group will be displayed including Device Name, Primary User Name,
Device Description, Device Type, MAC Address and Phone Number.

7. The Phone Numbers column will display the “Primary” number as well as any “Shared Call

Appearance”.

To delete a user, click the Trash icon.

Click on the Gear icon to manage a specific device, including adding additional Shared Call

Appearances, Busy Lamp Fields and Soft Keys.

Manage Services

Device Management

© ®

This screen will allow you to manage your group leve! devices.

Group: CENTURYLINK LAS VEGAS NV (a- = | | Get |
Vendor: Polycom -
Device Type: FolyTemplate
Devices Bulk Change Device Seftings Templates Bulk Apply Device Templates

Search Devices
Ful or partial search queries are OK. Wid card searches are not supported.

Find - Select- +| thatincludes ["clear |

Device Name Primary User Device Description | Device Type | MAC Address Phone Numbers Actions
7028027033FRIMARY_PolyS00  WVXS00, Rebecca yTempl aF2B428A1  7028027033(Primary) | €3 W
6123958880PRIMARY_PolyB0  VVX500-3, Rebecca PolyTemplate  D0D4F2B1918E  6123058889(Primary) XX
7029047996PRIMARY _Poly850  Abraham, NoVlBox PolyTemplate 7020047998 (Primary) X3 W

6123958883PRIMARY _Poly300 VVX300, Rebecca PolyTemplate 0004F2DFCOFS 6123956883 (Primary) - 6 p—

6123958887 (Shared)
1

6123353886PRINARY_Polys] Abranam, Ulrich Iy Template
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10. Click on the Bulk Change Device Settings tab to change group level settings; changes made on
this page will affect all users within that group.

11. Change feature settings by clicking Yes or No radio buttons, selecting options from dropdown lists,
or enter field data.

12. To return any setting(s) to the Group-Level Value, check the corresponding box under Reset to
Group-Level Value check box.
% Note: If you’re not familiar with a feature, hover over the “?” for a brief description.

o

Device Management

This screen will allow you to manage your group level devices.

Group: CENTURYLINK LAS VEGAS | = \E|

Vendor: Polycom -

Device Type: FolyTemplate

Devices Bulk Change Device Seftings Templates Bulk Apply Device Templates
3) BLF - Call Appearance: @ Yes (O Mo \ =
—9 %) BLF - Default Line Key Action: nomal - =

%) BLF - Remate Caller ID: @ Yes @ Mo =
5) BLF - Ringer: Silert ring - =
3) Browser Home Page: > |}
5) Call Waiting Tone: beep - =
5) Caller Number First D Yes @ Ne a
3) Conference Type: N-Way - =
%) Contact Center: Disabled - J =

led
%) Corporate Dirsctory On: D Yes @ No

0
% Day Light Ssvings Time Enable @ Yes (@) Mo =
%) Echo Cancelation: @ Yes () No =
% Enable Polycom Web GUI @ Yes @ Mo =
%) Enable Stutter Dial Tone @) Yes @ Mo ]
%) Exchange Calendar Enable @) Yes @ Mo ]
%) Exchange Server URL ]
7) Flexible Expansion Medule Keys Disabled - ]
%) Hoteling Integration @) Yes @ Mo =
% Line Mumbering: [VVX only) ©) Yes @ Mo ]
%) Spoofed Call Blocking (Not be used when on CenturyLink acoess) @) Yes @ Mo =
% Time Server pool ntp.org ]
% Transfer Type: (VVX only) ) Blind @ Consultative =
% Video Ensble @ Yes (0) Mo ]
% Video Quality High HD 1024kbs } /|

|
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13. Making setting changes will require a reboot of each device. The reboot can be performed
Manually, Automated-Scheduled or Automated-Immediate.
e Manual — each device will need to be rebooted by unplugging the data cable, or by
accessing the reboot option under Advanced Features
e Automated-Scheduled -- set a specific date/time, within7 days, for the devices within this
group to reboot
e Automated-Immediate — all devices within this group will automatically reboot

MwwﬁrmJWWMfwﬁmﬁij

3 Transfer Type: (VWX enly) () Blind @ Consultative =}
3) Video Enable @ Yes @ No =]
%) Video Quality High HD 1024kbs  + =]
7 Reboot Type: ©® menual O

[T s2na emsil to users

14. Click the Automated-Scheduled radio button.
15. Select the preferred reboot date by clicking the Calendar icon; reboot must be scheduled within 7

days.
16. Choose your starting time, a.m. or p.m., from the Start Time dropdown lists.

17. Click the Save button and all devices will reboot at the scheduled time.

# Vigen Enatie @ () N O
Voo Gualky Medium 512kbs o ]
§) Reboot Type: )yt @) muserstea - Sovecuied () Autonzied - imeneisie

Mobe: The reboot must be scheduled Wi @ 7 o3y winoom.

Stan Date; 06132015

SanTme 10 200 ¢

iFMI
(] e [ o
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18. Click the Automated-Immediate radio button.
19. Click the Save button to reboot all devices in this group immediately.

mwm@ﬂd

) Wid=o Ersle @ v (O M

) Vigen Quziy Medium 51Zkbs o
OreotTee (0 y O Avomes- soeouks @) auometen - e (E—
(] e o

20. If you want to apply the same feature setting changes to additional groups, click the Save to
Multiple Groups button.

\f‘-‘“—‘\d’{‘:'\mww\ff W@‘_\_‘__A“

) Wineo Enale @ s () N
5) Viao Cuaally Medium512kbs &
5 ReEbot Type: ) w0 musoeraten - Screoied (@) Ausomsted - msgiste

Save Save to Muttipls Groups Cancal

21. Drag and Drop groups from the Available Groups field to the Groups to Assign Settings to field.
22. When all groups have been assigned, click the Save button.

Eclow are e offer groups In Biks Renant whikch Faue Biks dayice fype. Groups Bt 6o ol iaue this davice ype Zssigned o
2 bt ome wser will ot Show up In e aualiatile groups list

BENSON DUSLIN

ORLANDD ) Drag and Drop

[Em]E :
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23. Click on the Templates tab.

24. Click the Device Template dropdown list to review default templates and custom templates that
have been created.

25. Once you select a default or custom template, click the Get button to access that template; existing
default or custom templates can be modified to create new custom templates.

26. Click the New button to start a new template from scratch.

Device Management

This screen will allow you to manage your group level devices.

Group: GENTURYLINK LAS VEGAS }| = | | Get |
Vendor: Potycom -
Device Type FolyTemplste
Devices Bulk Change Device Seftings Templates Bulk Apply Device Templstes

Device Template

iw “Get“m h

FPoyPremum 2

27. Change feature settings by clicking Yes or No radio buttons, selecting options from dropdown lists,
or enter field data.
% Note: As always, if you’re unfamiliar with a feature, hover over the “?” for a brief description.

e ———— ———

Device Management

This screen will allow you to manage your group level devices

Group: GENTURYLINK LAS VEGAS b = | | Get |
Vendor: Polycom -
Device Type: FalyTemplate
Devices Bulk Change Device Seftings Templates Bulk Apply Device Templstes

Device Template FolyFremium_2

Editing existing templates will not change existing devices that those templstes are sssigned to. You will need to re-spply the template to devices that
you want to change.
Line Key Defaults

Display Count 2 .

@ Ring Type: Standard Single
—% @  LineType Private -
@ Message Waiting Indicator: Yes o
Track Calls: Yes «
Sync Call Forward Yes «

@

page 187 of 254

Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks

are the property of their respective owners.



A -
N CentUFYLlnk

28. If you selected to start with a default or previously created Custom Template, any soft keys built
within that template will be displayed.
29. You can clear or remove any of the default soft keys by clicking the Clear Soft Key button next to
the feature you wish to delete.
30. To add a new custom soft key, click the Action dropdown list and select from various features.
31. The Label field will pre-fill based on the feature selected, but it is editable so the label can appear
with a more familiar name for your users.
32. Check the appropriate boxes depending on where you want your soft key to appear and/or the
status of the phone when you want that feature available:
e Show On Idle — the soft key will only be available when the phone is on-hook
e Show on Active — the soft key will only be available while on an active call
e Show Before Default Keys — the soft key will be moved ahead of default features such as
Transfer, Hold and Conference

R e NN OSSNV

Soft Key Defaults
- - - [']
-] fCustom .
i:: Enable Action @Label : Action
2 Pull - Pul B B [ clear softkey |
3 Retrieve - Retrieve = [ | Clear Soft Key |
4 To Vimail IR ™ — 0 El [ clear softkey |
“Seledt - e
5 DND Park = |} | clear soft Key |
Forward —
¢ ;izflﬁlp [ clear softkey |
PTT —_——
7 Retum [ clear Softkey |
@ Vimail [ clear softkey |
Custom ——
: BockD [(ciear somxey |
Dir J
10 Dir Call Pick w/Barge [ clear SoftKey |
Directed Call Pickup e
Device Tile gy

33. Next select Device Settings you want applied to your custom template by click the Yes or No radio
buttons, by selecting options from a dropdown list, or by typing information into specific fields.
34. After all settings specific to that custom template are set, click the Save As button.
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3

3

3

3

5

3

5

3

3

3

5

3

7y BLF - Call Appearance:

» BLF - Default Line Key Action:

#» BLF - Remote Caller ID:

» BLF-Ringer:

» Browser Home Page:

& Call Waiting Tone:

+ Caller Number First:

7 Calls per Key:

» Corporate Directory On:

1 Day Light Savings Time Enable

#» Echo Cancelation:

» Enable Polycom Web GUI:

#» Enable Stutter Dial Tone:

» Exchange Calendar Enakble:

» Exchange Server URL:

+ Hot Dial Enable:

@ Yes (@) Mo
nomal
@ Yes ([ Mo

Silent ring

beep

) Yes

@ Yes ([ Mo
) Ne
) Yes @ Mo

) Hot Dial Enable: .:::. es .:Z':. No
(3 Hot Dial:

;r:l:bnll:;n Capture:{Reguires Polycom Web Gui be ) ves @ Mo
éeriﬁﬁiau!;rmng {Mot be used when on |:| Ves (:‘u o
7) Time Server: pool rtp.org

1) Video Enable .:g::. es .:::. No
71 Video Quality: Medium 512kbs

Wwﬂwmf&ﬁ%ﬁm

\

- J
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35. To save a new custom template, enter a descriptive name in the Device Template field.
36. To save as an existing template, select your template from the dropdown list.

Device Template: @  OrdandoCustomTemplate €<
Existing Custom Templates: @ Celect ] h

JohnCustom Template 1
JohnCustom Template2
JohnCustomTemplate3
JohnCustom Templates

37. Click the Save button.

38. If custom templates are built prior to building users, templates can be assigned while creating users
individually, or when using the Bulk Upload Spreadsheet.

39. Be sure to list the template name in your Bulk Upload Spreadsheet, exactly as it was named
including upper/lower case and punctuation.
Note: If you create a custom template after your users have been built, the users who
require this custom template would have to be deleted and rebuilt for the feature changes to

apply. Any new users added after the custom template has been built, can be assigned that
template through the Create New User process.

Device Template: i@  OrdandoCustomTemplate
Existing Custom Templates: @ e | |
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40.
41.

42.

43.

44,

45,
46.
47.

Click the Bulk Apply Device Templates tab to assign a new template to multiple users.
Select the template from the Device Template dropdown list.

Device Management

This sreen will allow you to manege your group level devices.

Group: CENTURYLINK LASVEGAS 1 = | | Get |
Vendor Polycom -
Device Type FolyTemplate
Devices Bulk Change Device Settings Templates Bulk Apply Device Templates

Device Template:

WakeForestCustom Temp h

Search Devices
Full or partial search gueries are OK. Wild card sesrches are not supported

(o

Device Description

Find - Select -

v thatincludes

Device Hame Device Type

Sl

Primary User MAC Address

oy

L

Use the Search Devices option to search for specific users by First Name, Last Name, MAC
Address or Device Name.
Click the Box in the column heading to select all users, or individual click on the box for each user
which wish to update.
Making setting changes will require a reboot of each device. The reboot can be performed
Manually, Automated-Scheduled or Automated-Immediate.
e Manual — each device will need to be rebooted by unplugging the data cable, or by
accessing the reboot option under Advanced Features
e Automated-Scheduled -- set a specific date/time, within7 days, for the devices within this
group to reboot
e Automated-Immediate — all devices within this group will automatically reboot
If you wish to notify each user of the impending reboot, check the Send Email to Users check box.
Click the Save button to enable the selected reboot option.
After all devices are rebooted, new feature settings associated to the newly assigned template, will
be in implemented.

[ i S TNttt TN e T i ]

Devices Bulk Change Device Settings Templates Bulk Apply Device Templates

Device Template

VizkeForestCustomTemp v

Search Devices
Full or partial search queries are OK. Wild card searches sre not supported

Find - Select - @ [ clear |

« thatincludes

— o T

| 7028027033FRIMARY_Poly500

[[J ®123958889PRIMARY_PolyBon
T022047996PRIMARY_Polys50
©123958823FRIMARY_Poly200
©123958886PRIMARY_Polys00

@ e

7028027884PRIMARY_Poly500

RIMARY_Foly400

7028027031PRIMARY_PolyS70

VVIE00, Rebeces
VVX500-2, Rebecca
Abrsham, NoVBax
VVX200, Rebecca
Abraham, Ulrich
VX400, Rebecca
Bertee, Mary

Huston, Jeff

FolyTemplate
FolyTemplate
FalyTemplats
FolyTemplate
FalyTemplats
FolyTemplate
FalyTemplats

FolyTemplate

7 Reboot Type I @ Msnusl © Automsted - Scheduled ) Automated - Immediste I

ﬁ [ send zmail to users

0004F2842841

0004F2B1818E

0004F20FCOFS

0004F2028278

00180101442C

0004F22932FE
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Support Contact

If you prefer that your end users contact an internal resource for support, you have the ability to customize
the number within the Support Contact option that is provided to your end users if they receive a portal
error.

1. Click Manage Services from the main menu.’

2. Click Support Contact from the sub menu.

3. If you have more than one location in your tenant, select the appropriate group that you wish to
manage from the dropdown list.

4. Click the Get button.

5. The default support number for CenturyLink support, is selected by default and cannot be modified.

6. To customize the Support Contact number, click the Custom End User Help Desk Number radio
button.

User Administration Trunk Administration Manage Services Portal Administration Inventory Reports  Profie  Help
A

Schedules Device Managementl Support Contact I
Tenant ID: 280850 Default Group: BENSON

Support Contact
The CenturyLink help desk can be reached by calling 877-878-7542. When 8 user receives an emor message in the portsl, they will be instructed to call this number. If

you would like to change that number to your own help desk, edit the setting below.

Select a Group: DUBLIN - [Tea |

CenturyLink End User Help Desk Number: @ S7T-eTETE42

Custom End User Help Desk Humber: & E

7. Inthe Custom End User Help Desk Number field, enter the number you want to display in the
portal.
% Note: This number can be a toll free or 10-digit phone number.

Support Contact
The CenturyLink help desk can be reached by calling 877-878-7543. When a user receives an emor message in the portal, they will
be instructed to call this number. If you would like to change that number to your own help desk, edit the setting below.

Select a Group: DUBLIMN - | Get |

CenturyLink End User Help Desk Number:

=, BTT-878-7542

@ 8886545874 _

Custom End User Help Desk Number:

Save " Cancel \|
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Dial Plan Policy

Dial Plan Policy allows you customize digit mapping including public and private dial plans simultaneously
on a per-group basis. This capability allows integrated and consistent control of digit collection and external
digit processing policies. It also provides the capability to allow the “dial 9 to access an outside line” feature
common on many PBX systems.

1. Click Manage Services from the main menu.

2. Click Dial Plan Policy from the sub menu.

3. If you have multiple groups, from the dropdown list, select the group you want to access.
4. Click the Get button.

User Administration  Trunk Administration Manage Services Portal Administration Inventory Reports  Profile  Help
F .

| Dial Plan Policy l:-uupcaug ID  Extension Dialing Folicy
Tenant ID: 280650  Default Group: BENSON  [eLer RS

Dial Plan Policy

Canfigure the customizable digit mep including public and private dial plans ©n & pergroup basis. This sllows snd contral of
digit collection and external digit processing policies. It slso provides the capability to sllow the “disl 9 to sccess an cutside line” feature cemmen in many PBX systems.

“ls 3 required fiski
Group: DUBLIN v | ((Get ) _
@ Use System Defsult Dial Flan ) Ensble Access Code

e

5. Use System Default Dial Plan is the default and most commonly used.
6. This setting allows users to dial 10-digits for all external calls and does not require a “1” or a “9”.
7. To modify this setting, click the Enable Access Code radio button.

Manage Services

Dial Plan Policy

Configure the customizable digit map including public and private dial plans simultaneously on a per-group basis. This capability allows integrated
and consistent control of digit collection and external digit processing policies. It also provides the capability to allow the "dial 9 to access an
outside line" feature common in many PBX systems.

*Is a reguired field

Group: CENTURYLINK LAS VEGAS NV |z| [ Get |

@ @ Use System Default Dial Plan ) Enable Access Code _
m | Cancel |
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8. Inthe Public Access Code field, enter the digit that will be needed for an ‘outside line’, suchas a 9
or 8, which are most commonly used.

9. If you require this access code for all calls, click the Yes radio button.

10. In the Description field, enter a description of this dial plan policy.

11. When all policies are entered, click the Save button.

Manage Services

Dial Plan Policy

Configure the customizable digit map including public and private dial plans simultaneously on a per-group basis. This capability allows integrated
and consistent control of digit collection and external digit processing policies. It also provides the capability to allow the "dial 9 to access an
outside ling” feature common in many PBX systems.

*Is a required field

Group: CENTURYLINK LAS VEGAS NV |z| [ Get |

@ () Use System Default Dial Plan @ Enable Access Code

(3 *Public Access Code: 9 b
(@ Require Access Code for Calls: ) Yes @ Np b
(@ Description: Dial 9 for Outside h

m Cancel |

Group Caller ID

Group Call ID allows you manage whether an individual’s personal 10-digit phone number is out pulsed to
the calling party, or if another number such as your company’s main number, is presented to the caller for
outbound calls.

Click Manage Services from the main menu.
Click Group Caller ID from the sub menu.

If you have multiple groups, from the Group dropdown list, select the group you want to manage.
Click the Get button.

PopNE

User Administration Trunk Administration Manage Services Portal Administration Inventory Reports  Profile Help CSR Only
b

Dial Flan Palicy | Group Caller ID IExtensiDn Disling Palicy
Tenant ID: 253022  Default Group: LAS VEGAS NV (2-408) [Ruit e e ]

Group Caller Id
This epplication mey be used to manage Group Caller 1D for your Enterprise

Select a Group: LAS VEGAS NV [2-408) v [ Get | _

Calling Line ID Group Number: [7025027886 v

(@) Use user phone number for Calling Line Identity
Non Emergency Calls (Hosted VoIP Users Only]:

() Use group phone number for Calling Line Identity
Block Calling Name for External calls: @ ves ()N

Display User Name when calling other CenturyLink VolP Oves @he
customers:

Group Caller ID Hame [cEnTURYLINK

Mote: The Csller ID Name captured is only transmitted for SIF to SIF calls and not brosdcasted to the Public Switched Telephone Metwork (FSTN). Flease work
with your Centurylink scoount team to updste Caller |D Name for the PSTN calls as required

6700 Via Austi Parkway

Current 911 Location: Suite D
Las Vegas, NV 88119

Update 941 Information [ Cancel |
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5. Group Caller ID information will be displayed for that group.
6. From the Calling Line ID Group Number dropdown list, select the number from that group that you
want to send for outbound caller ID for the entire group.
Note: If the number you want to change the Calling Line ID Group Number to is being
% ported, this field will NOT be editable until after the port is complete, 911 is registered, and
all ported numbers are marked as active in our system. This could take up to 24 hours after
the port, to become available.
7. For non-emergency calls, select the radio button for the option you prefer, the Group Calling Line
ID or User Phone Number.
8. Choose to block or not block Calling Name for External calls by selecting the Yes or No radio
button.
9. If you don’'t want the User Name to appear for inbound caller ID for to other CenturyLink VolP
customers, click the No radio button.
10. Click the Save button.

Manage Services

Group Caller Id
This application may be used to manage Group Caller ID for your Enterprise

Group:  CENTURYLINK LAS VEGAS NV v [ et | C—
Caling Line ID Group Number: 7028027026 - _

@ Use user phone number for Calling Line identity
(©) Use group phone number for Calling Line Identity

Non Emergency Calls:

Block Calling Name for External calls : @ Yes () Mo b
Display User Hame when calling other CenturyLink VolP _ _
custupmz;s: ! i ) Yes (@ No _

Update 911 Information [ | cancer |

11. Observe the confirmation window, then click Proceed to continue to click Cancel to end the
transaction.

Confirm x

FPlease note: Any seat that is assocciated with this number will
not be allowed to update their 911 address in the End User

Portal. Do you want to proceed?

=
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12. A notice displays stating the calling line ID change typically takes 15 minutes but can take up to 60
hours.
13. Changes cannot be made to the 911 address until the calling line ID process change is completed.

Group Caller Id

This application may be used to mansge Group Caller ID for your Enterprise

J Change request submitted

Select a Group: LAS VEGAS NV (a-408) | [ et |
Calling Line ID Group Number. 7028027866 ~

The Calling Line ID Group Number is in the process of being changed. This ususlly complstes in 15 minutes from the time it is submitted. In rare cases, it can
take up to 80 heurs. Note: You will be unable to updste your 911 Address while this change is in progress,

(@) Use user phons number for Calling Line Identity

Non Emergeney Calls (Hosted VolP Users Only)
(O Use group phone number for Calling Ling Identity

Block Calling Name for External calls: @Y (e
Display User Name when calling other CenturyLink VolP e .
customers Or= @
Group Caller |0 Name: CENTURYLINK.

Note: The Caller ID Name captured is only transmitted for SIF to SIP calls and not broadcasted to the Fublic Switched Telephone Network (PSTN). Flesse work
with your CenturyLink account team to update Caller |2 Mame for the PSTN calls as required.

8700 Vie Austi Parkway
Current 811 Location Suite D
Lss Vegas, NV 89112

[ cancel |

14. The address registered for the Group Number is based on the Base Location address.

15. If the group Number is assigned to an individual user that is mobile, the temporary address location
can be registered with 911 through Manage Services, Group Caller ID.

16. Click the Update 911 Information button; this button will be greyed out if a Calling Line Group
Number change is in process, you’ll have to wait until that process is complete to make the 911
change.

Manage Services

Group Caller Id
This application may be used to manage Group Caller ID for your Enterprise

Group: |CENTURYLINK LAS VEGAS NV =] [ cet |

Calling Line 1D Group Number: 7028027026

@ Use user phone number for Calling Line Identity

Non Emergency Calls (©) Use group phone number for Caling Line Identity

Block Calling Name for External calls : @ Yes () No

Update 911 Information m (“cancel |
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17. Click the Change Current Location dropdown list to choose Manage My Locations, Select

Location, or Add New Location.
18. Select Add New Location.

Call Features Volce Mall

Profile & Setings

Profile  Setings 911 Location

Profile & Settings

Current Location: Baso Location
4650 LAKEHURST CT
Dublin, OH 43016

LIMITATIONS ON 911 EMERGENCY CALLS. SECURE ALTERNATIVE ACCESS to 811 SERVICES, This is your current
911 Address. 911 emergency services will be routed to this 911 ly. If you desire to move your service and use Itata
location DIFFERENT from your current 811 address, you must submit your new 911 address below or contact CenturyLink at 1-877-878-7543
and obtain CenturyLink™'s approval. You will Immediately receive a message indicating whether CenturyLink can accept or reject your
proposed add: Requests to modify your 911 address may take approximately 15 minutes from when the request was submitted. Requests
for a future change of your 911 address may take approximately 15 minutes from the scheduled change date and time. Any 911 calls made prior
to a confirmed change of your 911 address will route emergency services to your current address, not your proposed address. CenturyLink will
e-mail you at your email address of record when 911 service is available at the new, approved address. (If your request is for a permanent move,
you must contact your sales representative for a change of location order and this may take more than 30 days. Contact CenturyLink for details.)
NOT ALL ADDRESS CHANGES CAN BE APPROVED. CenturyLink will only approve addresses where 911 services can be provided. Fallure to
obtain approval is prohibited by the Terms and Conditions of IP Voice and constitutes a misuse of the service. Such misuse will route your 911
calls 1o the Incorrect 911 operator and provide Incorrect information to the 911 operator. If you request a permanent change for your 911 address
1o a location where 911 { CenturyLink will your IP Voice service. (.. Show Less)

Scheduled Change: (none)

Change Current Location ¢

My Current Location Is: - Select Location - ¢

Base Location
4650 LAKEHURST CT
Dublin, OH 43016

Current Location
4650 LAKEHURST CT
Dublin, OH 43016

911 Conditions, Information, or to
Change Your 911 Location

Voicemail Retrieval
Numbers
720-857-7467
865-540-6245

Escape to Operator
Number
614-356-9461

19. Enter the Location Name.
20. Enter the Address for that location.
21. Click the Save button.

Profile & Settings

Current Location: Base Location
4650 LAKEHURST CT

Dublin, OH 43016

LIMITATIONS ON 911 EMERGENCY CALLS. SECURE ALTERNATIVE ACCESS to 911 SERVICES. This is your current
911 Address. 911 emergency services will be routed to this 911 address only. If you desire to temporarily move your service and use itata
location DIFFERENT from your current 911 address, you must submit your new 911 address below or contact CenturyLink at 1-877-878-7543

and obtain CenturyLink™'s app You will i diatel

receive a

whether CenturyLink can accept or reject your

proposed address. Requests to modify your 911 address may take approximately 15 minutes from when the request was submitted. Requests

for a future change of your 911 address may take approximately 15 minutes from the scheduled change date and time. Any 911 calls made prior
to a confirmed change of your 911 address will route emergency services to your current address, not your proposed address. CenturyLink will
e-mail you at your email address of record when 911 service is available at the new, approved address. (If your request is for a permanent move,
you must contact your sales representative for a change of location order and this may take more than 30 days. Contact CenturyLink for details.)
NOT ALL ADDRESS CHANGES CAN BE APPROVED. CenturyLink will only approve addresses where 911 services can be provided. Failure to
obtain approval is prohibited by the Terms and Conditions of IP Voice and constitutes a misuse of the service. Such misuse will route your 911
calls to the incorrect 911 operator and provide incorrect information to the 911 operator. If you request a permanent change for your 911 address
to a location where 911 services are not available, CenturyLink will disconnect your IP Voice service. (... Show Less)

Scheduled Change: (none)
Manage My Locations :
Location:

(Add New Location) *

You currently have the ability to temporarily move your service to any of the locations in the ‘Location’ list above. To add a new location to this
list, enter a location name of your choosing and the 911 address, then click Save:

Location Name:
Address:

City, State, ZIP:

[ e
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22. Confirm the address was input correctly.
23. Click the OK button.
24. Your new location is now an option within your “My Current Location” list.

Profile & Settings

Current Location: Base Location
4650 LAKEHURST CT
Dublin, OH 43016

LIMITATIONS ON 911 EMERGENCY CALLS. SECURE ALTERNATIVE ACCESS to 911 SERVICES. This is your current

911 Address. 911 emergency services will be routed to this 911 address only. If you desire to temporarily move your service and use itata
location DIFFERENT from your current 911 address, you must submit your new 911 address below or contact CenturyLink at 1-877-878-7543
and obtain CenturyLink™'s app You will i i receive a ing whether CenturyLink can accept or reject your
proposed address. Requests to modify your 911 address may take approximately 15 minutes from when the request was submitted. Requests
for a future change of your 911 address may take approximately 15 minutes from the scheduled change date and time. Any 911 calls made prior
to a confirmed change of your 911 address will route emergency services to your current address, not your proposed address. CenturyLink will
e-mail you at your email address of record when 911 service is available at the new, approved address. (If your request is for a permanent move,
you must contact your sales representative for a change of location order and this may take more than 30 days. Contact CenturyLink for details.)
NOT ALL ADDRESS CHANGES CAN BE APPROVED. CenturyLink will only approve addresses where 911 services can be provided. Failure to
obtain approval is prohibited by the Terms and Conditions of IP Voice and constitutes a misuse of the service. Such misuse will route your 911
calls to the incorrect 911 operator and provide incorrect information to the 911 operator. If you request a permanent change for your 911 address
to a location where 911 services are not available, CenturyLink will disconnect your IP Voice service. (... Show Less)

Scheduled Change: (none)

You are about to add a new location to your list of 911 locations. You have named the location:
Denver 931

You have provided the following 911 address for this location:

[@]e=

931 14th St
Denver, CO 80202

Is this correct?

Changing your 911 Location

Once you have added a new location to your 911 Location List, you’ll then want to update your location in
the 911 system.

Click 911 Location from the Profile & Settings sub menu

Click Change Current Location from the first dropdown list.

Select the location you want to change to in the My Current Location Is dropdown list.
Click the Save button.

Profile & Settings

Current Location: Base Location
4650 LAKEHURST CT
Dublin, OH 43016

LRSI

LIMITATIONS ON 911 EMERGENCY CALLS. SECURE ALTERNATIVE ACCESS to 911 SERVICES. This is your current

911 Address. 911 emergency services will be routed to this 911 address only. If you desire to temporarily move your service and use itata
location DIFFERENT from your current 911 address, you must submit your new 911 address below or contact CenturyLink at 1-877-878-7543
and obtain CenturyLink™'s app You will i i receive a indicating whether CenturyLink can accept or reject your
proposed address. Requests to modify your 911 address may take approximately 15 minutes from when the request was submitted. Requests
for a future change of your 911 address may take approximately 15 minutes from the scheduled change date and time. Any 911 calls made prior
to a confirmed change of your 911 address will route emergency services to your current address, not your proposed address. CenturyLink will
e-mail you at your email address of record when 911 service is available at the new, approved address. (If your request is for a permanent move,
you must contact your sales representative for a change of location order and this may take more than 30 days. Contact CenturyLink for details.)
NOT ALL ADDRESS CHANGES CAN BE APPROVED. CenturyLink will only approve addresses where 911 services can be provided. Failure to
obtain approval is prohibited by the Terms and Conditions of IP Voice and constitutes a misuse of the service. Such misuse will route your 911
calls to the incorrect 911 operator and provide incorrect information to the 911 operator. If you request a permanent change for your 911 address
to a location where 911 services are not available, CenturyLink will disconnect your IP Voice service. (... Show Less)

Scheduled Change: (none)

ChangeVCu rrent Location  *

My Current Location Is: v - Select Location - h

Base Location

Denver 931 m
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5. Your location will be submitted for registration. You'll receive an email that your order was placed
and an email when your order is completed.

6. Remember, when you return to your base location, you'll need to log back into the portal and
register the 911 information again to reflect your Base Location.

7. Your Base and Current Location can always be reviewed on the right-hand side of your portal.

Scheduling your 911 Location Change

You can schedule a future 911 Location change. Keep in mind that you can only schedule one change at a
time, and if you try to add a schedule when one is already present, it will override the existing one.

Click 911 Location from the Profile & Settings sub menu.

Click Schedule Future Change from the first dropdown list.

Select the location under the My Future Location Will Be dropdown list.
Select the Date you would like the change to take effect from the Calendar.
Select the Time and Time Zone you would like the change to take effect.
Click the Save button.

ourwNE

Profile & Settings

Current Location: Base Location
4650 LAKEHURST CT
Dublin, OH 43016

LIMITATIONS ON 911 EMERGENCY CALLS. SECURE ALTERNATIVE ACCESS to 911 SERVICES. This is your current

911 Address. 911 emergency services will be routed to this 911 address only. If you desire to temporarily move your service and use itata
location DIFFERENT from your current 911 address, you must submit your new 911 address below or contact CenturyLink at 1-877-878-7543
and obtain CenturyLink™'s app You will receive a icating whether CenturyLink can accept or reject your
proposed address. Requests to modify your 911 address may take approximately 15 minutes from when the request was submitted. Requests
for a future change of your 911 address may take approximately 15 minutes from the scheduled change date and time. Any 911 calls made prior
to a confirmed change of your 911 address will route emergency services to your current address, not your proposed address. CenturyLink will
e-mail you at your email address of record when 911 service is available at the new, approved address. (If your request is for a permanent move,
you must contact your sales representative for a change of location order and this may take more than 30 days. Contact CenturyLink for details.)
NOT ALL ADDRESS CHANGES CAN BE APPROVED. CenturyLink will only approve addresses where 911 services can be provided. Failure to
obtain approval is prohibited by the Terms and Conditions of IP Voice and constitutes a misuse of the service. Such misuse will route your 911
calls to the incorrect 911 operator and provide incorrect information to the 911 operator. If you request a permanent change for your 911 address
to a location where 911 services are not available, CenturyLink will disconnect your IP Voice service. (.. Show Less)

Scheduled Change: (none)

Schedule Future Change *
My Future Location Will Be: Denver 931

Date/Time of Change: i] June 2013 :] 7:00 AM 3 h
1 Mountain s h

2 3 456178
9 10 11 12 131415

16 17 18 19 2021]22| CCmmmmmm

23 24 25 26 27 28 29

T 1
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7.

Your location change has now been scheduled.

8. You'll receive and email confirming your scheduled registration change.
9. Approximately 15 minutes prior to your requested change date/time, you'll receive another email

stating your order has completed and that the new address has been registered.

10. Remember, when you return to your base location, you'll need to log back into the portal and

register the 911 information again to reflect you Base Location.

11. Or submit a Schedule Future Change to coincide with your return to your Base Location.

Extension Dialing Policy

If your company has more than one group or location on our Hosted VoIP service, you can dial between
groups by extension, by modifying the Extension Dialing Plan.

1.
2.
3

Click Manage Services from the main menu.

Click Extension Dialing Plan from the sub menu.

All group locations within your tenant will appear in the Enterprise Extension Dialing Disable
Groups field.

Click a group and drag/drop it to the Enterprise Extension Dialing Enabled Groups field or use
the arrows between the fields to move groups from field to field.

Any group appearing in the Enterprise Extension Dialing Enabled Groups field, can extension dial
to other groups appearing within that field.

When all changes are made, click the Save button.

User ation Trunk ation Services Portal Administration Inventory Reports Profile Help CSR Onty
.

Dial Plan Policy Group Caller IO | Extension Dialing Policy I
Tenant ID: 253022 Default Group: LAS VEGAS NV (2-408) [Reir Re ot

Extension Dialing Policy

Q Q

Enterprise Extension Dialing Enabled Groups

MARRICT CITY CENTER {s-401} ~ FORT WALTON BEACH BETA (8-82)

CENTURYLINK (8-402) CENTURYLINK SEATTLE WA (2-407)

HILTON ORLANDO/ALTAMONTE SFRINGS (2-403)

CENTURYLINK SALT LAKE CITY {a-404)

CENTURYLINK FHOENIX AZ {a-405)

LAS VEGAS NV (3-408)

CEMTURYLIMK PORTLAND OR (2-408) I —4 Drag and Drop

CENTURYLINK_SDE_OMLY {a-8230) v

Save |' Cancel ‘|
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Portal Administration

The Portal Administration section allows delegation of management for specific telephone numbers and
groups by creating Sub-Administrator Groups. This won’t impact your abilities as the Administrator. In
this section, you also have access to Call Recording functionality. Create a link to this portal which can be
then be accessed via Control Center.

Storage Limits:
e Basic Call Recording License — 1 Gig/user — recordings storage for 7 days
e Standard Call Recording License — 3 Gigs/user — recordings storage for 30 days
e Premium Call Recording License — 34 Gigs/user — recordings storage for 366 days

Call Recording Administration

Use Call Recording Administration to define individuals who can listen to and manage call recordings.
Call recording licenses aren’t automatically available on various seat types and must be purchased as an
add-on.

1. Click Portal Administration from the main menu.

2. Click Call Recording Administration from the sub menu.

3. If call recording administrators have already been assigned, they’ll be displayed and can be edited
or deleted by clicking the appropriate action button.

4. To add a new Call Recording Administrator, click the Create New Call Recording Admin button.

User Administration  Trunk Administration ~ Manage Serwces.l Portal Administration I\nvemory Reports  Profile  Help CSR Only
PN

| Call Recording Administration I Call Recordings  Portal Sub Administration  Link Control Center ID  User Portal Access
Portal Administration I

Call Recording Administration

Create New Call Recording Admin I
P A ——— —— Pa— ¥ W é_
o g |
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Click the Call Recording Admin User ID dropdown list.

From the list, scroll to find the user you would like to assign.

You can also enter a search or partial search in the Search Users field.
Once you locate the individual, click their name from the dropdown list.

©No O

Portal Administration

Call Recording Administration - Create Admin
WManage Users for Call Recording Admin

Call Recording Admin User Id:

Search Users
AT T

9. All users within Call Recording licenses, appear in the Available Users field.
Note: Recording Admins from one group, can manage recordings for users in other groups
as long as they are assigned a license.
Note: Licenses are added to Users within the Feature Assignment tab, when editing the

user.
10. Use the arrows or Drag and Drop users from the Available Users field, to the Assigned Users
field.
11. This assigns users to this Call Recording Administrator, who can then listen to and manage
recordings.

12. When all users are assigned to the Assigned Users field, click the Save button.
13. This process must be done to add all Call Recording Administrators.

Portal Administration

Call Recording Administration - Create Admin
WManage Users for Call Recording Admin

Call Recording Admin User Id: PR ————
Groups with Call Recording:

Select a Group: DUBLIN CHIO (a-6670)

Search Available Users a Search Assigned Users a

Assigned Users

S0 SCeigvoip.centurylink.com salraE S @oip. CEMLBHHK com

Drag and Drop

==
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14. Confirm the action was successful at the top of the page.
15. A Call Recording Admin User ID is assigned to the recording administrator.
16. Edit or Delete recording admins by clicking the appropriate button.

Portal Administration

Call Recording Administration - Edit Admin

Manage Users for Call Recording Admin

J Action completed successfully, h

Call Recording Admin User Id: p9132747100@voip.centurylink.com h
Groups assigned to Call Recording Admin:
DUBLIN OHIO (a-6670) = B e—

Groups with Call Recording:

Select a Group: No data available

(S8 | | cancel |

17. The new administrator appears in the list of Call Recording Administrators and can be deleted or
edited as needed.

Portal Administration

Call Recording Administration
Create New Call Recording Admin
- B

S s @voip. centurylink.com

®
- m

445 @uoip.centurylink com

®
[ 1]

I PS5 S n@voip.centurylink.com v BT

Call Recordings

Individuals defined as Call Recording Administrators, can listen to and manage recordings for users
assigned to them. Call Recording Administrators can manage recordings via the Administrator Portal (if
they have Admin Portal access), or via their End User portal.

Call recording is assigned to a specific User ID when implemented. The User ID is used to manage and
store call recordings. Changing the User ID for a user when call recording is enabled is not supported and
will impact the ability to retrieve calls that were previously recorded.

In order to change a call recording User ID:
e Disable the call recording feature
e Change the User ID
e Re-enable the call recording feature.

Calls recorded under the previous user ID will be lost when call recording is enabled for the new user ID.

1. For detailed information on dashboard functionality and managing call recordings, refer to the Call
Recording Dashboard User Guide.

page 203 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.


https://voipcsr.centurylink.com/_bvoip/CallRecording_Guide.pdf
https://voipcsr.centurylink.com/_bvoip/CallRecording_Guide.pdf

A -
N CentUFYLlnk

Portal Sub Administration

Use the Portal Sub-Administration feature to provide administrative rights to individuals within your
organization. You can selectively choose which groups they have authority to administer, as well as which

features within each group that they can administer. Multiple sub administrators can now be uploaded via
the Bulk Upload tool.

1. Click Portal Administration from the main menu.

2. Click Portal Sub Administration from the sub menu.

3. If sub administrators have already been assigned, they’ll be displayed and can be edited or deleted
by clicking the appropriate action button.

4. To add a new Sub Administrator, click the Create New Sub Admin button.

User Administration  Trunk Administration ManageSewicesl Portal Administration I\nventory Reports  Profile  Help  CSR Only
A

Call Recording Administration Cal\Remrdmgi Portal Sub Administration ILink Control Center ID  User Portal Access

Tenant ID: 255324 Default Group: DUBLIN OHIO (a-6670) Change Group

Portal Administration

Portal Sub-Administration

This application may be used to delegate management of specific Telephone Numbers and Groups by creating a Sub-Administrator Group. This will notimpact your abilities as
the Administrator.

Create New Sub Admin Bulk Load Sub Admin

Sub Administrator User ID

Sub-Administrator Email Action

Sub-Admin@voip centurylink com

[ Edit | [ Delete |

5. Enter information in the fields for the new Sub Administrator you're creating.
e The Sub-Admin User ID must be a minimum of 6 characters.

e The Sub-Admin Password must be a minimum of 8 characters, contain 1 Upper case, 1
number and 1 special character.

6. Select the group(s) you want that Sub Admin to have administrative access to by dragging and
dropping the appropriate group(s) to the Add Groups to field.

Portal Administration

Portal Sub-Administration - Add New
This application may be used to delegate management of specific Telephone Numbers ps by creating a Sub. ‘Group. This will not impact your abilties as the
Administrator.
@ * Sub-Administrator User ID 1subadmin@centurylink com
@ Sub-Admiistrator Password:  sesssses
* Confirm Sub-Administrator Password:  esesssss
@ * Sub-Administrator E-Mail Address: emailaddress@domain.com
* Sub-Administrator Fist Name: 15ub
* Sub-Administrator Last Hame, Admin
@ * Sub-Administration Groups
Q Q
Groups Add Groups to
MARRIOT CITY CENTER (a-401) E . CENTURYLINK SALT LAKE CITY (a-404)
HILTON ORLANDO/ALTAMONTE SPRINGS (a-403) CENTURYLINK (a-402)
CENTURYLING PHOENDC AZ (3-405)
CENTURYLINK LAS VEGAS NV (3-406) I E ) Drag and Drop
CENTURYLINK SEATTLE WA (2-407)
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7. Under Sub-Administration Functional Grants, select the level of access you wish each Sub-
Admin to have by checking or unchecking the boxes.
8. Within each category, you can choose to allow that sub admin the following rights:
o View/Edit —full authority to features within that category
e View Only — can view the information, but cannot administer
e Hide —won’t be able to view or administer
e Custom — customize the authority
9. To expand or collapse categories and sub-categories, click the down (V) and right (») arrows.

) * Sub-Administration Functional Grants

_*'Userﬂdmmistramun @ viewEdit © View only © hige Custom
* Manage Users @ viewEdit © view only @ Hide Custom

Customize User Templates @ viewEdit © View Only © Hide
» Bulk Load Users @ viewEdit © view Only @ mige Custom

Medify Multiple End User Feature Assignment @ viewEdit @ view Only @ Hide

Modify Multiple End User Feature Settings @ viewEdit ©) view only @ Hide

Bulk 911 Registration @ viewEdit @ viewonly © Hige
—9 ¥ Trunk Administration @ viewEdit © view only @ mide Custom

10. Go through each category and sub-category and define that sub-admin’s level of authority, by
clicking the appropriate radio button.

11. Atter all settings have been made, click the Save button.

12. When the sub-admin logs into their portal, they’ll only have access to and administrative right for the
categories you selected.

. B N N WRRWES
¥ User Administration @ viewEdit ) view only ) ide Custom
¥ Trunk Administration @ viewEdit © view Only ) hide Custom
* Manage Services ® viewEsit © view only @ hige Custom
¥ Portal Administration @ viewEdit © viewonly @ Hige Custorn
¥ Inventory @ viewEdit @ view Only © Hide Custom
* Reports @ viewEdit @ view only © Hide Custom
¥ Voice Mail @ viewEdit 2 View Only ) hide Custom
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13. Both the primary and sub administrator will receive email notification that a sub admin login has
been created.

14. The new sub admin will now be listed and can be edited or deleted at any time by clicking on the
Edit or Delete buttons.

Portal Administration i

Portal Sub-Administration

This application may be used to delegate management of specific Telephone Numbers and Groups by creating a Sub-Administrator Group. This willnot impact your abilties as the
Administrator.

Create New Sub Admin Bulk Load Sub Admin
con (00 D0 GG

Sub Administrator User ID ‘Sub-Administrator Email Action

1subadmin@centurylink.com emailaddress@domain.com [ Esit | [ Delete |

- - | Edit | [ Delete

- [ Edit | [ Delete |

15. If you have several sub administrators that need to be created, use the bulk upload tool by clicking
on the Bulk Load Sub Admin button.

Portal Administration i

Portal Sub-Administration

This application may be used to delegate management of specific Telephone Numbers and Groups by creating a Sub-Administrator Group. This willnot impact your abilties as the
Administrator.

Create New Sub Admin Bulk Load Sub Admin

con (00 D0 GG
e — Sub-Administrator Email

1subadmin@centurylink.com emailaddress@domain.com [ Esit | [ Delete |

- - ([ Edit | [ Delete |

- [ Edit | [ Delete |

16. Sub administrators are added by using a bulk upload spreadsheet. To download a spreadsheet,
click the Template File link.

Portal Administration
Bulk Load Sub-Admins
1. Download the Bulk Load Template Fils (Excel). h

2. Create your Bulk Load File as specified in the instructions h
3. Sefectthe fie : [ Browse.. | Nofile selected

£ Validate and Process

Transactional History within the last 90 Days Download Report

Mo records found.

[ BackTo Sub-Admins |
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17. Columns Headings in “Red” are required fields; Column Headings in “Blue” are optional.
18. Column requirements are specific and CASE and White Space sensitive.
19. When performing a Bulk Upload, it is always recommended to download a new Template File, and

always refer to the Instructions for field specifics.

A B c D E
CenturyLink HVDS SUB OA
Bulkload Template
Version 1.0

Group name based on what's in your

Data to be buk loaded must be entered beginning on inimum of & and masimum of
40 characters, must consist Hosted VolP portal, make sure fo include
Red ftems are Required. Blue tems are Optional. of minimum 1 upper case the Group Number as well, just like s
character, 1 lower case, 1
Minimum of & characters with | number and 1 special (Case and white space sensitive.)
Vaiid Actions are: Create, Update, Delete domain character b- email address b- first name last name (Muttiple Groups with line separated.)
ACTION Po b-Admini
Action b UserD __|sub Password |Sub E-lMail Address | 5ub First Name 3 Last Name o b
Create rebecea admin@voip. centurvin Passwird emai@domain. com First Las] [C TRADING PATNER (2-14621)

=[2[[e]<[a]n] = wn~

|

20. Fill out the spreadsheet according to the instructions and save the file to a directory.
21. Click the Browse button to locate and select your file.
22. Click the Validate and Process button to process your upload.

Portal Administration

Bulk Load Sub-Admins
1. Download the Bulk Load Template File (Excel)

2. Create your Buk Load File as specified in the instructions.

3 Select the file - | iBrowse . | HYDS_SUB_OA_Bulkload_Template-1xls h
Validate and Process

Transactional History within the last 30 Days Download Report
“

No records found

[ Back To Sub-Admins |

23. You'll receive a message indicating your spreadsheet passed the validation.
24. In the Notification Email Address(es) field, change or add email addresses that should receive

notification that the bulk upload is complete.
25. After all email addresses are entered, click the Submit button.

Portal Administration

J Bulk Load file validated. 253023_253023_SUB_OA_20160115_2007 xIs passed all format validation checks.

Once the bulk load has completed, the fallowing emai address(es) will be sent a notification. You can edit the defaul address andior add additional addresses by using a

common separator.

* Hotification Email Address(es): it SIABEINBIEAs sAS
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26. Wait for the email notification of bulk upload completion or click the Refresh button to update the
status in the portal.

27. Once the bulk uploaded is completed, it will be listed in the Transactional History field.

28. Click on the link to review the contents of the bulk upload or click the Back To Sub Admins button.

Portal Administration

Bulk Load Sub-Admins
1. Download the Bulk Load Template File (Excel).

2. Create your Bulk Load File as specified in the instructions.

3 Select the fiie - No file selsctad
LN Validate and Process

Transactional History within the last 80 Days Download Report
“

01/16/2016 08:48 AM CST 253023_253023_SUB_OA_20160116_0848.xis 1 2016-01-16@0848.x1s
01M6/2016 08:44 AM CST 253023_253023_SUB_0A_20160116_0843.xIs 1 2016-01-16@0844.xls h
01/18/2016 08:38 AM CST 253023_253023_SUB_OA_20160116_0338.xis 1 2018-01-16@0836.x1s
01M6/2016 08:23 AM CST 253023_253023_SUB_0A_20160116_0823.xIs 1 2016-01-16@0823.xls

[ Back To Sub-Admins |

29. Your new sub-admin will appear in the table.
30. You can edit permissions or delete a sub admin, by clicking on the Edit or Delete buttons, or by
performing a bulk upload.

Portal Administration

Portal Sub-Administration
This application may be used to delegate management of specific Telephene Numbers and Groups by gesting & Sub-Administrator Group. This will not impact your
sbilities ss the Administrator.

Create New Sub Admin Bulk Load Sub Admin

Sub-Administrator Email

Sub Administrator User ID

kevinadmintest@voip. centurylink net kevin.bumpus@centurylink. com (" Edit | [ Delete |

31. If you need to modify multiple Sub-Admins and multiple permissions, you can also achieve that by
performing a Bulk Upload.

32. Column Headings in Red remain required; and Column Headings in Blue are optional.

33. Fill out the spreadsheet with existing sub-admin information and change all necessary fields.

34. Column “A” will be “Update” versus Create.

35. Columns “H” and “I” will contain options within the portal, that you can manage sub-admin rights.

36. Once your spreadsheet is completed, save to a file destination, and click the Validate and Process
button as previously described.

37. Once the upload is completed, the changes contained in the upload will be reflected for each sub-
admin affected.

A F [ H 1 7
CenturyLink HV/DS SUB OA
Bulkload Template
Version 1.0
Data to be bulk loaded must be entered beginning on Group name basod on whats in your
. _fow 5. Hosted WolP portal, make sure to include
Red kems are Required. Blue items are Optional. Ihe Group Nomber 05 well ustlke Es
displayed in the portal Page names based on what's in your Hosted VolP portal
) (Case and white space sensitve.) (Case and white space sensttive.)
1 Valid Actions are: Create, Update, Delete b- last name (Muttiple Groups with line separated.) (Mutiiple Pages with line separated.)
z
3 ACTION Sub-Administration Functional Grants
4 Fiction o Cast Name Sub-Adminstration ) Fage Names Grant Permissions
5 Update Last OC TRADING PATNER (a-12821) User Administration
& Manage Services
7 Portal Adminisiration
B Inventory
3 Reports

Voicemail

{_
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Link Control Center ID

Activating your Link Control Center ID gives you the ability to access Control Center from the Admin
Portal.

Click Portal Administration from the main menu.

Click Link Control Center ID from the sub menu.

Enter your Control Center User ID and Password in the appropriate fields.
If you don’t have a Control Center ID, please contact your Account Manager.
Click the Create Link button to link this portal to Control Center.

User Administration  Trunk Administration ManageSeNlcesl Portal Administration |\rwenlory Reporis  Profle  Help  CSR Only
A

Call Recording Administration  Call Recordings  Portal Sub.‘\dmlmslralmnl Link Control Center ID IJserPunal Access
Tenant ID: 255324 Default Group: DUBLIN OHIO (3-6670) Change Group

Portal Administration

Link Control Center ID

agrwnPE

Link your Hosted VoIP Tenant ID to an existing Control Center User ID. This will allow you to directly access the Hosted VOIP Administration Portal FROM Control Centeras well as
directly access the Control Center portal FROM the Hosted VOIP Administration Portal's ‘'HELP* menu.

Create Link *is arequired

@ *Control Center User ID: Enter Contral Center ID here h
Control Center Password: sesesssessssesns b

Create Link

6. You receive a message stating that your link to Control Center was successful.
7. To unlink your portal to Control Center, click the Unlink button.

Portal Administration
Success! Your HVY Tenant ID was successfully linked to your Control Center User 1D

Link Contrel Center ID

Link your HY Tenant |D to an existing Control Center User ID. This will allow you to directly access the Hosted VoIP Administration Portal from
Contral Center

Administrator Links

Hosted VolP User ID Control center User ID Action
|

282295@voip.centurylink.com| 10308177e2e@e2e.control.centurylink.co |

Create Link
*ig a required

@ *Control Center User ID:

* Control Center Password:

Create Link
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8. You receive a message confirming your intent to Unlink your Control Center user ID.
9. Click the OK button to proceed with unlinking your account.

Portal Administration

Success! Your HV Tenant ID was successfully linked to your Control Center User ID.
Link Control Center ID

Link your HV Tenant ID to an existing Control Center User ID. This will allow you to directly access the Hosted VolP Administration Portal from

Control Center. ( [ = ]
Message from webpage

Administrator Links

A e ErmiEE e L I @ Are you sure you want to unlink yeur Control Center ID?

282295@voip.centurylink.com 10308177eZe@e2e.con|

o

Create Link
*is a required

@ *Control Center User ID:

* Control Center Password:

10. Receive confirmation that your Control Center User ID has been unlinked.

Portal Administration
Action completed successfully h

Link Control Center ID

Link your HV Tenant ID to an existing Control Center User ID. This will allow you to directly access the Hosted VolP Administration Portal from
Control Center.

Create Link
*1g arequired

@ *Control Center User ID:

* Control Center Password:
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11. With your user ID linked to Control Center, access Control Center via the portal.
12. Click Help on the main menu.

13. Scroll to the bottom and click the Go to Control Center Portal link.

User Administration  Trunk Administration Manage Services  Portal Administration Inventory Reports. Pruﬁ\al Help I
P

User Guides & Help Information  Did You Know? What's New?

Tenant ID: 380850  Default Group: BENSON [ R HENcTT

Frequently Asked Questions

|Ga o SavvisDirect Knowledge Base ‘

Hosted VoIP Administrator Portal Guide **REVISED** 5/11/15

Hosted VoIP Trunk Administration Portal Guide

Hosted VoIP End User Portal Guide “*REVISED 5/11/15*
ttury] n

_WWAM,*AM e

Receptionist Consale Teaining

Enienpise Assistani

v Control Cenber
o to Contral Center Pora |

User Portal Access

From within the User Portal Access feature, you can determine, at the Group level, which features and
functions your end users have access to in their End User portals.

1. Click Portal Administration from the main menu.
2. Click User Portal Access from the sub menu.

User Administration  Trunk Administration  Manage Services I Portal Administration I Inventory  Reports  Profie  Help  CSR Only
&

Call i dr i Call Recording: Portal Sub Administration  Link Conirol Center ID | User Portal Access

Tenant ID: 255324 Default Group: DUBLIN OHIO (a-6670) Change Group

Portal Administration

User Portal Access
This screen will allow you to configure what the end users can view or edit

Select a Group: DUBLIN OHIO (a-6670) - | | et |
¥ Call Logs @ viewiEdit © View Only © Hide
¥ Call Features @ viewiEdit @ View Only © Hide
¥ Virtual Desk @ View/Edit © View Only © Hide
¥ Vioice Mail @ viewEdit @ view Only © Hide

* Conta on ™ Hide
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3. Select a group from the Select a Group dropdown list, or begin typing your search criteria in the
Search a group field to narrow your search if you have several locations within your tenant.
4. Once the group is select, click the Get button.

Portal Administration

User Porial Access

This soreen will allow you to configure what the end users can view or edit

Select a Group: L3 SITE v || et | _

» Call Logs @ viewEdit @ View only © Hide Custom

» Call Features @ viewEdit @ View only © Hide Custom

¥ Virtual Desk @ viewEdit © View only © Hide Custom

» Contacts @ viewEdit @ View only © Hide Custom

¥ Profile and Settings @ viewEdit D view only © Hide Custom
Help @ viewEdit © view only © Hide

m Save to Multiple Groups | Cancel

5. Listed for that group, are all the features you can modify for your users.
6. Click the “» “ button to expand a feature grouping.
e View/Edit — these features can be viewed and in the end user’s portal
e View Only —these features can be viewed in the end user’s portal but cannot be edited or
modified
¢ Hidden — these features won't appear in the end user’s portal

Portal Administration

User Portal Access

This soreen will allow you to configure what the end users can view or edit

Select a Group: L3 SITE - |E|
ﬁ * Call Logs @ viewEdit @ View only © Hide Custom
* Call Features @ viewEdit @ view only 0 Hide Custom
* Virtual Desk @ viewEdit © view only © Hide Custom
» Contacts @ viewEdit D view only D Hide Custom
¥ Profile and Settings @ viewEdit @ view only 0 Hide Custom
Help ® viewEdit ® view only ® Hide

m Sawve to Multiple Groups | Cancel
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7. After clicking the “» “ button on any feature grouping, underlying features will be displayed.
8. Select the appropriate configuration for each feature setting.
9. Click the Save button to save the settings for that group.
10. Click the Save to Multiple Groups button to enable those settings for additional groups within your
tenant.
Note: Expand each of the feature groupings to view the various options within each
% grouping or review the end of this section for an example of each feature.

Portal Administration

User Portal Access

This screen will allow you to configure what the end users can view or edit

Select a Group: L3 SITE - lE|
= Call Logs D viewEdit © View only D mide \ @ custom
Missed Calls D viewEdit ® view only D Hide
Incoming Calls D viewEdit © View only @ Hige
Outgoing Calls @ viewEdit © View only © Hide
¥ Call Features @ viewEdit © View only © Hide > Custom
¥ Virtual Desk @ viewEdit © View Only © Hide Custom
» Contacts @ viewEdit © View Only © Hide Custom
¥ Profile and Seftings @ ViewEdit © View Only © Hide Custom
Help @ viewEdit © View only © Hide J

Save to Multiple Groups Cancel |

11. Select groups from the Available Groups field and drag and drop to the Groups to Assign
Settings to field.

12. You can also use the arrow buttons between the fields to move groups to and from each field.

13. When all groups are moved to the groups to Assign Settings to field, click the Save button.

Sawve Settings to Multiple Groups X

Below are the groups in this tenant.
L3 5ITE QC SITE
@ BITE > Drag and Drop
Sawe
4
P
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Call Logs
e Missed Calls
e Incoming Calls
e Qutgoing Calls

Portal Administration

User Portal Access

This screen will allow you to configure what the end users can view or edit

Select a Group: L3 SITE - lEl
é ¥ Call Logs @ viewEdit @ view Only @ Hide Custom
Missed Calls @ viewEdit © View Only @ Hide
Incoming Calls @ viewEdit @ view Only @ Hide
Outgoing Calls ® viewEdit ® View Only @ Hide
¥ Call Features ©@ viewEdit © View only ) Hide Custom
¥ Virtual Desk @ viewEdit © View Only @ Hide Custom
» Contacts @ viewEdit © view only @ Hide Custom
¥ Profile and Settings @ viewEdit © View Only @ Hide Custom
Help ©@ viewEdit @ View only ) Hide

Save to Multiple Groups l Cancel

page 214 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



AV
N

CenturyLink-

Call Features

Note: There may be sub features within a feature grouping that can be expanded
as well, such as Call Settings within the Call Features grouping. Click the arrow to

expand th

Find Me
Privacy
Call Treatm

at sub feature.

Call Settings

ent Schedules

e Manage PC Receptionist Users

Portal Administration

User Portal Access

This screen will allow you to configure what the end users can view or edit

Select a Group: L2 SITE
¥ Call Logs @ viewEdit
* Call Features @:‘ View/Edit
é ¥ Call Settings © viewEdit
» Find Me © viewEdit
¥ Privacy @ viewEdit
Call Treatment Schedules @) View/Edit
ManagePC Receptionist Users @:‘ View/Edit
¥ Virtual Desk @ viewEdit
¥ Contacts @ viewEdit
¥ Profile and Settings @ viewEdit
Help @ viewEdit

Save to Multiple Groups | Cancel

*] (=]
© View only
© View only
@ view only
© View only
@ view only
© View only
© View only
@ view only
© View only
@ view only

© View only

© Hide
@ Hide
© Hide
D Hide
© Hide
© Hide
@ Hide
© Hide
O ide
© Hide

O Hide

Custom

Custom

Custom

Custom

Custom

Custom

Custom

Custom
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Virtual Desk
e Anywhere

Line Status

Mobility

Remote Office
Distinctive Ring

Custom Ringback

Portal Administration

User Portal Access

TrilS Sereen will 21w j0u 10 COnTgUTe WSt T2 End USEMS C3n VIEw oF edi

Salect 3 Group:

¥ Call Logs
¥ Call Featurss
_» ™ Virtual Desk

Anywheare
Remaote OTMics
Distinctiva Ring
Line Status
Custom Ringback
Mobility

¥ Contacts

¥ Profile and Settings

Heilp

L3 SME

@

WiewEdR

ViewEdR

ViewEdR

WiewEdR

ViewEdR

WiewEdR

WiewEdR

WiewEdR

WiewEdR

WiewEdR

WiewEdR

WiewEdR

-

=3

B view ony
) view oy
) view oy
@ View Only
) view oy
© viewony
@ View Only
B view ony
©) view ony
@ View Only
B view ony

@ view ony

o (o)
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Contacts
e Contacts
e Speed Dial 100
e Speed Dial 8

Portal Administration

User Portal Access
Trils scresn will Alkow you ko configure winal ;e end Lsers «an view of &dR

Ssiect 3 Group: LISITE - |E|
* callLogs [ p— @ vieweey @ e Custom
¥ Call Features @ view ooy © e Cuse
b Wirtusl Dee ViewEar @ viewony © e Custom
_é ~ Contacts VizwEDR © vieweny ® roe Cusom
Contacts ViewEdR @ View Oy © re
Sposd Dial 100 © viewony © rie
Speed Dual 3 @ viewean (@] View Cnly @ e
¥ profis and Ssttings [ —— & Vien Sy (. Cuzim
Heilp: WieWEdR (@] e ity © e

o =

Profile and Settings
e Profile
e Settings
e 911 Location

Portal Administration

User Portal Access
This screen will allow you to configure what the end users can view or edit

Select a Group: L3 SITE - lE|

¥ Call Logs View/Edit © View Only © Hide Custom
* Call Features ® viewEdit © View only D Hide Customn
* Virtual Desk ® viewEdit © View only D Hide Customn
* Contacts View/Edit © View Only © Hide Custom
_é = Profile and Settings ® viewEdit © View only D Hide Customn
» Profile View/Edit @ view only © Hide Custom
» Seftings ® ViewEdit © View Only © Hide Custom

811 Location ® viewEdit © View only D Hide

Help @ iewEdit © View only © Hide

Sawve to Multiple Groups l Cancel
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Inventory

The Inventory option allows you to monitor inventory of active and available seats, order additional
telephone numbers and seats, monitor add on features such as desktop and mobile softphones, and
monitor/review open and closed orders.

Inventory Overview

Access Inventory Overview gives you a view, by group, of inventory In Use and inventory Available.

1. Click Inventory from the main menu.
2. Click Inventory Overview from the sub menu.

©COoN O AW

User Administration  Trunk Administration ~ Manage Senices PurlaIAdmmlstratlunl Inventory  Reports IF‘rUﬁIe Help CSR Only
'

I Inventory Overview ITEIepthe Numbers Seats Add On Features SIP Trunking Sessions  Order Status

Tenant 1D: 253023 Default Group: CENTURYLINK LAS VEGAS NV (a-406) ‘Change Group

Inventory

Enterprise Overview

SIP Session Type Current Quantity Enterprise MCC MCC Status
9 2

ENTERPRISE Enabled

Select a Group: CENTURYLINK LAS VEGAS NV (3-406) v | [Get] Change Group Hame  Groups & MCC
wora T

Admin Seats 1 1 o 2

Analog Seats 0 2 0 2

Anywhere Seats 1 ] 0 1

Auto Aftendant Seats 4 o o 4

R N N s T S i IOV NV A e NP AN e

Enterprise Overview

SIP Session Type Current Quantity Enterprise MCC MCC Status
9 32

ENTERPRISE Enabled

Select a Group: CENTURYLINK LAS VEGAS NV (a-406) - | (Get | | Change Group Name ‘—-——

o L]
L IS = I T T

Admin Seats 1
Analog Seats 0
Anyvihere Seats 1

4

2
2
1
4

e o n -

0
0
0
Auto Attendant Seats 0

s ST AR NPV I W VL N U R

The Enterprise Overview provides a quick view of MCC inventory across your enterprise.
If you have multiple groups, select the Group from the dropdown list you want to view.
Click the Get button.

All inventory for that group displays.

This includes total number of licenses, licenses in use, and licenses available.
Use arrows and page buttons to navigate to additional screens.

Click the Change Group Name link.
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10. The Group Name entered for each location within your tenant is input during the ordering process.
Based on how the name was entered, you may want to change it based on a name more familiar to
you for that location.

11. Click the Select a Group dropdown list to select the group you want to rename.

12. In the New Group Name field, type in the name as you want that group to display. This only
impacts how that group name appears in the portal and doesn’t have an impact anywhere else.

13. Click the Submit button.

Change Group Hame x

Select a Group: CENTURYLINK LAS VEGAS NV (a-408) - ?
* New Group Name: LAS VEGAS Hv|

o)

14. The new group name is reflected throughout the portal, unless you choose to change the name
again.
15. Click the Groups & MCC link.

Enterprise Overview

SIP Session Type Current Quantity Enterprise MCC MCC Status
9 3z

ENTERPRISE Enabled

Select a Group: LAS VEGAS NV (a-406) - Jcet| Change Group Hame ~ Groups & MCC H

16. Review information by clicking column headings or scrolling up/down.
17. Click the Export icon to export details to an Excel spreadsheet.
18. Click the Close button.

Groups & MCC - X
=) h
A L 33— E
SPRINGS(3-403) ! Hisabled Q)
DS11T-16690680 MARRIOT CITY CENTER(a-401) 1 Disabled
CENTURYLINK PORTLAND .
DS1T-18600680 OR(a05) 1 Disabled
DS1T-16690680 FORT WALTON BEACH BETA(a-82) 5 Enabled
CENTURYLINK SEATTLE
DS11T-16680680 Atat0T) 10 Enabled
DS1T-16600680 CENTURYLINK_SDE ONLY(a-8230) © Enabled
D511T-16680680 CENTURYLINK(3-402) 1 Dizabled
DS1T-18500680 CENTURYLINK PHOENIX AZ(a-405) 1 Disabled
CENTURYLINK SALT LAKE
D51T-16690680 v a.402) 9 Enabled
DS11T-16690680 LAS VEGAS NV/(a-406) 25 Enabled v
[Close |
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Telephone Numbers

You can Delete, Add:New and Add:Ported Telephone Numbers to your inventory by group level.

1.
2.
3

© N

Click Inventory from the main menu.
Click Telephone Numbers from the sub menu.

To view the entire phone number inventory for a specific group, select the location from the Group

dropdown list.
Click the Get button.

This provides you with Quantity of Available TNs (telephone numbers), and Quantity of In-Use TNs

and Quantity of Pending TNSs.

You can Delete or Add telephone numbers to your inventory, by clicking the appropriate button.
Click the Group dropdown list under Search for Telephone Number Status to select a location.

Click the Search button.

User Administration  Trunk Administration Manage Services  Portal Administration Inventory
S

Reports  Profile

Help  CSR Only

Inventory Ovaviewl Telephone Humbers. ISEBE Add On Features  SIF Trunking Sessions Order Status

Telephone Numbers
Manage Inventory

Tenant ID: 253022 Default Group: CENTURYLINK LAS VEGAS NV (a-408)

Group: I CENTURYLINK LAS VEGAS NV {2-408) - I |E| h
Quantity of Avsilable Ths: 11

Quantity of In-Use Ts: 3]

Quantity of Pending TNs o

Delete Telephone Numbers. Add Telephone Numbers: New Add Telephone Numbers: Port

Search for Telephone Number Status

svailsble for the selected group.

Group: | CENTURYLINK LAS VEGAS b~ <|—n—|—

Partial queries and wildcard searches are supported. Lesving Phone Number blank and performing your search will return all telephene numbers used and

Clear

9. This displays the entire phone number inventory for that location, including available numbers and

numbers in use.

10. Any telephone number with a name in the User column is in use, if there is no name listed in the
User column, the number is available and can be assigned to a seat or service.

11. The Extension column provides the assigned extension humber for each telephone number and
can be useful if your extensions don’t correlate to the 10-digit phone number.
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12. Any column can be sorted in ascending or descending order by clicking the up or down orange
arrows.
13. You can also export the entire list by clicking the Export Report button.

N e A P TN TN TN T T Ny e
Search for Telephone Number Status

Partial queries and wildcerd sesrches are supported. Leaving Phone Number blank and performing your search will return all telephone numbers used and
available for the selected group.

Group: CENTURYLINK LAS VEGAS |} = Phone Number, Clear

2083421538 Nasim (Call Center) CENTURYLINK LAS VEGAS NV (2-408)
2084303662 CENTURYLINK LAS VEGAS NV (2-408)
2084303657 WVMPILOT,5-408 CENTURYLINK LAS WVEGAS NV (3-408)
2085215288 CENTURYLINK LAS VEGAS NV (2-408)
3185827029 EBKTESTOMLY (Hunt Group) CENTURYLINK LAS VEGAS NV (a-408)
3185827038 BrothersTESTONLY {Hunt Group) CENTURYLINK LAS VEGAS NV (a-408)
3185827048 CENTURYLINK LAS VEGAS NV (2-408)
3185837081 CENTURYLINK LAS VEGAS NV (a-408)
3185827113 AutoAttendsnt.nagetil CENTURYLINK LAS VEGAS NV (2-408)
3212037108 CENTURYLINK LAS VEGAS NV (a-408)
3212037209 7208 Tests Persona Li CENTURYLINK LAS WVEGAS NV (3-408)
3212037210 7210 Nahids,Farhana CENTURYLINK LAS VEGAS NV (a-408)
3212037216 7218 VM Box, Test CENTURYLINK LAS VEGAS NV (a-408)
3212037222 CENTURYLINK LAS VEGAS NV (a-408)
345 T S

14. If you have a large group and want to refine your search, enter a 10-digit number in the Phone Number
field
15. Click the Search button.

Telephone Numbers
Manage Inventory

Group: CENTURYLINK LAS VEGAS NV [a-40€) - |E|
Quantity of Availsble THs it

Quantity of In-Use THs 31

Quantity of Pending THs: o

Delete Telephene Numbers Add Telephone Numbers: New Add Telephene Numbers: Port

Search for Telephone Number Status

Partisl queries and wildcard sesrches sre supported. Lesving Phone Number blsnk snd performing your sesrch will return sil telephone numbers used and
svailable for the selected group.

Group: | CENTURYLINK LAS VEGAS b| ~ I Phane Number. 6123958882 [ clear | I
L )

Export Report

Fhiens Humasr
5122858882 8882 VVX400,Rebecca CENTURYLINK LAS VEGAS NV (3-408)
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Delete Telephone Numbers

1. To Delete one or more telephone numbers, click the Delete Telephone Numbers button.

e ¢

Note: If you delete a number, or a range of numbers, they’ll be permanently removed from
your inventory and you won'’t be able to assign those nhumbers to users or services.

Telephone Numbers
Manage Inventory

Group: PTLMO1 HV SITE1 -

Get

‘Quantity of Available THs: 117

Quantity of In-Use Ths 5

Delete Telephone Numbers

Add Telephone Numbers: New

Add Telephone Humbers: Port

wnN

you’ll need to submit multiple orders.
4. Numbers are listed in sequential order.
5. You can use the up/down scroll bar to search for the number(s) you wish to delete.

Telephone Numbers
any Availsble Telephone Mumbers, you cannot remove any.

Up to 100 telephone numbers can be deleted in an order,

To remawve Telephone Numbers from your inventony, you must first delete the seat associated with that number. |f you do not have

All available numbers in that location’s inventory display.
You can delete up to 100 numbers in one order. If more than 100 numbers need to be deleted,

oo

Group: PTLMO1 HV SITE 1

Delete Individual Telephone Numbers

O Select Al Available Numbars

Available numbers Available numbers Available numbers Available numbers |_=‘:| \

[ 2sa2120028 [ 2502410184 [[] 2202410442 [[as02410722

[ 2802120029 [ 2602410185 [[] 2802410444 [[as02410723

[ 2802120030 O 2602410188 [[] 2802410445 [C2a02410724

[Faso2120031 [ 2802410187 [ 2602410448 [ 2602410725 > €«
[E] 3802120032 [ 3802410188 [C] 3802410447 [£] 2802410726

[ asa2125200 [ 2802410183 [[] 2802410448 [[3s02410727

1 aanm e aEmn M sanmasneTn M1 aanmasnaan M1 3anmaan7ro bd

4]

L[]
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6. To select and delete all telephone numbers in that location (if less than 100), click the Select All

Available Numbers check box.

7. To delete random numbers, locate the number(s) in the available inventory, and click each

corresponding check box.

8. If you wish to delete a range of numbers, enter the Starting and Ending number of the range, in the

From and To fields.
9. Click the Submit button.

Telephone Humbers
any Avsilable Telephone Numbers, you cannot remove any.

Up to 100 telephone numbers can be deleted in an order.

To remove Telephone Mumbers from your inventory, you must first delete the seat associsted with that number. f you do not have

Group: PTLMD1 HV SITE 1

Delete Individual Telephone Numbers
[ Sslect All Available Numbers

Available numbers Available numbers

Available numbers

Rvailable numbers

[ 202120028 O 2602410164 202410442 [ 2e02410722
[ 2602120029 A 2602410185 [ 2802410444 2802410723
[F] 2602120030 O 2602410168 [l 2802410445 [[2s02410724
[#] 3802120021 [ 3802410187 3802410448 3802410725
[ 2s02120032 O 2602410188 [l 2802410447 [ 2802410728
[[3s02125200 [ 3802410189 [[3s02410448 [[3s02410727
[Flaantanewne M sannadniaTn [Flaantasnids [T aannasnTso

[ ([}

Delete a Range of Telephone Numbers

AndiOr

From: 2802120028

To: 3802120070 h

Cancel
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10. On the Deletion Confirmation screen, confirm or change any missing or incorrect information.

11. You can enter a Comment pertaining to the deletion order, but that field is not required.
12. Click the Place Order button.

Telephone Humbers

Delete Confirmation

2802410721

Whaom shall we contact if 3 question arises regarding your order?

= Is a required field.

= First Name: ‘Customer \
= Last Name: Admin
= Phone: 2128551212 >
= Email: ‘customen@domain. com
Comments: Eoter ang applicable notes.  #

o

13. You'll need to confirm deletion of the number(s).
14. Click the Confirm button.

Delete Confirmation

Please confirm your request to delste the sslected telephons
nambers.
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15. You'll be provided with a Delete Confirmation notice, which includes an Order ID for your reference.
16. Your delete order is complete.

17. Click the Telephone Inventory button or proceed to another area of the portal by clicking your desired
location on the main or sub menu.

Telephone Numbers

Delete Confirmation
Order ID(s): 174087551

Thank you for your order. To track ststus, plesse use Inventory > Order Status

Telephone Inventory

Add Telephone Numbers: New

1. To add numbers to your inventory, click the Add Telephone Numbers: New or Add Telephone
Numbers: Port.

New — new nhumbers are assigned from CenturyLink’s inventory, based on your area code and
prefix or address

e Port — numbers you own and want to port to CenturyLink
2. Click the Add Telephone Numbers: New.

Telephone Numbers
Manage Inventory

Group: LAS VEGAS NV (a-406) - \E\
Quantty of Available TNs: %

Quantity of In-Use Ths: 49

Quantty of Pending Ths: 0

Delete Telephone Numbers Add Telephone Humbers: New Add Telephone Numbers: Port

Search for Telephone Number Status

Partial queries and wikicard searches are supported. Leaving Phone Number biank and performing your search wil return alltelephone numbers used and avaiable for the
selected group

Group: | LAS VEGAS NV (3-406) ~ | Phone Numherl:l w (clear |
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3. Request numbers based on an area code or address.
4. Click the Find by Area Code radio button.
5. Enter your preferred area code in the Area Code field.
6. Click the Select dropdown list and choose from available prefixes.
Telephone Numbers
Add Telephone Numbers: New
Group: LAS VEGAS NV (a-406)
Please note: Up to 1000 TNs can be put on a single request. The THs do not have to be in the same rate center as the groupfiocation.
(@ Find by Area Code
* Area Code: *Exchange: - Select- | - h
* Quantity of Numbers to Add: |: =
WWWWwMMVWMHﬁ
7. Click Find by Address radio button if you want to review inventory based on your physical address.
8. Enter your address in the Street Address field.
9. Enter your city in the City field.

10. Select your state from the State dropdown list.
11. Enter your zip code in the Zip field.

CenturyLink-

Telephone Numbers

Add Telephone Numbers: New
Group: LAS VEGAS NV (a-406)

Please note: Up to 1000 TNs can be put on a single request. The TS do not have to be in the same rate center as the groupocation

(O FindbyAreaCode @ Find by Address

* State: NV

* Quantity of Numbers to Add: l:l O consecutive Humbers

I N N N P VA N, W e b

12. Whether ordering by area code or address, enter the number of required phones numbers in the

Quantify of Numbers to Add field.

13. Check the Consecutive Numbers checkbox if that's a requirement.

14. Click the View Available TNs button.

Telephone Numbers

Add Telephone Numbers: New

Group: LAS VEGAS NV (a-408)
! Please note: Up to 1000 THs can be put on a single request. The Ths do not have to be in the same rate center as the group/location.

@ Find by Area Code (O Find by Address

* Area Code: 952 *Exchange: |77
* Quantity of Numbers to Add:  consecutive Humbers |[ View Avaitable s | h

Whom shall we contact if a question arises regarding your order?

T SIEBLLI N oo et MmN e pTIIN e, e e
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15. Numbers available from CenturyLink’s inventory are listed in the Available TNs field.
16. After reviewing the numbers, move them to the Selected field by dragging and dropping, or by using
the arrow keys between the fields.

Telephone Numbers

Add Telephone Numbers: New
Group: LAS VEGAS NV (a-406)

! Please note: Up to 1000 Ths can be put on a single request. The TNs do not have to be in the same rate center as the groupfiocation
@ FindbyAreaCode (D) Find by Address

* AreaCode: |952 *Exchange: |257

* Quantity of Humbers to Add: M consecutive Humbers [ View Available Ths |
Available Ths

9522577226 (Local) " 9522577225 (Local)
9522577227 (Local)
9522577228 (Local)
9522577229 (Local)
9522577230 (Local)

9522577231 (Local)

9522577233 (Local) ].- = Drag and Drop

Whom shall we contact if a qugstion arises regarding your order?
A“""’_\m. e wmeMNquw

17. Retain prepopulated contact information or change the First/Last Name, Phone and Email fields as
needed.
% Note: Emails will be sent to the address in the Email field to confirm the order, and when
the order is fulfilled.
18. Enter the purpose of the order in the Comments field.
19. Click the Place Order button.

9522577229 (Local)

522577230 (Local)
9522577231 (Local)

9522577232 (Local) v

Whom shall we contact if a question arises regarding your order?

*1s a required field

* Email: by i@centurylink.com|

Withat this order was for ....|

Comments:

/

I Place Order Icance\}
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20. You’re presented with confirmation of your order, including an Order ID number and a list or range of
numbers being processes on that order.

21. Click the Telephone Inventory button or proceed to another area of the portal by clicking your desired
location on the main or sub menu.

Telephone Numbers
Add Telephone Numbers: New - Success

F OrderiDis): 181688675

Thank you for your order. To track status, please use Inventory > Order Status

The following numbers have been been assigned to you per your request.

New Humbers Assigned

9522577225-9522577234 ‘

I Telephone Inventory I

Add Telephone Numbers: Port

1. To add ported numbers to your inventory, click the Add Telephone Numbers: Port button.

Telepllone Numbers

Manage Inventory

Group: PTLMOTHV SITE 1 EI
Quantity of Avsilable TNs: 17

Quantity of In-Use TNs: 5

Delete Telephone Numbers Add Telephone Numbers: New Add Telephone Numbers: Port

2. Refer to the Attention notice. If you click the Cancel button, you'll cancel your request to process a
port order.

3. To proceed with your order, click the Confirm button.

Add Telephone Humbers: Port

Attention:

Esch port request via this portal is kmited to 100 Ths {Telephone Numbers). If your poriing needs.
expeed 100 TS, o you are nieeding to port a toll free number, please coTMact your aooount
representative for further assistance.

A separate request is required for TNS that belong 1o different acoount numbers. As an example, if
iy o Account

you have Ts that are & and other TNs that are assigned 1o Account B, and you
want to port them all, you must submit 3 request for the TNs assigned to Account A and then submit
another request for those assigned to Account B. Furthermore, if you would like to port the BTN (Biling
Telephone Number) as part of your port request, all TNs on that acoount must be ported with the BTN,
or you will have to contact the cument providr first and have them change the BTN to anather
number,

As always, you shoukd never attempt to port TNs that do not belong to you or your business

[z =]
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4. Enter non-consecutive numbers, comma separated, in the Input Telephone Number(s) field.
5. Enter ranges of numbers in the Select a Range field.

% Note: You can have a combination of non-consecutive numbers, and ranges of numbers in
one order.

6. Click the Portability Check button to confirm whether your numbers can be ported.

Telephone Humbers

Add Telephone Numbers: Port

Growp: PTLMOT HV SITE 1

! Flezs= note: Up to 100 ported TM= can be put on 3 single request.

All TH= are 10 digits long without any special characters. |f multiple TNs are entersd, use comma delimiter to separate the
numbers. Example: 3032201133,2063128885.

Input Telephone Number(s):

3604335000, 3604335005, 3604335 -+ h
007

AndiOr
Seglect 3 Rangs:
Area Last 4 Last 4
Code  EXchange pie. O Digits
380 433 5010 5013
Portability Check Cancel
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7. If your numbers are portable, you'll receive confirmation that you can proceed with your order
submission.

8. Click the Submit button.

Telephone Numbers

Add Telephone Numbers: Port

Group: FTLMO1 HV SITE 1

| Plesss note: Up to 100 ported TNs can be put on a singls request.

All TNs are 10 digits long without any special characters. |f multiple TNs are entered, use comma delimiter to separate the
numbers. Example: 3032201133,2063128859.

! The number(s) you have submitted are availsble for port. Please note that porting is contingent upon the losing carrier
accepting the port request, so if any of these numbers are tied to the sccount information you provided, the port may be
rejected.

Input p

3 » 3604335 &

And/Or

! The number(s) you have submitted are availsble for port. Please note that porting is contingent upon the losing carrier
accepting the port request, so if any of these numbers are tied to the sccount information you provided, the port may be
rejected.

Select 3 Range:
Area Last4 Last 4
Code  EMehange pigp. O pigise

380 433 5010 5013

Portability Check | | Cancel

9. You'll receive this error if your numbers are not available to port.

All TM= are 10 digits long without any special characters. |f multiple THs are entered, use comma delimiter to separate the
numbers. Example: 3032201133, 2063128855,

! Mane of the individual phone number(s) entered is sligible to port.

Input Telephone Number(s):  sgpzeq1350, 2602811158, 2602610 ~

180
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10. An LOA is required to accompany all port orders.
11. Fill out the information in the Required LOA Information screen, as it pertains to the information on
the account the numbers are currently billed on.
Note: Itis suggested you refer to your invoice, and enter information in this screen, exactly
% as it appears on your invoice, including any punctuation, capitalization, abbreviations, etc.,
to avoid order rejection from the losing carrier.

Telephone Numbers
Add Telephone Humbers: Port - Confirmation
Number(s) te be Ported
504235000 304335005 2804235007 2604325010-2504 225019
Required LOA Information
L0 info is nesded for eveny company associsted to the THs being reguested for port.
For example, if you are porting 100 TNs then all need to have come from one company.
= Is a required field.
* Requested Due Date: 1213/2013 ® E
= Billing Account Number(s): 2604335002 \
= Bervice Address: 1224 Msin Strest
= City: Anywhere
= Hate: WA -
= Zipcode: B0123
= Billing Address: 1224 Msin Strest
= City: Anywhere
= State: WA - >
~Zipcode: B0123
= Authorized Party: Custamer Mame
* PIN numbers provided to 1734
current carrier:
* Date: 112172013 a}
= Initials for the customer: CN
= LOA Contact Mame: Customer Name
= LOA Contact Telephone F17EEEIZIZ
Number:

page 231 of 254
Services not available everywhere. CenturyLink may change or cancel products and services or substitute similar products and services at its sole discretion without notice.
©2020 CenturyLink. All Rights Reserved. The CenturyLink mark, pathways logo and certain CenturyLink product names are the property of CenturyLink. All other marks
are the property of their respective owners.



A -
N CentUFYLlnk

12. Enter contact information in the First/Last Name, Phone and Email fields.

Note: Emails will be sent to the address in the Email field to confirm the order, and when
the order is fulfilled.

13. Enter notes pertaining to the order in the Comments field (not required).
14. Click the Place Order button.

Whom shall we contsct if 3 question arises regarding your order?
= Is a required field.
* First Mame: ‘Customer )
* Last Mame: Mams
* Phone: 2izEEEizz }'
* Email: ‘customen@domsin. com
Comments: Enter notes if applicable. =
/

15. You'll receive an Add Telephone Numbers: Port - Success confirmation, including an Order ID
number.

16. Click the Telephone Inventory button or proceed to another area of the portal by clicking your desired
location from the main or sub menu.

Telephone Numbers

Add Telephone Numbers: Port - Success

Order ID(s). 174088405
The requested port date is the date we will send to the losing carrier. Porting intervals can vary depending on the losing carrier. Port

requests with less than 49 TNs (Telephone Numbers) are typically completed within 10 business days of the request. Port requests
with more than 50 TNs will be negotiated with the losing carrier and can take up to 45 business days to complete

Telephone Inventory
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Seats

Manage inventory by adding and removing seats based on your needs. If additional seats requiring physical
devices are ordered, they’ll be shipped to the address of the group you're ordering services for. If seats are
removed that were associated to a physical device, you'll receive a shipping label to easily return devices.

1.
2.
3

© N

10.

11.

12.

Click Inventory from the main menu.

Click Seats from the sub menu.

If you have multiple locations, select the location you want to manage from the Select a Group
dropdown list.

Click the Get button.

User Administration  Trunk Administration Manage Services Purta\AdministratiunI Inventory IRepurts Profile  Help
&

Inventory Overview Telephone Numwd ‘On Features  SIP Trunking Sessions  Order Status

Tenant ID: 280850 Default Group: BENSON I

Seats
Manage Inventory

Select a Group: DUBLIN v | [ Get | h
* |5 a required field.
Admin Seats o 0 0 0 0

Existing inventory for that location displays.
See all product types associated to that location including how many are In Use and how many are
Available by seat/product type.
You can Add to your inventory or Remove existing inventory.
If you add seat types that have phones or devices associated to them, such as Basic, Standard and
Premium, you need to indicate in the Phone Type Comments dropdown list, the device type you
need shipped. If you need more than one phone or device type, multiple orders will need to be placed.
The appropriate device for any seat/license you order populates the dropdown list with the appropriate
options.
Enter the total quantity for each product type, in the Add column. To remove inventory, enter the total
guantify of any one product in the Remove column.

Note: You can only remove seat licenses if there is a quantity in the Available field indicating

% those licenses are currently not assigned to a user.

If you're removing inventory for products that have phones associated to them, such as Basic,
Standard and Premium, you’ll receive a shipping label to return the devices.
Click the Submit button.
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Seats

Manage Inventory

Select a Group: CENTURYLINK LAS VEGAS P =

* Is a required field.

o=t |

Admin Seats 0 Q 0 0 0 e CPE :
Analog Seats 0 o (] o 0 Palycom SoundPoirt IP 650 w/ 1 Sidecar
Palycom SoundPoirt IP 670 w/ 1 Sidecar
Anywhere Seats 1 o 1 0 0 Polycom VWX 300w/ 1 Sidecar
Polycom VWX 310w/ 1 Sidecar
Auto Attendant Seats 1 0 1 0 0 Polycom VWX 400 w/ 1 Sidecar
Polycom VWX 410w/ 1 Sidecar
o Polycom VWX 500 w/ 1 Sidecar
Basic Sests 0 1 1
= o 0 Palycom VWX 500 w/ 1 Sidecar + Camera
I Palycom VWX 600 w/ 1 Sidecar
Conferznce Seats ° ° ° 0 ’ Polycom VX 600w/ 1 Sidecar + Camera
Contact Center Basic Seats 2 8 10 0 0 No CPE -

wawwwmmw‘Wwwm\J’

Standard Seats o 0 0 -
Virtual Seats 1 0 1 0 0
Vigice Mail Only Seats [] 1 1 [ 0

Gier) (moeers |

13. Confirm or change missing or incorrect information under “Whom shall we contact”.
14. You can enter a Comment pertaining to the seat order (this field is not required).

15. Click the Place Order button.

Seats
Order Confirmation

These are the inventory quantities you have requested. Plesse review before placing order

Standard Seats 1

within 5 business days

Whom shall we contact if a question arises regarding your order?

*15 a required field

* First Name: Contact
“ Last Name: Name
* Phone: 2125851234 }’
* Email: customer@domain com
Enter any necessary commants
Comments:

Polycom VVX 500

For Added seats please allow 10 minutes after placing the order for processing. Then you can use the seats for users and services. New phones will be shipped

For Removed seats you will receive a Retum Authorization Shipping Label for your phones. The Available quantities will be decreased by the removed amount.
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16. You'll receive an Order Confirmation which includes an Order ID number.

17. You can monitor your order status under Inventory --> Order Status.

18. Click the Back to Seats button or proceed to another area of the portal by clicking your desired
location from the main or sub menu.

Seats
Order Confirmation

Order |D{s): 174087811

Thank you for your order. The system will process Customer Fremise Equipment (CFE) orders separatehy. To track status,
pleass uss Inventory = Order Status.

Back to Seats

Add On Features

Add On Features allow you to order additional license from the portal such as Business Communicator, call
recording, and receptionist console.

Click Inventory from the main menu.

Click Add On Features from the sub menu.

If you have multiple groups, select the location you want to manage from the dropdown list.
Click the Get button.

PwbdE

User Administration  Trunk Administration ~ Manage Senvices Pona\AdministrationI Inventory IRepDrts Profile  Help  CSR Only
r .

Inventory Overview  Telephone Numbers Saaml Add On Features ISIPTrunkmg Sessions  Order Status

Tenant ID: 253023 Default Group: CENTURYLINK LAS WEGAS NV (a-408)

Add On Features
Summary and Edit

Select a Group: CENTURYLINK LAS VEGAS NV (a-406) | (et h

Business Communicator Collaboration 4 L] 0 10 0 "

— £

Business Communicator VoicerVideo ] 8 0 8 i z

>

Desktop Softphones 3 0 0 3 [} :
Mobile Softphones 1] 4 0 4 [}
Receptionist Console 1 0 0 1 [}
Secure SIP 0 5 o 5 0
SIPESN o 0 0 o 0
Voice Mail for Group Features 1 5 0 6 0
Voice Mail Transcription 8 4 0 12 0

[ Clear |
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5. Displayed are In Use, Available and Total inventory for the products you currently have and can be

ordered.

6. Click View Users, next to any product type to which users have licenses assigned to them.

Inventory

Add On Features
Summary and Edit

Selecta Group: CENTURYLINK LAS VEGAS NV (a-406)

Business Communicator Collaboration 4 6 o 10 1)

Business Communicator Voice/Video o 8 0 8 07
Desktop Softphones 3 o ] 3 0_
Mobile Softphones 0 4 0 4 o
Receptionist Console 1 ] ] 1 0_
Secure SP 0 5 o 5 o
SPESIT 0 0 0 0 0
Voice Mail for Group Features 1 5 1] 6 0_
Vloice Mail Transcription 8 4 o 12 '

7. All users having that Add On Feature assigned, are displayed.
8. When finished reviewing the information, click the Close button.

In User Add-On Features Summary

Feature Type: Business Communicator Collaboration

b

P

Jane Doe
Rebecca WAHADD
Rebecca WAKEDD
Becky Virtual

1
1
1
1

= —
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9. You can Add or Remove inventory by feature type.

10. To add inventory, enter the number of units required in the Add Features column.
11. To remove inventory, enter the number of units you want to remove in the Remove Features column.

<

12. Click the Submit button.

Add On Features
Summary and Edit

selecta Group: CENTURYLINK LAS VEGAS NV (3406}

Business Communicater Collaboration 4 13 0
Business Communicatoer Voice/Video 0 8 0
Deskiop Softphones. 3 0 0
Mobile Softphones 0 4 D 4
Receptionist Console 1 L] 0
Secure SP 0 5 0
SIPESN 0 ] 0
‘Voice Mail for Group Features 1 5 0
‘Voice Mail Transcription 8 4 0

Note: To remove inventory, there must be available licenses to remove, if all licenses are in
use, a remove order cannot be placed without unassigning the license from an existing user.

13. Confirm prepopulated contact information is accurate or enter updated information in the fields as

shown.

14. The owner of the email address in the Email field, receives notification that an order was placed, and
receives a second email once when the order is fulfilled. Upon fulfillment, the new services can be

assigned for immediate use.
15. Click the Place Order button.

Add On Features

Order Confirmation
Type Add Remowe

Meabile Scftphones 1

‘Whom shall we contact if 8 question arises regarding your order?

~ Is & required field.

*© First Name: Jehn

~ Last Name: Coe

* Phane:

= Email: john.doe@domain.com

Enter notes if ™
Comments: applicable.
Place Order
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SIP Trunking Sessions

As with Trunk Administration within the main menu, you'll only see SIP Trunking Sessions as a sub menu
item, if a tenant subscribes to SIP trunking.

1.
2.
3

Click Inventory from the main menu.
Click SIP Trunking Sessions sub menu.

The Current Quantity column displays total number of MCCs (maximum concurrent calls) currently
available across your enterprise; to change this, enter the new total number of sessions in the Total

Quantity after Change field.
Hit Enter on your keyboard, then click the Submit button.
The order for additional sessions fulfills within approximately 30 minutes.

User Administration ~ Trunk Administration Manage Services PDrtaIAdministratiunI Inventory IRepuds Profile Help CSR Only
.

Inventory Overview Telephone Numbers Seats  Add On Fea(ulEI SIP Trunking Sessiurlsl ‘Order Status

Tenant ID: 253023 Default Group: CENTURYLINK LAS VEGAS NV (a-406) Change Group

SIP Trunking Sessions
Manage Inventory

Type Current Quantity @ Total Quantity after Change
ENTERPRISE 9 0 h

B [ Clear |

Order Status

From Order Status, check the status of any active or completed order from within the portal.

1. Click Inventory from the main menu.
2. Click Order Status from the sub menu.

User Administration  Trunk Administration Manage Services PurtalAdmmlstratlunI Inventory IRapnrts Profie  Help
A

Inventory Overview Telephone Numbers Sests  Add On Features  SIP Trunking S&\Dnsl Order Status I

Tenant ID: 280850 Default Group: BENSON

Inventory I

Order Status

Adding Seats/Add on Features/New Phone numbers (subject to availability] will complete within 72 business hours. Additional billing may apply. Flease refer to
your contract for further details. Click hers for the standard list rates. If you ars requesting the parting of phone numbers, those transactions may taks up to 45 days
to complete. For White Page Listings and Caller ID name please consult your GenturyLink Account team to update those records es required. The default Galler ID
name of the CenturyLink network is “IP Voice,” unless otherwise specified when you placed your original order

Search for an Order

Full or partial search queries are OK. Wild card searches are not supported

Fi St < thtinciudes [scaren | ctea

Order Ee= Group
Sales OrderType | Order Order Due Status
ooation/Si Order Statu
RequestiD | grger Ip Code EntryDate | Date e s TESr SES Date

DUBLIN,

237733600 172863054 Mew/Install 04/13/2015 04/20/2015 BENSON Completed 04/13/2015
DUBLIN,
237733600 172868068  Newinstall 041122015 04202016 -0 Completed 04/12/2015
der bz gl
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6. All Orders for a group will be displayed.

7. Tonarrow the search in a particular order choose from the following options in the Find dropdown list:
e Order Request ID
e Sales Order ID
e Customer Order Entry Date

8. To narrow the search further, enter search criteria within the “that includes” field.

9. Click the Search button.

10. Ticket information is displayed below, and can be sorted by any of the categories, either ascending or

descending, by clicking on the up/down arrow within a column heading.

Order Status

Adding Sests/Add on Feati Fhone {subject to availability) will complete within 72 business hours. Additicnal
billing may apply. Flease refer to your contract for further details. If you are requesting the porting of phone numbers, those
transactions may take up to 45 days to complete. For White Page Listings and Caller ID name please consult your CenturyLink
Acocount team to update those records as required. The default Caller ID name of the CenturyLink network is *IP Woice,” unless
otherwise specified when you placed your original order.

Search for an Order

Full or partial search queries are OK. Wild card searches are not supported.

Find - Select - + that includes m €

Lo Sales ?rder l_uosr::::er Order Due G_“’"'P . Order Status \
RequestiD  order 1D o Entry Date Date (Location/Site) | geaps Date

237656993 Change 09/08/2014 SITE3 Pending 09/08/2014
237656994 Change 09/08/2014 SITE3 Pending 09/08/2014 >.
237656755 172650285 Change 09/03/2014 0910/2014 SITE2 Fending 02/03/2014
237656755 172650311 Change 09/03/2014 0910/2014 SITE3 Pending 09/03/2014
2376568755 172650296 Change 08/03/2014 = 09/10/2014 SITE3 Pending 09/03/2014
237656755 172650330 Change 09/02/2014  09/10/2014 SITE3 Pending 09/02/2014 )

11. Click on an Order Request ID, to gain additional information about that order.

Inventory

Order Status

Adding Seats/Add on Features/Mew Phone numbers {subject to availability) will complete within 72 business hours. Additionsl billing may apphy. Please refer to
your contract for further details. |f you are requesting the porting of phone numbers, those transactions may take up to 45 days to complete. For Whits Page
Listings and Caller ID name please consult your Centurylink Account tesm to update those records as reguired. The default Caller ID name of the Centunylink
network: is “IP Voice,” unless otherwise specified when you placed your original order.

Search for an Order
Full or partial search queries are OK. Wild card searches are not supported.

L Er— - —

Refresh

174080870 Change 10/31/2013 1140772013 PTLMOZ SITE1 | Completed 10/31/2013
237354854 1T40B161T Change 1/11/2013 11/18/2012 FTLMOZ SITE1 ~ Completed 11/11/2013
238000852 174083283 Change 1/1212012 171212012 FTLMOZ SITE1  Completed 11/12/2013
237333383 174078156 New/Instal 1002812012 1/05/2012 FTLMOZ SITE1  Completed 10/28/2013
237353383 174078184 New/Instal 100282012 11/052012 FTLMOZ SITE1 | Completed 10/2502013
238002561 174088505 Change 11/1812012 11/2502013 FTLMOZ SITE1  Completed 11/18/2013
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12. An Order Status Detail window displays information about that order, including the order status.
13. The Order Items section outlines inventory requested on the order.
14. Click the Done button.

Order Status Detail

Order Request ID 237931170

Sales Order ID: 187158236
Customer Order Entry Date: 0411512016
Order Due Date: 04i22/2016

Order Type Code: Change

Order Source HVDSPORTAL

VolIP Circuit Location 930 15TH ST, DENVER, CO, 80202

L3LOC (a-16021)
Group (Location/Site) @QC LOC (a-16022)
QX LOG (a-16020)

Order Status: Completed
Assigned RITPC Name:
Inventory ltem Action  Quantity

CALL RECORDING
BASIC Add

Order ftems:
20

[ea]

15. For a list of standard seat/product pricing, click Click Here in the Order Status section at the top of
the inventory page.

Inventory

Order Status
Adding Seats’Add on Features g Bhone numbers (subject to availability) will complete within 723
your contract for further details| for the standard list rates. If you are requesting the porti

to complete. For White Page Listings and Caller D) name please consult your CenturyLink Account t4
name of the CenturyLink network is “IP Voice,” unless otherwise specified when you placed your crigig

Search for an Order

Full or partial search queries are OK. Wild card searches are not supported.

Find - Select - ~ thatincludes
C
Order ustomer

Sales Order Type Order Order Due G_”'—'”F' .
Request ID Order 1D Code Entry Date Date {Location/ Site)

DUBLIN,
BENSON, ...

237733600 172868054 MewiInstall 04M13/2015 | 04/2002015
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Reports

Reports allow you to run and compile utilization reports by telephone number or groups of telephone
numbers, and additional reports for voicemail, portal usage and trunk utilization reports provide statistics for
those specific features. Call data is stored for 75 days.

Utilization Reports

Reports are run in Summary, Bar Chart and Detail format, as well as Call Detail Reports. Call details are
retained for 75 calendar days.

1.
2.
3

© N

Click Reports from the main menu.

Click Utilization Reports from the sub menu.
If your enterprise has multiple groups, select the group you want to run your report for from the Group
dropdown list; if your enterprise only has one location, that field is static.
After your group has been selected, click the Get Phone Numbers button.

User Admi ation  Trunk Administration Manage Services Portal Administration Inventnryl Reports IPrnﬁIe Help CSR Only
A

I Utilization Reports IEntElplise CDR Reports  Vioice Mail Reperts  Portal Ussge Reports  Trunk Utilization Reports

Tenant ID: 253023 Default Group: CENTURYLINK LAS VEGAS NV {a-408)

Utilization Reports
*Is & r=quired fisld.

 Trunks

@ *Access Type
* Group: CENTURYLINK LAS VEGAS NV (a-408) - h

Get Phone Humbers || [

From the Report Type dropdown list, choose your report type. These are the data aggregation
levels for each report.

Hourly Summary — 5-minutes
Daily Summary — hour

Weekly Summary — day

Monthly Summary — month

Busy Hour Summary — 5-minutes

The Title field populates based on the report type selected, this field is editable and can be
changed.

In the Comments field, enter pertinent comments regarding your report.
Click the Calendar buttons to select a Start Date and End Date.
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9.

10.

11.

12.
13.

14.

15.
16.

17.

Click the dropdown lists to select your Start Time and End Time.
e To avoid lengthy response time to generate your report, the system limits the time frame for
your report.

Report Criteria
@ * Report Type: Hourly Summary - h
Title: Hourly Summary for Trunks
Comments: Enter comments here regarding this report.
Time Frame: The time frame must not exceed 24 hours.
@ Start Date: 070172014 m End Date: 07/30/2014 o
@sStart Time (GMT): 08 » 00 = AM « End Time (GMT): 05 v 00 = PM - é_

Telephone numbers appear in the Available field, depending on which report you’re running and the
group you selected.

Drag and drop telephone numbers from the Available field to the Selected field you want to include
in your report.

You can also use arrows between the columns to move data between each field.

The Selected Columns field contains all columns that can be included in your report, all are
selected by default.

To customize your report, drag and drop columns you don’t require in your report to the Available
Columns field.

You can also use the arrow keys to move Columns between each field.

To rearrange the Selected Columns to appear in a different order on your report, click a Column
Name and drag it to the desired location, or use the up and down arrows to rearrange them.

Click the View Report or Export Report button to process your report.

Phons Numbsrs

05625 - 3030052629

S03E052626 D 3036052632

056

SRS

303052535 I _Q Drag and Drop
3035053636 -
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@ * Report Qutput

o [ ocom

Drag and Drop (— bound Complete

18. If you click the View Report button, your report processes based on the criteria you set in the report

parameters.

19. The Summary tab displays all your call usage information.
20. If your report is large, scroll bars allow you to scroll up and down.

21. The report can be sorted by clicking on the up/down arrow in each column.

Utilization Report

Summary View Repon s Bar Cran
Tt B SUTPTET) o7 RN NUTRETS

comments: ‘T ) COMMETE TEGEMIING TS TESOM TIE 10U GBS nEcEsERT)
Tims Frams: 201410 T4

vera Dann |
Location rams Dat § mazans Outbounamou | Tots mou

o Ew T e wme ‘
s M o i e ume .
T = N P o— .
T A P o om0 .
sl LR ST a0 083728 033728 a 1

153000000

22. Click the View Report as Bar Chart tab to see your report results in that format.

23. A legend based on your column names is provided.

Reports

Utilization Report

Sty View Raport as Bar Chart Y
Tt VBB SUTITETY T F0NE NUTSTE - Detsil
Comments: regganding B feport Bt
Tims Frams: TATROM 0 T4

Bar Chart
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24. For more details on your usage and call records, click the Details tab.

25. Depending on the report parameters you defined, you may receive a warning message stating that
your report may take longer to process depending on those parameters.

26. Click the Proceed button.

27. Once the report is generated, review the following call detail:
Calling Telephone Number

Called Telephone Number

Start/Release Time

Call Duration

Answer Indicator

28. Use the scroll bars to scroll up/down through your report.

29. Or use the page buttons |[< << >> >| to navigate as well.

Utilization Report

Caling TH

Start Time.

2014117 14522284

Risiszss Time

2014117 145514295

aor) [ (2 slefclclrlsfslul 1]

csT Ve
=301 25321 6T HINISHIS 2T 1LS2ITETT 201417 14531078 csT £ Ves-Fosatinection
=301 25321 +13036052679 3183606056 2014117 14560821 20147 14564768 csT 2473 Veu
280 25321 1IBEOSEDS | HIS0SGISIERS 201417 14641235 20141117 145822050 csT 100815 ‘Ye-PocsRegIrecton
el 25321 1IBEOSEDS  HI0SGISIERS 201417 14641235 20141117 145822050 csT 100815 ves
=01 25321 OIS  B0MERS 20141117 1456741 240 20141M7 145822050 csT 100810 s
=31 25321 +ISTIMOESS | +INGISHTE 2014117 143805070 2014117 150240822 csT st e
=301 25321 U4OLHETERD | +IN0GISHETE 2014117 150349387 20147 11720752 =2 4420365 e
=31 25321 13036052679 313580150 2014117 152148441 2014117 152217.082 csT 2861 Yes

Summary View Repon s Ear Crart Dstats

sz "Weskty Sumary or Phone Numaers

Comments: Eneray 5
Tima Frams: 720U I 1212018

Answer Indicator
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30. To export your report, from the Summary, View Report as Bar Chart or Details tab, scroll to the

bottom of the report window.
31. Click the Export Report button to export your report details to an Excel spreadsheet.

Note: Each report format option, Summary, Bar Chart or Details, can be exported based
% on the type of information you require.

[}

301 T csT 202705 437342 70047
a0 it = a s aszor2
aam sl csT ane 253578 23808
a0 i = a = 183
a0 Eiaini = e s ee=r
2301 i cs7 a 10185 10105

a0 il = 197215 EEr 4705
2301 i cs7 15381 a =

a0 it = e a0 1a4g5
aam e csT asu7 a0 astar

S

[} 4

[}

[} 1

[

]

0

0000 B

3 5

32. Calls can be sorted and filtered using standard Excel feature and formatting options.

33. Information contained in the report is based on the report type, Summary, Bar Chart or Detail.

A B &
1 Location N Semwvice Provider  Calling TN

2 a4t 253023 "+13036063107
3 a401 253023 "+13036063107
4 a4t 253023 "+13036063107
5 a401 "263023 "+13036063107
6 a401 253023 "+13036063107
7 a401 253023 "+13037542604
8 a401 253023 "+13036063105
9 ad401 253023 "+13036063105
10 |a-401 "263023 "+14044187681
112401 253023 "+13037542804
12 2401 253023 "+13036063107
13 2401 253023 "+13037542804
14 2401 253023 "+13036063107

D
Called TN
9708275555
8555406245
*38
"B555406245
5555406245
13036063107
"8555406245
"8555406245
"+13036063105
"+13036063107
3667898518
"+13036063107
"8667895818

Start Time

20141215 16:28:13.551
20141215 20:16:02.577
20141215 20:16:23.256
20141215 20:16:41.949
20141215 20:17:24 160
20141215 20:27:03.860
20141215 21:26:17 856
20141215 21:29:13.885
20141215 21:50:15.736
20141216 00:04:43 045
20141216 15:29:34.310
20141216 15:50:04 220
20141216 16:59:51.929

Enterprise CDR Reports

Enterprise CDR Reports allows you to schedule call activity reports across your entire enterprise. Reports
can be scheduled for daily, weekly or monthly output. Report data purges automatically based on the report

type and predefined purge settings.

Report Run Times

Daily Report —runs every day
11:00 p.m.
12:00 a.m.
1:00 a.m.
2:00 a.m.

e [Eastern Time
e Central Time
e Mountain Time
[ ]

Pacific Time

Weekly Report —runs every Monday
11:30 p.m.
12:30 a.m.
1:30 a.m.
2:30 a.m.

e [Eastern Time
e Central Time
e Mountain Time
[ ]

Pacific Time

E

=
Release Time

20141215 16:35:39.020
20141215 20:16:14.805
20141215 20:16:31.526
20141215 20:17:00.878
20141215 20:17:39.019
20141215 20:42:28.991
20141215 21:27:04 419
20141215 21:29:35.683
20141215 23:22:18.637
20141216 00:05:16.322
20141216 16:30:24.055
20141216 15:50:31.511
20141216 17:13:58.192

G
Time Zone  Call Duration
CST "445 459
csT "2.228

CsT "5.270

CST "18.929

csT "14.859

CST "925.131
csT "46.563

CsT 21.798

CST "5522.901
csT "33.217

CST "3649.745
csT 27.291

CST "846.263

H

|
Answer Indicator
Yes
Yes
No
Yes
Yes
Yes
Yes
Yes
Yes
“Yes-PostRedirection
Yes
Yes-PostRedirection
Yes

are the property of their respective owners.
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Monthly Report —run the first day of every month

e Eastern Time
e Central Time

e Mountain Time
e Pacific Time

Report Clean Up
e Daily Reports
e Weekly Reports
e Monthly Reports

11:45 p.m.
12:45 a.m.
1:45 a.m.

2:450 a.m.

older than 30 days
older than 90 days
older than 190 days

1. Click Reports from the main menu.
2. Click Enterprise CDR Reports from the sub menu.
3. Select frequency of your report from the Frequency Type dropdown list.
o Dally
o Weekly
e Monthly
4. Choose the time zone by clicking the Time Zone dropdown list
e CT - Central Time
e ET — Eastern Time
e MT — Mountain Time
e PT - Pacific Time
5. In the Notification Email Address(es) field, enter an email address(es) or distribution list(s); edit or
enter additional addresses by using comma separation.
6. Click the Submit button.

User Administration  Trunk Administration Manage Services Portal Administration \nventuryl Reports IPruﬁIe Help CSR Only
r .

Utilization F{epnﬂsl Enterprise COR Reports. I Voice Mail Reports  Portal Ussge Reports  Trunk Utilization Reports

Tenant |D: 253023 Default Group: CENTURYLINK LAS VEGAS NV {a-408)

Enterprise CDR Reports
This spplication may be used to schedule enterprise CDR Reports for daily, weskly and menthly reports

= I a required fiekd.

* Fregency Type Daily - )
* Time Zone cT -
youremail@demain. com
* Notification Email Address(es) >,
. -

[ Cancel |

Mo records found.
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7. After the report runs, an email notification is directed to all email addresses and distribution lists
entered in the Notification Email Address(es) field; report run times are outlined at the beginning

of this section.

8. Click the appropriate link in the Report section of the portal to launch or save a report or click the

link within the email notification to launch or save the report.

9. Use Page Buttons and Arrows at the top and bottom of the report section to locate your report

based on the report run date.

10. After clicking a report link, Open or Save the report based on the parameters of your operating

system.

11. Reports purge from this list on their expiry date, based on the report type:

Report Clean Up
o Daily Reports
o Weekly Reports
e Monthly Reports

Daily_CDR_Report_20180430 3\
Weekly_CDR_Report_20180430
Daily_CDR_Report_20180430
Weekly_CDR_Report_20180430
Daily_CDR_Report_20130428
Daily_CDR_Report_20130429
Dsily_CDR_Report_20130428
Daily_CDR_Report_20130428
Daily_CDR_Report_20180428
Daily_CDR_Report_20180428
Daily_CDR_Report_20180428 >
Daily_CDR_Report_20180428
Daily_GDR_Report_20180427
Daily_CDR_Report_20130427
Dsily_CDR_Report_20130427
Daily_CDR_Report_20130427
Dsily_CDR_Report_20130426
Daily_CDR_Report_20180426
Daily_CDR_Report_20180426

Daily_CDR_Report_20130426

Daily_CDR_Report_20180425

—
02spEn @3

older than 30 days
older than 90 days

older than 190 days
T I N e e o NS NI AL WY e N

(" cancel |

repur

Q228806 M5

Daily TN Report

« XE R gE

T
. Delete Archive Reply Reply Forvard
& kA B G

il Voot °
Daily TN Report

*Do Not Reply To This Email. It Was Sent From An Automated Service.*

Below is a link to your Daily_CDR_Report_20180511 summary report file.
Start Time: 05-10-2018 00:00:00 AM COT
End Time: 05-10-2016 23:59:59 PM COT

Dally COR Report 20180511 h

Thank you for choasing your needs

2018 Centurytink. All rights reserved.

CenturyLink respects your online time and Intermet privacy. hetps//wany

Message (HTML)

THETEERE

L Mow T Mark Categorie Follow  Trnsiste Zaom
- B unread Up~ s e

Tags i Eomng

¥ou as our customer.

You are getting this e-mail because of your existing business relationship with us.
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12. Report output is formatted with Excel; allowing you to use all features within that application to
format and sort your report data.

sample_enterprisecdr_reportals [Compatibility Mode] - Excel Athmann, Rebecca

Formulas  Data  Review  View  ACROBAT  Q Tell me what you want to do

% = E = 22| 3 AutoSum - A .
- Wrap Text General - " L? (T EEX p
hE - D EF Ny O @Y
paste Merged Center - - % » & £ Condtional Formatas Cell  Insert Delete Format " Sort& Find &  Share WebEx
- Formatting~ Tablew Styles~ = - - | &# Clearv Filter = Select~ ThisFile  ~
Clipboard Font ] Alignment ~ Number ~ Styles Cells Editing ‘WebEx ~
129 . I v
A | B | c | D | E | F L 6 | H 1 [=]
1 |Group Name Senice Provider Calling TN Called TN Stant Time Release Time Call Duratior Answer Indicator AUA
2 |CTL_MO_TOWN AND COUNTRY 256108 713148880594 "+13148880594 20180509 17:32:39.028 20180510 07:53:17.358 '51636.330 Yes-PostRedirection
3 |CTL_MO_TOWN AND COUNTRY 256108 713148850594 "+13148580594 20180509 39.026 20180510 07-53:17 . 51638330 Yes PolycomVVX-VVX_500-UA/5 5111840
4 |CTL_MO_TOWN AND COUNTRY 256108 713143850594 8555396245 20180509 17:32:39.061 20180510 07:53:17.. 51638297 Yes
§ |CTL_LA_MONROEHQ 256108 713163306236 5087967606 20180509 23:13:67.290 20180510 00:29:25.661 "4528.271  Yes be-ue - Business Communicator (21.2.0.64
6 |CTL_LA_MONROEHQ "966108 "+13183308371 'B087965340 20180509 39.901 20180510 00:35:06.919 "3087.018  Yes be-uc - Business Communicator (21.2.0.64
7 |CTL_LA_MONROEHQ 256108 7113183621599 18667889888 20180510 00-01:51.638 20180510 00-02:-17.816 26278 Yes PolycomVVX-VVX_500-UA/5 5.1.11840
8 |CTL_LA_MONROEHQ 256108 717194645805 "+13183306538 20180510 00:03:11.139 20180510 00:03:28.280 "17.141 Yes-PostRedirection
9 |CTL_LA_MONROEHQ 256108 17194645805 'B556396245 20180510 00:03:11.155 20180510 00-03:28.280 "17.125  Yes
10 |CTL_LA_MONROEHQ 256108 17196879752 "+13183306539 20180510 48.862 20180510 00-06:49.717 '0.855 No
11 |CTL_LA_MONROEHQ 7256108 717196879120 "+13183306535 20180510 00-07-04.765 20180510 00-07-44.695 39927  Yes-PostRedirection
12 |CTL_LA_MONROEHQ 256108 " 17198879120 ?555396245 20180510 00:07-04.: 20180510 0007-44.695 '3 Yes
A 4 oo 5 G 4200 NG, 0 4 40 1B0 o o

13. To change report type, time zone or notification recipients, click dropdown lists and edit email
addresses accordingly.
14. Click the Delete button to stop recurring reports.

Enterprise CDR Reports
This application msy be used to schedule enterprise COR Reports for daily, weekly snd monthly reports

F Action completed successtully

* s 3 required fiekd
* Freqency Type Daily -
* Time Zone cr -

youremailldomain.com

Voice Mail Reports

This report option allows you to review and export a report that indicates whether voicemail has been
configured, and which mailboxes have been set up by the user. As areminder, callers are unable to leave
messages for users that don’t set up their voicemail, so at the implementation of your services this
report is very useful, and for new users.

1. Click Reports from the main menu.
2. Click Voice Mail Reports from the sub menu.
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3. To change groups, select from the Select a Group dropdown list.
4. Click the Get button.

User Administration  Trunk Administration Manage Services Portal Administration \nventuryl Reports IPruﬂ\e Help CSR Only
A

Utilization Reports  Enterprise COR Flepndsl Voice Mail Reports IPndaI Usage Reports  Trunk Utilizstion Reports

Tenant ID: 252023 Default Group: CENTURYLINK LAS VEGAS NV (s-208)  [s[ELERETRT I

Vioice Mail Report

Select a Group: CENTURYLINK LAS VEGAS NV (a-406) « | [Get] h

Search Users

Full or partial search queries ars OK. Wild card searches are nat supported.

Find -Select- | thatincludes [ clear |

(oi2 o2 om

Voice Mail i il
First Name Last Name Telephone Number Extension _ Volee Hial Voice Mail Setup
Configured
Bedy o

WVirtual 6122958887 2897 Mo My
L HuntGroup 7028027028 7028 No No
Senate Testing 6122958885 8885 No No

5. All users for that group are displayed, including user First/Last Name, Telephone Number,
Extension, Voice Mail Configured and Voice Mail Setup.

6. Review the Voice Mail Configured column to identify users having a voicemail box (some seats

don’t have voicemail, such as common area seats, conference room phones, etc.).

The Voice Mail Setup column indicates which mailboxes have been set up by the user.

Click the Export Report icon.

Report output is formatted with Excel; allowing you to use all features within that application to

format and sort your report data.

o — 2 ]

Voice Mail Report

© o~

Select a Group: SITEa L2 - | Get |
B> <—
Search Users

Full or partial search queries are OK. Wild card searches are not supported

Find -Select- . thatincludes [ clear |
Configured

nagarsj samal £142103202

ahivya Iastuser £142102200 3300 Ves e
Jane Dos £142103202 2302 Yes ™
Jehn Do= 8142103208 3308 No e
Msis Abransm 5142102301 2201 es No
Tami Abraham £142103210 3310 No e
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Portal Usage Reports

The Portal Usage Report allows you to monitor how often your users access their end user portal. If the end
user portal and all features and functions contained within the portal were introduced to your users, this report
can be used to determine how often your staff are using this feature.

Click Reports from the main menu.

Click Portal Usage Reports from the sub menu.

To change groups, select from the Select a Group dropdown list.
Click the Get button.

PwnE

User Administration ~ Trunk Admi ation Manage Services Portal Administration Inventnryl Reports IPrnﬂIa Help CSR Only i
a

Utilization Reports  Enterprise COR Reports  Voice Mail Repudﬁl Portal Usage Reports ITlunl Utilization Reports

Tenant ID: 253023 Default Group: CENTURYLINK LAS VEGAS NV (a-406) Change Group

Portal Usage Reports
Select a Group: CENTURYLINK LAS VEGAS NV {a-408) - | [Get) h
Last Lngged In

mohammad 2085215286 Fremium NEVER

Rebecca Basic 3185827081 7081 Basic NEVER

. 02/22/2018 12:08:21

Jane Doe 8128298455 8455 Fremium EM FDT

Ret 123928556 B ium Cordless NEVE]

5. All users for that group are displayed, including user First/Last Name, Telephone Number,
Extension, Seat Type and Last Logged In Date/Time.

6. The Last Logged In Date/Time column indicates if a user has Never accessed their end user

portal, or the last Date/Time the user logged in.

Click the Export Report icon.

Report output is formatted with Excel; allowing you to use all features within that application to

format and sort your report data.

© N

Portal Usage Reports
Select a Group: SITE3 L2 | [Get)
=23 <_
Last Logged In
First Name LastName Telephone Number Extension
Date/Time

Tami Abraham 8142103310 3310 Premium NEVER

11/10/2015 10:02:18
K Doe 8142103303 3303 Fr
ane emium avEsT

111012015 12:54:18
John Doe 8142102308 3308 Fremium et
dhivya lastuser 6142103200 3300 Fremium NEVER
nagaraj samal 8142102302 3302 Fremium NEVER
Msia Abraham 8142103301 3301 Fremium NEVER
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Trunk Utilization Reports

The Trunk Utilization Report displays total number of active sessions, by trunk group, in meter format. A
session is equal to an active call. This reporting option will not be visible within a group that doesn’t utilize
SIP Trunking.

1. Click Reports from the main menu.

2. Click Trunk Utilization Report from the sub menu.

3. Trunk groups for the default group are displayed; if you have multiple groups within your enterprise,
change the displayed group by clicking the Change Group button selecting the appropriate group
from the dropdown list.

4. Click the Refresh button to update Number of Active Sessions; 1 session is equal to 1 call.

5. Click the Export Report icon.

6. Report output is formatted with Excel; allowing you to use all features within that application to
format and sort your report data.

User Administration  Trunk Administration Manage Services Portal Administration Inventuryl Reports IPrUﬁIe Help CSR Only
&

Utilization Reports Enterprise COR Repors  Voios Mail Reports  Portal Usage Repndsl Trunk Utilization Reports I

Tenant ID: 271430 Default Group: BOB STREICHER 1Q SIP (2-48157) [t deit o
Reports

Trunk Utilization Report
This application may be used to display number of active sessions for a specific tenant with the help of meter 6_

[k Sreu flumber of ASHVE Sessions

Bob Streicher TG 1{CENTE7Z2ZFB01) BOB STREICHER 1Q SIF(a-45157) 0

Bob Streicher TG 2{CENTETZ2ZPB0Z) BOB STREICHER |Q SIP{a-48157) 0

Profile

Contact information contained in the Profile section is based information we received for your primary contact.
This is only visible to that individual and can only be modified by that individual. If changes are needed due
to staff changes, for your security, you'll need to reach out to our repair team for assistance. When certain
functions are performed in the portal such as adding/deleting licenses, assigning licenses, etc., the address
registered within Profile receives notification of the activity via email.

1. Click Profile from the main menu.

2. The administrator is set up based on the information gathered during the implementation process.

3. This information can be changed/modified by the primary administrator at any time including changing
the password and email address.
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4. Complete the information accordingly in the applicable fields.
5. Click the Save button.

User Administration  Trunk Administration Manage Services  Portal Administration Inventory Reports | Profile Help
A

Tenant ID: 360850  Default Group: BENSON  [Ms BNt oT)

Change Password or Notification Email Address
Your Hosted VolP Portal Password can be changed by completing the fields below: Your notification Email Address can also be updated and is used to validate

Password updates, reminders, and changes to your profile.

* 15 3 required fiskd
* First Name: Customer )
* Last Hame Admin
* Notification Email Address: email @domain.com|
.
3) Current Password:
7 Hew Password:
Confirm New Password
/
sve | I
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Help

Within Help, you have access to various training tools and documents such as user guides, quick reference
guides, training videos, live chat, and more.

arwbdE

Click Help from the main menu.
Click User Guides & Help Information from the sub menu.
Within the Help page, you'll find items such as Training Documentation and User Guides.
Click the desired link to launch self-help documentation.

This feature continually updates as new features become available.

User Administration  Trunk Administration ~ Manage Services  Portal Administration  Inventory  Reports Prnﬁ\el Help ICSR Only
A

Cisco 78xx Series Training
Ly ™ N }

I User Guides & Help Information ID»d You Know? What's New?

Frequently Asked Questions \

Go to CenturyLink Business Knowledge Base

Manuals

E911 Labels (print)
E911 Legal Advisory

E911 Administrator Guide

E911 1Q SIP Administrater Guide

ES11 1Q CPE Configuration and 811 MUST READ

E911 1@ SIP Fundamentals

Administrater Portal Guide “REVISED 12/16/19*

End User Portal Guide **REVISED 02/04/20**

Call Recording Dashboard User Guide

Supervisor and Agent Client User Guide

Contact Center Report Sample

12 SIP Administration Portal Guide **REVISED 5/17/19**
1Q SIP CPE Technical Assistance Center

CenturyLink Business Communicator for Desktop (R22.7)
CenturyLink Business Communicatoer for Desktop (R21.6)
CenturyLink Business Communicater for Mobile

Hosted VoIP/Q SIP versus Control Center Report Comparison
Local Calling Area Tool

Utilization Report Sample

Ordering Reports

Computer Connection Diagrams

VolIP Equipment Advisory

Using Your Phone At Home

Bulk Upload Instructions

Polycom Compatible Headsets

Voicemail User Guide

Trainings

Click HERE for Polycom Handset Training Videos

Click HERE for Cisco Handset Training Videos

Click HERE for Business Communicator Training Videos R21.6
Schedule Live Webinar Training

Cisco B8xx Series Training

Tenant ID: 253023  Default Group: LAS VEGAS NV (a-408) [ 0N e T)
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Live Chat

1. Click Live Chat on the right side of any portal page to chat with an agent.
2. Live Chat hours are Monday through Friday, 7:00 a.m. to 8:00 p.m. Eastern Time.

=~ CenturyLink:
Business

User Administration ~ Trunk Administration ~ Manage Serices  Portal Administration  Inventory  Reports  Profle  Help  CSR Only
A

Manage Users Customize User Templates  Bulk Load Users  Modify Muttiple End User Feature Assignment  Modify Multiple End User Feature Setiings  Bulk 911 Registration
Bulk Add/Delete E911 Add-On Feature Bulk 911 Address Change

Tenant ID: 253023 Default Group: LAS VEGAS NV (a-406) Change Group
User Administration
Manage Users

This application may be used to manage users for your Enterprise.

Selecta Group: LAS VEGAS NV (a-408) -

Search End Users
Full or partial search gueries are OK. Wild card searches are not supported.

Find that includes [ Clear |

or (L]
I e e B TR R TR N

B Cisco 6123958675 | BETS Premium LAS VEGAS NV (2-406) T |
78xx,Cisco 6120956878 BB79 Fremium LAS VEGAS NV (a-406} = & | @  Chatwithan
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