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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:
Busin

255
User Administration  Trunk Administration  Manage Services  Portal Administration  Inventory  Reports  Profile  Help @ Main Menu
Y
Manage Users Customize User Templates Bulk Load Users  Modify Multiple End User Features  Madify Multiple User Caller ID @ Sub Menu

Tenant ID —+ Tenant ID: 248170 Default Group: L3 LOC @ Default Group
Setting

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

"Warning. You are about to search across the entire Enterprisa. It may take a few minutes to
retrizve your resuits

.
o7 = . [ ( Group/Location Selector 6_ Create New User

Select a Group: Search ALL - Across Enterpriss . ~

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

Find -Seledt- | thatincludes | Glear | b 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 allcw you 1 configurs what the end usess can

Enter search criteria in
the Select a Group

| CE— field
all QcLOC Vi
g |
e ——— .
. R n (_E-roups displayed are
filtered based on your
' 9 view . -
= search criteria
VeEa o axLoc Viewd
i — p—
: s Vil » Call Features D ViewEsit ® viewd User Portal Access
TV il Al G o e o s e s
Select 2 Group ] -
* Contacts ViewEdit 9 viewd OCLDC I
. » CaliLogs e = Hite Custom
Probie smd Setiogs viewtst @ vieed
ViewEat @ View Only Hide Custom
ViewEgit View Q
® ViewEst View Only e Custom
(- |

ViewEzn

ViewEst

Define your Default Group, so a group doesn’t have to

ViewEs

View Only ® e

o I

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

éﬂultiple End User Features Modify Multiple User Caller ID

rd
\,‘ 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 -

MNo Default Group

L3 LOoC

SoEEns.

Group:

QC LOC
QX LOC

Change Default Group

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

i
t;'l =)

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. Click Search to display all users in the
group.

If there are more than 1000 users, you'll be required to refine your search by selecting an option from the
Find dropdown list. Depending on the page you are on, the Find dropdown list will let you search by:

First Name Partial search supported.
Last Name Partial search supported.
Extension Partial search supported.
MAC Address Partial search is not supported; the full 12-digit MAC address is required.

User Administration  Trunk Administration  Manage Services  Portal Administration  Inventory  Reports  Profile  Help
Y

Manage Users Customize User Templates Bulk Load Users  Medify Multiple End User Features  Modify 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

First Name

Last Name {1 of 4}

Phone
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
r .

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

TenantID: 253023 Default Group: LAS VEGAS NV (a-408)  [[l8 (Rer i)

User Administration
Manige Users

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

Select a Group: LAS VEGAS NV (a-405) -

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

I N L NI NIl < e I e I 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  Modify Multiple User Caller ID

Tenant ID: 349170 Default Group: L3 LOC Change Group
User Administration

Manage Users

This application may be used to manage users for your Enterprise. Create Hew User
Seloct 2 Group: e ALL - Across Enterprise| = | 'Warning. You are about io search acrass the entire Enterprise. It may take 2 few minutes to

retrieve your resuits.

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

Find -Select- « thatincludes [ Clear |
trora) ogan a|m

Extension

Actions

woicemail test 5072613277

VoicemsilGnly

Premium

VMRPRE, VMR Test23 5072089223

Premium

WAL test 4072088781

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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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/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-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

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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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.

User Administration

Manage Users - Create New User
* Is a required field
* Group: LAS VEGAS NV (a-406) -
* Seat: premium (1) v
Custom User Template: |- select - v] [ Apply Template ]
® *Hosted VoIP Number: 3212037222 (LAS VEGAS NV (a4 = @]
S L Wana W NI N o s B N N e

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

AN NS Ny A SV e et WUV L NN S

* Group: LAS VEGAS NV (a-406) ¥

* Seat: |fSeIectf v|

R -

N s T 2 eV VI S WA WA 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 Number: 6123979371 (CENTURYLINK (a-40i = h
[ | cancel |
4

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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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) v
Custom User Template: [- select - v \:App\y Template ]
® * Hosted VoIP Number: 3212037222 (LAS VEGAS NV (a4 = [m]
Allow Custam Caller ID: O ves @ Mo
® Enable Directory Privacy: [m]
® Ssecure SIP: O inventory: 2 J
A L il o L SR CNPNPN

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

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 11 of 254
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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.

/,h._.,_/\,.\/““\m\/\/‘\_,,\.\ fma-u\_/"\ JMWWN/‘“\A_\‘
- ) | o | Message CFHA | SyncDo
Line _ Last | Phone Line | Display | .| Line - Track | SyncCall . o
Key | T¥PE Name | Number | Label | Count |RM@TYPE| 1o st Calls | Forward EE 2 o
Indicator Rings Disturb
1-2 | Button Jane  Doe 6126296455 6455 2 g::;‘.:am Private  Yes Yes  Yes 3 Yes 73

Add Line Key(s}

Busy Lamp Field

Line Key Type First Name Last Hame

Manage Busy Lamp

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.

WNWMW"W"V\

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

Device MAC Address: 001401014A2C g b—

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

=

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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LUMeN

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.

~ i e,
b N e BT AR WWAMﬁm\/‘”\M Waal
@ secure SIP: O nventory: 4
* Portal User ID and Domain: ‘]ohn.doe | @ |(enturyl|ﬂk.mm <
* Email: jiohn.doe@dormain.com (
* Send Welcome Email: Both Admin & User v
;i 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: l:l entered, a Voice Mai 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.

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 13 of 254
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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:
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
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.

N N VU VU

Time Zons: {GMT-03:00) {(US) Easten
Primary Device
Dewics of Trunk Group: @ paster @ Trex © nome h
*Vendor: Polycom -
*Phone Type: Patycom VWX 300 -
= Devics Temipiats Nams: PolyPremiem_2 -
Dewics MAC Addrsss: 001201014A2C MAC Agdress Example: 011201014820
(3 Deserigtion CEO Second Phone b—
@  Make this End User the Primary Lissr of
this Devics:
‘vioice Mall Box Numbsr: 6142105199
410 15 mumeris craracters only. If e Volos Mall PIN
‘oo Mall Pin; 215555 k5 ot entered, 3 Voloe Mall Box will not be creshed far
= End User
Confinm Vodcs Mall Pin: 315559
Escaps To Operator Group: -Select-

-
(D ey |

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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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 @ No 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 2125853698 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 Name 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

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

Business Communicator Collaboration 8

(O None () VocelVideo (@ Coliaboration h
=)

® Download Type:

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 15 of 254



LUMeN

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 |
5123979366_BC-MOBILE Jane Smith [ Manage Device |
6123979366_BC-TABLET Jane Smith (‘Manage Device |

Add Physical Device | Manage Business Communicator I

‘ Receptionist PC Console |

B L o TN NN RN T W SNV g T N

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 Featurs Settings Viice Mail Settings Alernate Numbers

Manage Busi C :
Business Communicator Voioe/Video 1 ] 10
Business Communicator Collaborstion 1 10
() Download Type: @ None () VoicVi (S i <

Save 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.

59. If you would like to assign Enhanced Call Logs, click the Yes radio button. Historical call log data
for up to 60 days is shown on an end user’s device and in the end user portal.

Basic Call Logs (default setting)
The last 20 calls of each missed, dialed and received are available during this period.

Enhanced Call Logs
The last 100 calls of each of missed, dialed and received are available during this period. Call
duration will also show in call logs.

User Administration

Manage Users - Edit End User

UserSettings  Feature Assignment  Feature Settings  Voice Mail Settings  Alternate Numbers

Device Name Phone MAC Address Belongs To Action

ADD PHYSICAL DEVICE MANAGE BUSINESS COMMUNICATOR

Receptionist PC Console

Assign a Receptionist PC Consale for this User: Yes @ Ho _
Call Recording
Call Recording - Basic Yes @ Mo h

Enhanced Call Logs

Assign Enhanced Call Logs for this User: Oves ONa

By enabling or disabling Enhanced call logs you may lose the ability 1o view existing call Kigs.

End User Features

@ Anonymous Call Rejection @ Automatic Callback

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

I e I o N T R S o N Y A U o AT

| End User Features ‘
@ Anonymous Call Rejection \ @ Automatic Callback \
@ Automatic Hold/Retrieve (3 Barge-in Exempt
@ Anywhere @) Busy Lamp Field
@ CallForwarding Always @ Call Forwarding Busy
@ CallForwarding No Answer @ Call Forwarding Mot Reachable
@ CallForwarding 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 j @ Hoteling Host J
MMWW“‘U

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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63. If you're not familiar with a feature, hover over the “?” next to the feature, and you’re presented with
a brief description.
64. 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

65. 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.
66. 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
67. For Dialing Restrictions, click the radio button associated to the calling policy required for that
user.
68. Click the Save button to save all feature setting changes.

M o SN A i e NS T e N,

| Inbound Call Restrictions

~ N @ o @ Allow Calls from TP ———
@ Allow Calls From Within this Tenant @ ves © > -
I ¥ Yes L No Ouiside this Tenant 1% I
| Outbound Dial Restrictions |
3  Enable Blod of Calls Within The Group SR
) Ensble Blosk On All 011+ Intematicns| 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

@ Enable Block on Everything But VoIP On-Net, Local, 8XX, 711, 211

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

e

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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69. Click on the Feature Settings tab.

LUMeN

70. Next, select the appropriate feature(s) as they pertain to that user under Share Call Appearance by

clicking the appropriate radio buttons:

e Alert all appearance for Click-to-Dial

e Allow Call Retrieve from another location

e Configuration of Multiple Call Arrangement
o Allow bridging between locations
o Multiple Call Arrangement

e 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 Feature Assignment Feature Settings Voice Mail Settings Altemate Numbers

Shared Call Appearance

Alert all appearance for Cligto-Dial calls. =) ©n @ on 3
@ Allow Call Retrieve from ancther location: =) ©n @ ot
Configuration of Multiple Call Arrangement

Allaw bridging between locations. © on @ on

@ Multiple Call Arangement: @ on O on >
Bridge Warning Tone
Allow bridging between locations: @ none
) Barge-in only

() Barge-in and repesat every 20 seconds J

End User Features

@  Anonymous Call Rejection ) on @ of

BT N A T S Y e
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71. 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.

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

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

T N T Y W Ve S N
© Bargein only
© Barge-in and repest every 20 secands
‘ End User Features ‘

Anonymous Call Rejection @ on @ on \
Auto Callback O on @ on

@  Automatic Hold/Retrieve @ on @ of Automatically retrieve the call after 120 seconds
Call Forwarding Always @ on @ on ] Play Ring i when a call is

(® Call Forwarding Busy @ on @ o

@ Call Forwarding Mo Answer @ on @ of Number of rings before forwsrding 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 © on Warning Tone: On
Do Not Disturb @ on @ on ] Flay Ring Reminder when & call is bloded.

@ Music On Hold @ on O o

® PushtoTalk @ on ' off [(Edit
Selective Call Acceptance on @ of |'E:|

@ Selective Call Rejection on @ of IE]
Sequential Ring on @ o |E‘|
Simultaneous Ring ) on @ of [E] Fhone numbers populated: 0 }

‘ Intercept user ‘
Intercept User: © on @ of
S WP D W SRS PR NN NP

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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74. To enable the intercept feature, click the Intercept User On radio button.
75. To use the default greeting, click the Default Announcement On radio button.

— -
R NP N e m\m 1 bers bépulates- UV
Intercept user |
Intercept User: © on @ o h
Inbound Announcements
3 Default Announcement ® on O on h

Inbound Call Options
@ Intercept All Inbound Calls &
@ Allow Inbound Calls from System-Defined Phone Numbers

D Allow Inbound Calls [Partial Intercept)

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

[F] Transfer on '0" to Phone Humber

=

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

N Mv%/%wwmwﬁ e

@  Simulta¥eous Ring ) on @ of [ Edit | Phone numbers populsted: 0

| Intercept user |

Intercept User: © on @ o
Inbound Announcements

Default Announcement

Load Personal Audic Anncuncement:
Inbound Call Options

-
Intercept All Inbound Calls (&)

WN
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79. 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 patrtial intercept with alternate outbound
blocking announcement

e N N S

Inbound Call Options
=
Intercept All Inbound Calls (&)
Allow Inbound Calls from System-Defined Phone Numbers

D Allow Inbound Calls (Fartial Intercept)

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

[F] Wansfer on ‘0" to Phene Number

m | cancer

80. 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

o Transfer on “0” to Phone Number — caller goes to Escape to Operator destination when
“0” is pressed
81. After making all feature setting changes, click the Save button.

e I N e T e e N e VOO NP4
z ®

Intercept All Inbound Calls
Allow Inkound Calls from System-Defined Phone Numbers

Allow Inbound Calls (Partisl Intercept)

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

[F] Transfer on *0° to Phone Number

Save Canecel

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

User Administration

Manage Users - Edit End User

User Settings Festure Assignment Festure Settings Voice Mail Settings Alternate Numbers
Voice Mail Box Humber: 7023171045 | Delete voice mail || ResetPm

Announcement Only Mailbox @ Ensble () Dissble

[ dary Numbers for Voice Mail S ———
econdary Humbers for Voice Mai (it Humbers |
Boxes

Send All Calls to Voice Mail on @ of

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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84. Click the Ok button to confirm the deletion of the mailbox.
85. Click the Cancel button to cancel the mailbox deletion.
86. 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?

Q
B

E [ Cancel

87. To add a new mailbox, enter a PIN in the Voice Mail PIN field.
88. 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
e The PIN cannot solely consist of your VolIP 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; or ascending or descending
o Allowed Examples: 012347, 98761, 01234560
o Not Allowed Examples: 123456, 0123456789, 765432, 9876543210
89. 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.

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

91. 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 Seftings Featurs Assignment Festure Settings Voice Mail Settings Alternate Numbers

8 to 15 numeric characters only. If the Voice
Voice Mail Pin: 936699 Msil PIN is not entered, a Voice Mail Box will
not be oreated for the End User
Confirm Voice Mail Pin 936699
Escape To Operator Group: - Select - “

=
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92. 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 Visice Mail Settings Altemate Numbers
Voice Mail Box Humber: 7023171045 Delete Voice Mail || ResetPiN |
Announcement Only Mailbox: @ Ensble () Dissble

Secondary Numbers for Voice Mail

Edit Humbers |
Boxes: L J

Send All Calls to Voice Mail: on @ on

r.‘; P_ ) H '. =, '. " ,.. ' ’*. ' —M

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

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

95. Click the Save button.

Reset PIN

Please enter the new Vioice Mail PIM. Vioice Mail PIN can be & to 15 numeric

characters.
* New PIN: |935599 |
* Confirm PIN: |935599| |

Sawe Cancel ]

96. 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.

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

98. 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 Feature Assignment Feature Settings Voice Mail Settings Alternate Numbers

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

Announcement Only Mailbox: (@ Enstle () Disacle h

Secondary Numbers for Voice Mail
Boxes:

| Edit Humbers

Send All Galls to Voice Mail: on @ or

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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99. Click the Edit Numbers button to assign secondary numbers to this voicemail box.
100. 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 Festure Assignment Feature Seftings Voice Mail Settings Altemnate Numbers
Voice Mail Box Number: 7023171045 Delete Voice Mail | ‘ Reset PIN
Announcement Only Mailbox: @ Enable @) Disable
Secondary Numbers for Voice Mail rrr—

Boxes: L J

Send All Calls to Voice Mail: on @ of

@

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

User Administration

Secondary Numbers for Voice Mail Boxes

Secondary mailboxes sllow you to heve one mailbox with up to 20 lines sssccisted to this mailbox. When numbers are il tos
mailbox, callers will hear the greeting of the main mailbox when the call is forwarded to voice mail. Enter the numbers separated by commas in the box below.

Secondary Numbers: 2125552368, 2125558874 E

Maximum Numbers: 20

ERPS N Cancel |

103. 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 Festure Settings Voice Mail Settings Alternste Numbers
Voice Mail Box Number: 7023171045 | Detete Voice Mail | [ ResetPm |
Announcement Only Mailbox: |::| Enable @ Disable

EBxESSIECDﬂﬂEWHumbErS for Voice Mail 2125552388, 2125559674 ml E
Send All Calls to Voice Mail: © on @ or

Send Busy Calls to Voice Mail

Send Unanswered Calls to Voice Mail: ® on @ on

cape -

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 25 of 254



LUMeN

104. To Send All Calls to Voicemail, click the On radio button, click the Off radio button to disable this

feature.
105. 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.

% 106. 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.
107. 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 Seftings Voice Mail Settings Altemate Numbers
oice Mail Box Humber: 7023171045 Delete Voice Mail | [ ResetPiN
Announcement Only Mailbox ) Enable () Disable
Seeandany Humbers for Voiee Mail 2125562369, 2125558874 Edit Numbers

Boxes:

Send All Calls to Voice Mail

Send Busy Calls to Voice Mail @ o0 © on
Send Unanswered Calls to Voice Mail @ on O o
Escape To Operstor Group TSI ™™, G —
Prompt Speed. Standard - h

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

108. 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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109. From the Voice Mail Forward dropdown list, select from the following:
e Disable — voicemails won’t be sent to email
o Forward & Delete — voicemails will be sent to email, and won’t be saved in your telephone’s
voicemail box
e 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.
110. 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.
111. If Voice Mail Transcription licenses were purchased, they must be available within inventory to
be assigned.
112. If inventory is available, click the Yes radio button for Assign Voice Mail Transcription to assign
a license to the user.
113. Click the Inventory On radio button to enable transcription.
114. Remove voicemail transcription by clicking the Assign Voice Mail Transcription No radio button.
115. 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.
116. Click the Save button.

A s ™ N T R e i TN e N
@ Automatically Play Envelope Information: O on @ off
Play Additional Ring before Greeting: ® on O off
® Auto Play: O on ® of
Vel Ml Forwardin:
Forward to Email Addresses (comma
separated, Limited to 5 Email Addresses):
Assign Voice Mail Transcription: O ves @ no
oice Mail Transcription
é Inventory 12 available out of 12 On o orf
Ncance |
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117. Click the Alternate Numbers tab.

118. 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.

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

User Administration

Manage Users - Edit End User

User Sattings Featurs Assignment Faaturs Settings Voice Mail Ssttings | Alternate Numbers

Alternate Telephons Numbers allows up to ten additicns! telephane phone numbers to be sssigned to @ user for inbound calls. In addition, you can

Specity a 1ing pattern for altemste numbers

Distinctive Ring: @ on © ox h
- T Homal LN
- Momal )
- ] MNomal
- Nomal o
- Momal o >
- Nomal -
- ] Momal
- ] Noma  ~ S
R T UL NI W

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

User Administration

Manage Users - Edit End User

T
haome -eu—

Maormal

Mormal

Mormal

Normal

Nommal

Nomgal

Mormal

User Semngs Feature Assigment Volce tsmats Numbers
Amemzte Tekeohone w for 0 addRicn. ,_ g pamem for
Distinctive Ring: @ g &

O on
-

-
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122. The extension automatically populates in the Extension field based on your extension dialing plan
and can be edited if it wasn’t populated correctly.

123. From the Ring Pattern dropdown list, select from silent or three unique ring pattern types for each
alternate number.

124. Click the Save button.

User Administration

Manage Users - Edit End User
Liser Semngs Fi igr Arternats Numbsrs
ARzmae Teisanone Numoers 3l wr nandtkn ring e or
Distinctive Ring: @ o0 @ on h
eSEEEISE - o
Nome -
Long-Lang
Nare - No Shart-Shart-Lang
Shart-Long-Short
name - N0 ] Nemal 4
o - N Momal o
None: - Mo ] Nomai -
name - N0 ] Normal -
e - wa ] MNomal .
Nore - No ] Nemal
o - N ] MNomal 4
=
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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~ W

T T N VI N R Tl

Dewice or Trunk Group: © peviee ) Trunk ) None h
* Vendor: Csco -
* Phone Type Osco 122ATA
* Davice Template Name: e
Device MAC Address: | MAC Address Example: 001201014A2C
® Description:

@ MWake this End User the Primary User of this

Device:
Voice Mail Box Number: 4102092060
. 4 to 15 numeric characters enly. If the Veice Mail PIN is not
Voice Mail Pin
entered, 8 Voice Mail Box will not be orested for the End User,
Confirm Voice Mail Pin
Escape To Operator Group: - Select - -

Activate User Activate User and Continue | cancet
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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.

*"Mﬁmmﬁmw%umﬂmwﬂumﬂf\

Primary Device

Edit Device Manage Device

Phone Type: Cisco 122 ATA
Device Template Mame: SPA1225tandard
Device MAC Address

Make this End User the Primary
User of this Device:

. Vaige Mail Box NHumber: 3038

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 reboot of the device is required for updstes to be visible. Reboot also initiates a rebuild

Group: TEST

Device Type: Cisco 122 ATA  Maximum Humber of Line Keys: 2

Device Name: 3035022028PRIMARY_Cisco122 MAC Address: Humber of Line Keys Used: 1
Line Keys Device Settings

Line Key

First Name Last Name Phone Number Ring ype | Line Type Message Waiting Indicator Action
1 De

FXS  ATA mo 2035033038 Private

Add Line Key

Reboot Device Back to Edit User

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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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 Humber of Line Keys: 2
Device Hame:  9195698171PRIMARY Cisco122 MAC Address:  SO0GTAEEF1702  Humber of Line Keys Used: 1
Line Keys Device Settings

@ Day Light Savings Time Enable @ Yes (O No

() Dial Plan FXS Port 1 (P7|* x| *##|[23469]11

() Dial Plan FXS Port 2 (P7|*xx|*##|[23469]11

(3) Enable Cisco Web GUI ) 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.

R
e TOB00N_ AT ™ P pa ]
Primary Device
Device: @ Device © None h
* Vendor: - Select - :
- Select -
® Make this End User the Primary User of this Polycom
Device: Cisco E
Voice Mail Box Number: 9195698136

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

Voice Mail Pin:

Confirm Voice Mail Pin:

Escape To Operator Group: - Select- -

Activate User Activate User and Continue | cancel
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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:

e 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

ﬂmmwwkwﬁmm ’[\L"\f‘“‘ww
Time Zone: (GMT-05:00) (US) Eastern Time =
Primary Device
Device: ©@ Device ©) None
*Viendor: Adtran -
* Device Type: AdtranTASO0Router -
*Phone Type: i-Select- : h
- Select -
®  Make this End User the Primary User of this Adiran 908E Router
Device: Adtran 816E Router
Adtran 824E Router
Voice Mail Box Humber: 91958858136
Voice Mail Pin: 4'to 15 numeric characters only. If the Vioice Mail PIN is not
) ’ entered, a Voice Mail Box wil not be created for the End User.
Confirm Vaice Mail Pin:
- i \r\'

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.

©oNo O

S P NP Y s e NP NN - N 3 N T o U WU VRPN SV

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

Primary Device

Device: @ pevice © Hone \
* Vendor: Adtran -
* Device Type: AdtranTASD0Router -
* Phone Type: Adtran S08E Router - >
* Device Template Hame: Uidtan Router Standard &
Device MAC Address 001501014A2C MAC Address Example: 001201014A2C
* Device Serial Number: 123456123456 | SerialNumberoffunt

®  Description:

@  Make this End User the Primary User of this

Device:
Voice Mail Box Number: 9195898136

_ 410 15 numeric characters only. Ifthe Voice Nail PN is not
Voice Mail Bin: 123456 entered, a Voice Mai Box will not be created for the End User.
Confirm Voice Mail Pin: 123456
Escape To Operator Group: - Select - -

Im r——— ) | I

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 33 of 254



LUMeN

10. To assign additional users to the remaining lines of your device, click the Manage Device button

from the User Settings tab.

Manage Users - Edit End User

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

*Is 5 requirad field

* First Name: Adtran

IS 0 NP . S S NI
N W WU et N R W e VIV S NIV S e

Portal User ID and Domain: adiran.test@voip.centuryink com [ change userin| (Reset Password
Email email@domain.com
Time Zone: (GMT-05:00) (US) Eastern Time ~

Primary Device [ Edit Device
Phone Type: Adiran 902 Router
Device Template Hame: Adtran_Router_Standard
Device MAC Address 001501014A2C

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

E=

User Administration

Manage Device

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

Group: CENTURYLINK WAKE FOREST Device Type:  Adiran 908E Router  Maximum Number of Line Keys: 8
Device Name: ~ 5195698136PRIMARY_AdtranTAS08Router MAC Address:  00150101442C Number of Line Keys Used: 1
Line Keys Device Settings
Line Key

FXS Adtran Test 9195698136

1 No C

2 FXS + @
3 FXS +
4 FXS +
5 FXS +
6 FXS +
7 FXS +
8 FXS +

Reboot Device Back to Edit User

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.

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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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 partial search queries are OK. Wild card searches are not supy

that
includes =4

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 Mumber Search

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

Find Frsthame + T et
includes
First Hame Last Hame Phone

Test Wirtual 9185698137

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.

Action

[ select |

User Administration

Manage Device - Add Line Key

* Is & required field

= Phone Number: 9105698137 | [ searcn |
Line Label: 8137
® Message Waiting Indicator: Yes w 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.

User Administration

Manage Device

< ction completed successTuly.

! Please Note: A reboot 0f the device is required for updates to be visible. Reboot also initiates a rebuid.

Group: CENTURYLINK WAKE FOREST
Device Name:  9195698136PRIMARY _AdiranTAS02Router

Device Type:  Adtran 902 Router

MAC Address:  001501014A2C Number of Line Keys Used:

Line Keys Device Seftings

Line Key

Message Waiting Indicator

R
1

FXS Adtran Test 9195598138 o

2 FXS

w

FXS Test Virtual 9195698137 Yes

FXS
FXS
FXS

FXS

@ o~ @ o a

FXS

Reboot Device Back to Edit User

Maximum Number of Line Keys:

8

% 3
-

+ o+ o+ o+ +

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

mouse.
24. 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

& Acton completea successtuiy.

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

Group: CENTURYLINK WAKE FOREST
Device Hame:  9195633138PRIMARY _AdtranTA908Router

Device Type: Adtran 902E Router
MAC Address:  00150101442C

Maximum Number of Line Keys: 8
Number of Line Keys Used: 2
Line Keys Device Seftings

Line Key

Phone Number

Message Waiting Indicator

1

FXS Adtran Test 9195698135 No

2 —_
L 3 FXS Test Wirtual 9195698137 Yes
4 FXS

5 FXS

6 FXS

7 FXS

8 FXS

Reboot Device Back to Edit User

R

+ o+ o+ o+

i
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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

3
]

Basic

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

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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7. Click the Device radio button to expose additional fields, required to program the DP750 base unit.

‘J;WJ“\MMWM Wh\'ﬂﬂ/\.,

Primary Device

Device or Trunk Group: © pevice © Trunk @ Hone h

Voice Mail Box Number: 6123958886

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

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

Confirm Voice Mail Pin:

Escape To Operator Group: - select - -

m Activate User and Continue [Nl

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.

MMMWWJW‘WMMW
Device or Trunk Group: ® Device © Trunk © None
* Vendor: GrandStream -
* Phone Type: GrandStreamDP750 -
* Device Template Name: GrandStream_DECT Standard =
Device MAC Address: 000882905823 WAC Address Example: 001201014A2C
Description:
® gg:s;ms End User the Primary User of this
Voice Mail Box Number: 6123958388
I 410 15 numeric characters only. If the Voice Mai PIN s not
entered, a Voice Mall Box will not be created for the End User.
Confirm Voice Mail Pin: h
Escape To Operator Group: - Select - -
] =
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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: ‘GrandStreamDP750  Maximum Number of Line Keys: 10
Device Name: R MAC Address: Humber of Line Keys Used: 1

Line Keys Device Settings

Line Key

1 e

DECT Rebecca DP750 6123853886 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)

* Is a required field

Available Users.

Test, Park (£122958895)
Test. Standard (2063421587)
Testing, Senate (6122958885)
Virtusl, Bedky (6123952387)

Selected Users

»

Basic, Rebecos (3185827081)

VVX300, Rebecca (8123958883)
VX400, Rebecca (512385658582)
VVXE500, Rebecca (T028027033)

Virtusl2, Bedy (TOZ8027864)
VVX500_D60, Rebecca (T028027032) 9

Masim Earran (2088132408

Drag and Drop

®  RingDesign Linear =
@  Handset1 MNone -
®  Handset2 MNone -
®  Handset3 More 4
@  Handsetd. MNone  +
®  Handsets More 4

(=)
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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.

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

Group: CENTURYLINK LAS VEGAS NV (a-408) Device Type: GrandStreamDF7E0  Maximum Number of Line Keys: 10
Device Name: ©123258886PRIMARY_GrandStreamDF750 MAC Address: 000B32905822 Humber of Line Keys Used: 5
Line Keys Device Settings
Line Key
DECT Rebecca PT50 8123558886 Circular None None None None None
2 DECT Rebecca Basic 3185827091 Linear None None None None None (3 i
3 DECT Rebecca VX200 68123958883 Circular Mone MNene MNone Nene Mene ("4 'i'
4 DECT Rebecca VX400 8123858882 Circular Mone MNone None None Mone 53 i
5 DECT Rebecca VVX500 7028027033 Circular MNone None None None MNone (4 i

! Line Key(s}

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 device is required for updstes to be visible. Reboot slso initistes a rebuild

Group: CENTURYLINK LAS VEGAS NV {3-408) Device Type:  GrandStresmDPTS0  Maximum Number of Line Keys: 10
Device Name: G123558886PRIMARY_GrandStresmDFT50 MAC Address: 000B823D5823 Humber of Line Keys Used: 5
Line Keys Device Settings
Line Key

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

DECT Rebeccs 6123358838 Circular LINE1 LINEZ None None None
2 DECT Rebecca Basic 3185827091 Linesr LINE2 LINE1 None None None = W
3 DECT Rebeccs VX300 6123358883 Circular None None None None None [CH |
4 DECT Rebecca VV400 6123358882 Circular None None None None None =W
5 DECT Rebeccs VX500 7028027032 Circular None None None None None =W

Add Line Keyls]
Reboot Device Back to Edit User
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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 also initiates a rebuild

Group: CENTURYLINK LAS VEGAS NV (a-408) Device Type: GrandStresmDP750  Maximum Number of Line Keys: 10
Device Name: 6123358886PRIMARY_GrandStreamDPT50 WAC Address: 000B£2505822 Number of Line Keys Used. 5
Line Keys Device Settings
Line Key

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

DECT Rebecca DP750 8123358886 HS1 Only LINE1 LINE2 None None None 4
2 DECT Rebecca Basic 3185827091 Parsllel LINEZ LINE1 None None None "4 i'
3 DECT Rebecca VX300 6123858883 Shared None None None None None 54 i
4 DECT Rebecca VX400 8123358882 Linesr None None None None None s i
DECT Rebecca VX500 7028027033 Circular None None None None None "4 i

Reboot Device Back to Edit User

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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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 initiates a rebuild.

Group: CENTURYLINK LAS VEGAS NV (3-208) Device Type:  GrandStreamDF750 Maximum Number of Line Keys: 10
Device Name: 5123958888PRIMARY_GrandStreamDP750 MAC Address: 000882205822 Humber of Line Keys Used: 5

Line Keys Device Seftings

(@ Call Waiting Parallel Mode: © Yes @ No
(%) Enable WAN Web GUI: (0) Yes @ No
(3) Handsst Hunting Ring Timer. 20 -

@ Time Server:

Reboot Device Back to Edit User

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
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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.

User Administration

Manage Users

PwnE

This application may be used to manage users for your Enterprise. Create New User
Select a Group: QcLoC - h
Search End Users
Full or partial search queries are OK. Wild card searches are not supparted
Find -Select- | thatinciudes [ ctear | h
st Srese fctions

5072089222 8223 Premium QCLoC

I

VMRPRE VMRTest23

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

* 5.3 required fiekd.

* First Hame:

* Last Name

* Group:

* Seat:

Hosted VolP Number:

Extension

Title:

Mobile:

Pager

Custom User Template

Jane

Doe
SITE1L2
Fremium (14)
- Select -
7023171044

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 Name: John
* Last Name: Doe
* Group: CENTURYLINK LAS VEGAS NV (a- ~
* Seat: Premium (7) -
Custom User Template: - Select - - \ Apply Template :|
@ *Hosted VoIP Number: 6128296452 (CENTURYLINK LASY
@ *Extension: 6452
Title:
Mobile:
Pager:
Allow Custom Caller ID: @ Yes @ Mo h
@ Enable Directory Privacy: ]
@ Secure SIP: O inventory: 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.

«N‘“’MAHWMW'\
Pager:
Allow Custom Caller ID: @ Yes @ Mo h

Please Note: By turning this feature on, you are agreeing to send a valid telephone number that you own as a Calling 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 b
® Enable Directory Privacy: B
® Secure SIP: O inventory:
Portal User ID and Domain: jane.doe6455@centurylink.com RasatPassworij
Email: rebecca.athmann@centurylink.com
Time Zone: (GMT-08:00) (US) Pacific Time -

W s, | e
v sy B IR N S
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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 ]

mmmwmmmmmmllaﬂdm nc=e Iraada'lgad.{rmaam.muserwlll rezshe 2 welcome amall
WiEn Sl mew wsar 10 Moker The first Bime e user logs In, Ty will b2 required o reset el passward.

Portal User ID and Domain: jane.dos @ portzis.com

Updzts Emall: emaikE@domain.com

|

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
User Ssttings Fezture Agsigment : voloz Anemate Numers
* 15 3 reguired fizkd
* First Nams: Jane
* Last Nams Doz
* Group: sTE2OC
« seat: Fremum(1® o
Custom User Template: “Select- o | Appiy Tempiats
Hosted VoIP Numibsr: 02122855
Extansion: F)
Tithe:
Moble:
Pagar
Aow Custom Caler ID: (SRR
D Enabie Dirsctory Privacy: =
Portal User ID and Domain: |B"2 00225 @SSRS oo | Changs User ID | Rasst Password |
Emai: emai@domsin.com|
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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.

FieseSing The wer pamswond willl =flect Shelr aibllEy o log Inda e porial, soft dlents, Reospilonisd
Conmole, argd ofher features fhat require & usemame ard pesswordl. Onos resed, fhe wmer will reosie an
el nofidng Fhem of e new pesswond.

* New Password: B0_rvamd | Gensrats Password

- (=2 o -
Conflirm Passwaond: B3_qvs=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.

| Rasst Password

Fiesetting B usar pesswond will efiact melr anliRy b log Ino e portal, sof cllents, Receptionts! Consale, and
el features Tt requlreausemaupaaamrd.mr&ﬂmmerwlll mmmmllmﬂﬂmmm
2 New pEsswand.

Passwaond must be Defween § and 40 characiers. R mast conslst of minkmam of 1 upper c3se charadier,

1 lower c38, 1 number and 1 spectal Charatter [ [ )IEEENAR -+~ (]| Fe= ). You cannot reuse 3
pmwm.mmwmmmham.mmrID-:-rl’le*.u‘c-PPquMrmer.

- 16

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 cusxumhﬂﬁwfwﬁ%?ﬁﬂww%f

© Enable Directory Privacy: |}

Portal User ID and Domain: jane. doe2855@soum0526.com Change User ID | |Reset Password

Email: email@domain com

(GMT-08:00) (US) Pacffic Time

. -

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

e VA o W U N N WP NN
f Allow C=ion Cara \,.,_r'—d“r'es .@'G‘W et
Enable Directory Privacy: =
Portal User ID and Domain; jane.doe2021@voip.centurylink.com Change User 1D | | Reset Password
Email: jane doe@domain.com|
Time Zone: {GMT-07:00) {US) Mourtai »
Primary Device Edit Device | | Manage Device |
Phone Type: Polycom VVX 500
Device Template Name: FolyFremium_2
Device MAC Address: 001201014D2A
Y Make t d r the P
-
qu

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 inttiates a rebuild.

Group: LAS VEGAS NV (a-406) Device Type: Polycom VWX 50X Maximum Humber of Line Keys: 1z
Device Name:  7028027033FRIMARY_PolyS00 MAC Address:  0004FZB428A1 Number of Line Keys Used:

Line Keys Advanced Device Settings

Line Key

Line | First | Last Phone Line | Display | Ring Line | Message | ro | synccan | SFMA | SyneDo oy po
Key | ¥P€ | Name | Name | Number | Label| Count | Type | Type | VMM | eoye | Forwara | Y™ Not | ponitoring |ACtOn
Indicator Rings | Disturb | "
Yes | Yes 3 Yes No ®

Standard

1-2  Bulton Jennifer Smith 7028027033 7033 2
Single

Private | Yes

Add Line Key(s)

Busy Lamp Field

Line Key Type First Name Last Hame

Manage Busy Lamp

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:
¢ 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 fiekd

Doe, Jane (6142102302 — olrag @rdh Brop

Display Count 1+

Ring Type: Silent ring -
Line Type: Shared -
Message Waiting Indicator: No « >
Track Calls: Yes
Syne Call Forward: No o

Synec Do Hot Disturb: No  w

Save Caneel \
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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

Manage Device
,f Action completed successfull.
! Please Note: A reboot of the device is required for updates to be visible. Reboot also infiates a rebuid.
Group: LAS VEGAS NV (3-406) Device Type: Polycom VWX 50X Maximum Humber of Line Keys: 12
Device Hame:  7028027033PRIMARY_PolyS00 MAC Address:  0004F2B428A1 Humber of Line Keys Used: 4
Line Keys Advanced Device Settings
Line Key
Line | First | Last | Phone | Line | Display| Ring | Line | MeS538° | ooy | eypccan | SFHA | SymcDo | ooy
Key | P | name |name | mumber |Lavei| Count | Type | Type | WATNO | caue | rorwara | SYMC | MO | yonitoring | Action
ey € e ype YPE | |ndicator Rings | Disturb | ™ '3
Standard ]
1.2 Button Jennifer Smih 7028027033 7033 2 Sige | Priate  Yes Yes  Yes 3 Yes Ho e
3 Buffon Judy  Smith 6123958807 8857 1 Sientring Shared No Yes Mo 3 No Ho w ié_
4 Butn Jane  Smith 6123878366 9366 1 Sientring Shared No Yes Mo 3 No Ho g(
Add Line Key(s)
PSRRI s Ve NV 4 A WL N

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

o Action completed successfull.

! 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: FolycomVVX 50X Maximum Humber of Line Keys: 12
Device Name:  7028027033PRIMARY_PolyS00 MAC Address:  0004F2B428A1 Number of Line Keys Used: 4
Line Keys Advanced Device Seftings
Line Key
. _ . . | Message CFNA | SyncDo
e | || | e | e | e | N |k e S| |t |
= < < YPe | WP | indicator Rings | Disturb | " I
Standard
1-2 Button Jenmifer Smth | 7028027033 7033 2 e Pvete | es Ve Yes 3 Yes No i
3 Buttn Judy  Smth 6123958397 8897 1 ring Shared No Yes Mo 3 to tio [C8 ]

4 Button | Jane Smith 6123979386 9365 &nng Shared  No Yes No 3 No No ‘I
Add Line Key(s)

L T T T o e T T T I T e e TN TN o N

e e e o N fwmw

Secure SIP

Enable Disable

Reboot Device Back to Edit User

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 49 of 254



LUMeN

51. To delete an SCA, click on the Trash Can icon next to the line you wish to delete.

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

Are you sure you wantte delsts?

Cancel

Group: LAS VEGAS NV (a-406) Device Type: PolycomVVX 50X Maximum Number of Line Keys:
Device Name:  7028027033PRIMARY_Poly500 MAC Address:  0004F2B42841 Humber of Line Keys Used:
Line Keys Advanced Device Settings.
Line Key
: o - - e . CFNA
Line | .| First | Last | Phon Line | Display | Ring | Line Track | Sync Call | ¢/ 1%
Key | "P® | Hame | Hame | Humber | Label | Count | Type | Type Calls | Forward RI‘;Q‘S
1-2 Button lennifer Smih | 7028027033 7033 2 ;‘:;I‘:a’d Private | Yes Yes  Yes 3
3 Button Judy Smith 6123858897 8897 1 Silentring Shared MNo Yes No 3
4 Button Jane Smith | 6123979366 9366 1 Silentring Shared MNo Yes No 3
Add Line Key(s)
a/"‘wm

Ww_\vj—”\_\/—h/\.w
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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.

Group: LAS VEGAS NV (2-406) Device Type: Polycom VX 50X Maximum Humber of Line Keys: 2

Device Name:  7023027033PRIMARY_PolyS00 MAC Address:  0004F28428A1 Number of Line Keys Used: 4
Line Keys Advanced Device Settings

Line Key
Line | oo | First | Last | Phone | Line | Display | Ring | Line ":,\“'r::‘:g; Track | Sync Call g;:: Sy;z‘n" Call Park
Key Name | Hame | Number | Label | Count | Type | Type | SO | Calls | Forward | Y1 | O | Monitoring
1-2 | Bufton Jennfer Smth 7028027033 7033 2 2::;::3"1 Private  ves Yes  ves 3 ves No
3 Bution Judy  Smith 6123953387 2897 1 Sientring Shared  No Yes  No 3 No No
4 Bufion Jane  Smih 6123979386 9385 1 Sientring Shared  No Yes Mo 3 No No
Add Line Key(s)

b m

Wwv’ww

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

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

Group: LAS VEGAS NV (a-408)

Device Type: Palycam VX 50X Maximum Number of Line Keys. 1z
Device Name:  702Z80Z7032FRIMARY_FalyS00 MAC Address:  0004FZB428A1 Number of Line Heys Used.
Line Keys Advanced Device Settings
Line Key
Line First | Last | Phone Display | Ring Line |Message| 5., | Syc | CFNA |SyncDo| ooy pop .
ey | ™ | Name |Name| Humber L=l Count | T T Waiting | 0y, = e Not | wponitoring | Aoon
< = = YP® | ndicator | Forward | Rings | Disturb =
1-2 Button Jennifer Smith 7028027033 7033 2 zﬁ;‘:"’ Private  Yes Yes Yes 2 Yes to B

s wen ey S suzesso W

4 Butten Jane  Smith ©128879368 5368 1 Silent

ring
Add Line Key(s)

Shared | No Yes N 3 Mo No [ i'

B e R 2 W A W o st SN

[~
Secure SIP

Ensble 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.

™ SN, e
ﬁm/g@ 208 —-%’:{hh - fl_:;\\-—'na“"_"*""nl{ © 8

& Butten Jehn Dos 6142103306 3308 | 1 Silentring | Shered Mo Yes No No [C8 ]

Busy Lamp Field

Line Key Type First Name Last Name

Manage Busy Lamp

Reboot Device Back to Edit User

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.

User Administration

Manage Device - Manage Busy Lamp

(3 Default Line Key Action [Normal  [~]

@ Call Appearance: @ Yes O No

@ Remote Caller ID: @ ves O No

@ Ringer Type Silent ring [~]

Search End Users

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

Find |- Select- [~]thatincludes [ search || Clear | h
Available Users Assigned Users
650 Exp,Demo(demo650exp) 1 Smith, John(johnsmith)
450,Demo(demo450) = VWX500,Demol{demovvx500) 1
WVX600,Demo(demovvx&00) - i
Conf Demo(democonf)
Demo,Brian(briandemo) E - -
Bailey Miranda(mirandabailey) = +
Avery Jackson(jacksonave!
Grey,Lexie{lexiegrey) —.9 Drag and Drop

-
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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

F Adion complsted successtully.

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

Group: LAS VEGAS NV (2-408) Device Type:  Folycom VVX 50X Maximum Number of Line Keys: 12
Device Name:  7028027033PRIMARY_PolyS00 MAC Address:  0004F2B428A1 Number of Line Keys Used: 3
Line Keys Advanced Device Settings
Line Key
c
Line First | Last Phone Line | Display | Ring e || = | = FNA | Syne | o b
Key | "P% | Hame |Mame | Number |Label | Count | T ¥ Wating | ooy | Cal | Sme | Dollof g | ACTOR
¥ = ype YPE | indicator | © Forward | Rings | Disturb '
1-2 Button Jennifer Smith 7028027032 7023 2 2:;?:“‘ Private | Yes Yes  Yes 2 Yes No 3
3 Butten Judy Smith ©123958897 8897 1 fi'::"( Shared No Yer  No 3 Ne No [l |
Add Line Key(s)
Busy Lamp Field
Line Key Type First Hame Last Hame
4 BLF Judy Smith
5 ‘ BLF | Ji | Smith |
- N N
2.3 “Buttdh dnria 143 4300 -~ ilent rinf—"Shared | No Yes fic ® 8
4 Button John ~ Doe 6142103306 3306 1 Silentring | Shared | Mo Yes Mo No ®§
Add Line Key(s)
Busy Lamp Field
Line Key Type First Name LastName
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

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

Group: LAS VEGAS NV {2-408) Device Type: Polycom VWX 50X Maximum Number of Line Keys: 12
Device Name:  7028027033PRIMARY_Poly500 WAC Address:  0004F2B428A1 Humber of Line Keys Used: 3
Line Keys Advanced Device Settings
evica rempiae =

Cn\umn Examples
Column Examples.

@son | @ @ShowOn | @ShowOn | @ Show Before
Enahle BAction Mt s @abel dle Active Default Keys

I — EamiCEE (coarsoner
2 T — mJ® O O o sonrer

78. To add a new soft key, click the Enable check box to activate an option.
79. Click the dropdown list to display available options, select an option such as Park.
80. 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. Select when you want that key available to the user, i.e., when the phone is idle or while on an
active call.
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 fo be visible. Reboot also initiates a rebuild

Group. LAS VEGAS NV (a-408) Device ype:  Folycom VWX 50X Maximum Number of Line Keys: 12
Device Hame:  7028027033FRIMARY_Foly500 MAC Address:  D004FZB428A1 Number of Line Keys Used: )
Line Keys Advanced Device Settings
Deviae Templae: (&)

[ column Examples

@Show On | @Show On & Show Before e
Idle Active Default Keys eHan

@Soft [-]
Key  Enable

@Custom Action

Callers ~ ‘Callers

@Action

&

&

Kl

Pul v [pul

|
\
Revee |
\
\
:

&S]

Ooaog

4
éDDDDD

&

&

]

o veal
L
Ry e A=

]

OO

O

O

DND

Forvard

Page

Fickup

PTT

Return

Vmail

‘Custom

BlockID

Eacfer

Cir

™ Dir Call Pick wifBarge
Diracted Call Fickup
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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.

B Y B W N W NI SV

Line Keys Advanced Device Settings

Device Tmpiate: [Sc— ][ o)

[ Column Examples |

@Soft ) i — . @ Show On | @Show On 3 Show Before )
i e 12 feen
1

o o ((Ciear son ey

2 0 (Ciear sonkey |
2 0 ] [(clear so ey |
s T —— fowral | O O [ Clear sof ey |
| 5 park v O O [mq
7 |: Clear Soft Key |

: (ciar son ke
: (ctea soer]

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 Mote: A reboat of the device is required for updates to be visible. Reboot also initiztes a rebuild. ‘

-
_a YDM Soft Key Column Examples -- Webpage Dialeg l £ J rof Line Keys: &
- Keys Used: 5
|@ https://voipcsr.qwest.com/oneflex/PA_HVDSUserAdmin/CelumnExamplesD E|
-~
|Actions
Transfers a held call directly to a wvoice mailbox. The call can
be transferred to the user's woice mailbox or to any other voice L )
Te Wmail mailbox in the group. The Woice Messaging service or the = [ Column Examples;(
Third Party Weice Mail Support service must be assigned to
tthe user's group.
Directed Call |Allows the user to pick up a call for another user in the same
Pickup \group,
Dir Call Pick \&llows the user to barge into another call in the same group, —————————
w/Barge O | Clear Soft Key |
AdminMenu  |Opens the administration menu on the phone, P —
(Clear Soft Ki
BT Provides an intercem-like functionality where the user can call = |u|
another party and be instantly connected. ] |ml
BlockID Blocks outbound caller ID on a per-call basis, must be pressed —
prior to dialing each call, & [ 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 only be = | Clear Soft Key |
parked on extensions with the Call Park service assigned.
Retrisve Retrieves a call that was previously parked. | Clear Soft Key |
\&nswers the ringing phone within an assigned call pickup
roun_ Tfmors than ane nhone iz rinmine Call Diclin i ( Clear Soft Key |
B O [ setect- = I 7] [7] B |[Clear SoftKey |
9 ] |[-seeet- =1 | [Clear SoftKey |
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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.

Manage Device

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

Group: LAS VEGAS NV (3-408) Device Type: Polycom VWX 50X Maximum Number of Line Keys:
Device Name:  T028027032FRIMARY_Poly500 MAC Address:  0004F2B428A1 Number of Line Keys Used:

wM

Line Keys Advanced Device Settings

Device empiate: =)

@soft @Show On | @ShowOn | @
Emb‘z @Action @Custom Action @Label = i

[ column Examples |

= s | &2

2 i & 0

3 o

. Towral | O
O [ 1O ]

ﬁwvmﬂmvvmwuwm
/\,m._/w-\m K\f‘\»-\,-mA'\—«—‘f“"J M e T i T IO

D 1= [Ciear softkey |
Reboot Device Back to Edit User

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.

100.

101.

102.

103.

104.

105.

106.

107.
108.

109.

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 (2-408) Device Type: Polycom VX 50X Maximum Humber of Line Keys: 12
Device Name:  7028027033FRIMARY_Foly500 MAC Address:  0004F2B428A1 Humber of Line Keys Used: 2

Line Keys Advanced Device Seftings

(%) BLF - Call Appearancs: @ ves (O Ne
(3 BLF - Remote Caller ID: @ ves (O Ne
@ BLF-Ringer: Silent ring w

@ Browser Home Page

|

@ Call Hald Timer:

@
a
4

~"

@ Call Recording Integration:{VVX only} QO Yes @Ne

@ Call Waiting Tone:

o

eep ~
(3 Caller Number First: () ves (@) Ne

@ Calls per Key

@ Conference Type:

y,

BlG
=
g
2
o e &

(® Contact Center: Disabled

o NS NS TN e e N S

Contact Center allows you to enable call center stats and agent login integration; agent login
integration is only available on Contact Center Standard seats.

¢ 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
Day Light Savings Time Enable enables the Day Light Savings Time setting on the phone.
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.
Directory-Corporate (LDAP) — enables Corporate Directory search using LDAP, must configured
LDAP settings for this option.
Directory-Enterprise (VVX only) — as new directory option that searches within the Enterprise
Directory.
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).
Director-Personal (VVX only) — enables new directory option, that searches entries added and
modified by the user.
Echo Cancelation controls the built-in echo cancelation function.
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.
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. Enable Stutter Dial Tone turns on an audible alert when the user has a voicemail message.

111. 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.

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

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

mwwm-amm_@&f\f—ymw

® Contact Center 1
3 Day Light Savings Time Ensble @® ves (OiNe
) Default Softkeys:
(3 Directory-Corporate: (LDAF) (D) ves @ Ne
(3) Directory-Enterprise: (VWX Only) (O Yes (@ No
@ Directory-Group:(VVX Only} () Yes (@ Mo
(3 Directory-Personsl: (VX Only) (O Yes (@ No
@ Echo Cancelstion @ Ves (O o >
@ Enable Inbound Call Popup: ® ves (OiNo
@ Enable Polycom Web GUI ) Yes (@ o
(1) Enable Stutter Disl Tone: (D) ves @ No
) End of Dial Timer
(3) Exchsnge Calendsr Ensble: (D) ves @ No
) Exchange Server UAL: l:|
D N e Y NS e

114. 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.

115. 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.

116. 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. 0 is the default setting, select from +3 to -12 from the dropdown list.

117. 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.

118. 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.

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

120. Hot Dial automatically dials the predefined number when the phone goes off hook.
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121. 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.

122. 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.

123. Select Yes from the Multicast Paging Initiate dropdown list to designate this device as a
multicast pager.

124. 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.

125. 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.

126. 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.

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

MMMW“W‘MW‘\I\WMW
(3) Flexible Expsnsion Module Keys: Disabled - \
) HandSet Badiground Noise Redudtion:{VVX enly) None -

) HandSet SideTone: (VVX only) i -

) HeadSet Badiground Noise Redudtion:{VVX enly) None -

) HeadSet SideTone: (VVX only) i -

) Hot Dial Enable: 0 Yes @ Ne

) Hot Dial >
) Hoteling Integration 0 Yes (@ Mo

) Line Numbering (VWX only) @ Yes @ No

@) Multicast Paging Initiate: No -
(3 Multicast Paging Zone: Disabled -

() Swreen Capturer(Requires Polycom Web Gui be enabled) @ Yes ([0 Ne

(%) Spoofed Call Blosing QYes @No J

RV Y NINUEAY s N e NP A
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127. Use internal SNTP time service for the Timer Server setting.
128. 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

129. Video Enable turns on the Polycom Video Codec H264 for use with video enabled phones.

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

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

o B, o TN TN i P i, i A T N

@ Time Server: pool.ntp.org
(@ Transfer Type:(VVX only) ) Blind (@ Consultative
@ Video Enable: O Yes @ Ne
) Video Quality: Polycom HD 1024kbs «
Save Cancel
s ot e

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

134. Click the Reboot Device button to reboot the phone and apply all setting changes.
135. A Reboot Device button is available on all three settings tabs and can be rebooted at any time.
o 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

< Action completed sucoessully.

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

Group: LAS VEGAS NV (8-408) Device Type: Polycom VWX 50X Maximum Number of Line Keys: 12
Device Name:  7028027033FRIMARY_Foly500 MAC Address:  0004F28428A1 Number of Line Keys Used:
Line Keys Advanced Device Settings
Line Key

c
Line First | Last Phone | Line | Display | Ring Line | Message | o | Sy TNA | SINC | oo park
Key | "™ | Mame |Name| MHumber |Label| Count | & T Waiting | g | Ca | Syne | DoMot | g | AcROn
Y = vpe YPe | |ndicator | - Forward | Rings | Disturb =
Yes | Yes z Yes No ]

Standard

1-2 Button Jennifer  Smith 7028027033 7033 2 .
Single

Frivate Yes

M’\wwﬂjmfww\ﬂwwﬂ
i ‘MWMJA\VW\.M"\H_“ J‘—\*’\/‘L i

Manage Busy Lamp

Securs SIP

Enable Disable

Reboot Device 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 ITrunkAdmimslralmn Manage Sewvices  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

Manige Users

This application may be used fo mansge 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|
aot 0o @m
68, Cisco 6123958875 8BTS Premium LAS VEGAS NV (a-406) e @ ]
78xx Cisco 6123958879 8879 Premium LAS VEGAS NV (a-408) (4 @
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.

© N

| User Administration

Manage Users - Copy User
*Is & required field.
Copy From: 68xx, Cisco (6123958575)
Group: LAS VEGAS NV (a-408)
Seat: Premium
® * Hosted VoIP Number: - [m] >
* Portal User ID and Domain: [ | @ [centuryink.com <]
* send Welcome Email J
Primary Device
Vendor: Cisco IP Phone
N NI N T I L N SN N W

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

™ B N NI e WP

Primary Device

Vendor: Cisco P Phone

Device Type: CiscolPPhons

Phone Type: Cisco-HPP-63S1 3
Device Template Hame: CiscoStandard

Phone MAC Address: [ ] mAc Adtress Example: 001201014A2C

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

Voice Mail Box Number:

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

® \Voice Mail Pin: l:l entered, a Voice Mail Box willnot be created for the End User. F
: : additional Voice Mail FIN rules, hover over the question mark on
the left.

Confirm Voice Mail Pin:

Activate User [ cancel |
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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 |TrunkAdminisIratinn Manage Services  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 Seftings  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 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 or partial search queries are OK. Wild card searches are not supported.

Find that includes 2063421507 [ Clear |

T T S N
UserCopy 2063421597 1597 Premium LAS VEGAS NV (a-408) 'gi

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 Settings Feature Assignment Feature Settngs ioice Mail Settings Alternate Numbers

Device Name Phone MAC Address Belongs To Action
L e T TN S T e TN e T e Y
TNl T N TN TN e P N NN

| ‘Outbound Dial Restrictions ‘

\

Enable Block of Calls Within The Group

Enable Block On All 011+ International Calls.

Enable Block On Everything Except Operator Assistance, 8XX, and 911

Enable 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 XX, 711,911

Enable Block on Everything But VeIP On-Net, Local, 8XX, 711, 911

®@ O 00000000
Y

@ & @ @ & @ o e | e e

Enable Block on Nething. All Calls Accepted

Save | =0t
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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 Settings. Feature Assignment Feature Settings Vioice Mail Settings Alternate Numbers

Voice Mail Box Humber: 2063421587 (‘Delete Voice Mail | [ ResetPin |
MMWWWWWMWWW%
R G i S T i ey,

@ Auto Play: O on @ o
Voice Mail Forwarding:

Forward to Email Addresses (comma emailfdomain
separated, Limted to 5 Email Addresses):

Assign Voice Mail Transcription: O ves @ o

oice Mall Transcription:
| 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 Seftings Voice Mail Settings Alternate Numbers

=15 & required field

T N I N A
i T N TN (GMT-08:00) (US) Paciic Thoe” ~ ™

Primary Device [ EditDevice | [ Manage Device |

Phone Type: Cisco-MPP-6851
Device Template Name: CiscoStandard
Device MAC Address: 001201014D2C

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

["Cancel |
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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 inttiates a rebuid.

Group: LAS VEGAS NV (a-408) Device Type: Cisco-MPP-5351  Maximum Number of Line Keys: 4
Device Hame:  PRIMARY_a-406_1587769204787Cisco-5851 MAC Address:  001201014D2C Number of Line Keys Used: 1
Line Key
T e e e e e e e e e
1 Button  Copy User 2063421597 1587 Sunrise Private es es Yes (4

Add Line Key(s)

Busy Lamp Field

Line Key Type First Name Last Name

Manage Busy Lamp

Reboot Device Back to Edit User
2 cng
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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.

1. Click User Administration from the main menu.
2. Click Customize User Templates from the sub menu
3. 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.

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 Muttiple 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

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 66 of 254



LUMeN

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 required fiskd

* Mew Template Name: Prem - No Call Fwd

* Based on Seat Type, Premium -

¥o forwarding cprioms aze provided for
these =eats

Template Desaiption:

Features Assign Features As:ign\
} 0 Call Rejection %) Automalic Callbadk
5) Automatic Hold/Retrisve 5) Barge-in Exempt
5 Anywhers 5 Busy Lamp Field
% Call Forwarding Always %) Call Forwarding Busy
5 Call Forwarding No Answer 5 Call Forwarding Not Reachable
5 Call Forwarding Selective 5 Call Notify
% Call Return 5 Call Transfer
I T o e g e WA e U JE
%) Last Number Redis| 5) Music On Held User
&) N-Way Call if NWay is Yes, then Three-Way Call is nof svailable 5) Outlook Integrstion
&) Priority Alert 5 Privacy
) Push to Talk 3) Remote Office
&) Selective Call Acceptance 3) Selective Call Rejection
5) Sequential Ring 5) Simultanesus Ring Personal
%) Speed Dial 100 5) Speed Dial 8
) Three-Way Call

O
.

Dialing Restrictions Enable
@ Ensble Block of Calls Within The Group ]
@) Enable Blog On All 011+ Intemstional Calls @ ) Ensble Block On All 011+, Canads, and Canibean

. Ensble Block On Everything Except Operstor Assistance, 8XX, and
amn

@ Enable Blodk on Directory Assistance (3] @ Enable Block Everything Except 83X, 711, 811

i) Enstle Block On All 011+ Internaticnal Calls and Dirsctery Assistance ()

@ Enable Blodk Cn All 011+ International Calls Except Mexico (@] @ Enable Blodk on Everything But VoIF On-Net, Local, 8XXX, 711, 911

7l Enable Black on Nothing. All Calls Accepted
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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 sucosssfully.

Customize User Template

This spplication may be Used to create custom templates, for groups of users, to be used st end user crestion based off existing sest types.

P P e T 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 Profile  Help
.

Manage Users Customize User Templatﬁl Bulk Load Users I Maodify Multiple End User Features  Modify Multiple User Caller 1D

Tenant ID: 349170  Default Group: L2 LOC (R ERIEETTNY
User Administration

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

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

2. Select the file : Mo file selected.

BN Validate and Process h

Transactional History within the last 90 Days Download Existing Users

Mo records found

fs
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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.

© ®

o BulkLoad S vaidanect. 351970_351970_20150924_1432.ud8 passad &l fermal e <

Dincas (e Bl kod has complated, (he foliowing smal pddreasias) will be sant & nolfication. You can adi the defaul addnes andior ard
addisana pddresses by using & common sepamior,

ncil cartunylink, nom <

* Modtfication Email Addresaies):

B

D | ==

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 .xlIs file within this notification.
13. Correct all errors and upload the corrected spreadsheet.

o The terman gevom Esiod bakow wers tound in s 0

{Nole: I you are nol slready wusing the 1o she flo, daing 5o s highly recommended becasse # can help prevent many formal erron
S YOU eNier your dats |

Werkshaat:
Imvald 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_20140906_1210.xls is in progress. A notification email will be sent when its
GLuQU can press the refrech Bution bBelow o visw the roolte

Perform a Bulk Load

—
1. Download the Bulk Load 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 Refresh
Date/Time File Name Count Report I

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 : No file selected.
.

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

12/11/2014 03:04 PM CST 254704_254704_20141211_1503.xls 1

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

20. To download a report for all Existing Users, click the Download Existing Users button.

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.
LN Validate and Process

Transactional History within the last 30 Days | Download Existing Users h;aﬂﬂ
geieiime FHefiame

12/11/2014 03:04 PM CST 254704_254704_20141211_1503.xls 1 201412 11@1504.xls

1125/2014 12:34 PM CST Download Existing Users 0

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.

B | Download Existing Users x

Once the download of existing users has completed, the following email address(es) will be
sent = notification. You can edit the default sddress and/or add sdditional addresses by using
& comma separated ist.

* Notification Email Address{es}: A fdommin. oom (

227

Date/Time

(VA A

)
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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 notificaticn email will ke 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

3. Select the file : Mo file selected.

LN Validate and Process

Transactional History within the last 90 Days Download Existing Users
Satefiime Fietiame
0 @

12/16/2014 11:28 AM CST Download Existing Users p—
12/11/2014 03:04 PM CST 254704_254704_20141211_1503.xls 1 2014-12-11@ 1504 x5
11/25/2014 12:24 PM CST Download Existing Users Q

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

3. Select the file : No file selected.

LN Validate and Process

Transactional History within the last 50 Days Download Existing Users
Date/Time File Name Report
2014-12-186@1129.xls

121672014 11:26 AM CST Download Existing Users 16 fr—
12/11/2014 02:04 PM CST 254704_254704_20141211_1503.xIs 1 2014-12-11@1504.xIs
11/26/2014 12:34 PM CST Download Existing Users 1]
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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.

% : ’ ¢ ’ ‘ !

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 entered beginning on Domain based on
fow 5. what's in your Hosted
Red tems are Required. Blue items are Optional VolP portal
Enter domain name
exactly as t appears
Valid Actions are: Create, Update, Delete WMinimum of & in your Hosted VolP | User's first Usel
1 characters. Portal name Users last name User's emai address (
=z
3 ACTION
[+ DACToR N Porial User D [Gomain [Firsi Hame __|Last Name [E-mail adoress Title
5 = sicat portals.com Basic admin Basic01@portals.com
6 Sub0A1 portas.com SubOA admin SubOA1@portals.com
7 admindevtest portals.com Admin Creation Devtest vguntak@qwest.com
8 john.doe portas.com John Doe rebecca.athmann@centurylink com
9 AdminETO portals.com Admin ETO AdminETO@portals.com
10 Analogvm portas.com Analog ETOVM Analogvmportals. com
" 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
Y

Manage Users Customize User Templates  Bulk Load Use!sl Modify Multiple End User Feature Assignment IMDdlfy Multiple End User Feature Settings

Bulk 811 Registration

Tenant ID: 257305  Default Group: SITE3 QX [N SO c R
User Administration

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

Select a Group: sITEzac - || et | h
Sest Type: iPremium - h

N N A i I O e
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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.

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

7. 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.

User Administration

Modify Multiple End User Feature Assignment
This application may be used to manage the festures and dialing restrictions sssigned fo a group of users. Up fo 50 users can be modified af = time.

Select a Group: LAS VEGAS NV {a-408) - | [et]
Sent Ty

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 (6123958875)
T8xx, Cisco (6122858879)
880, Cisoo (8123958871)

Epps, Rendy (T028027030)
Hughes, Scott2 (7028027865)
julietest, ATA [2087578382)

Nshida Farhana (3212037210

— Drag and Drop

O, Julies (2087858013)

Features Assign Features Assign
& Anonymous Call Rejection @ Automatic Callback
& Automatic Hold/Retrieve @ Barge-in Exempt

QAN VA N Ty
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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.

~ ’_“"r’\"‘\,.._._f’“” TN T Ny
Nahida, Farhans (3212037210)
Om, Julie (2067858013)
Features ( Assign Features As:lgn
5 Anenymous Call Rejection @ Automatic Callback
@ Automatic Hold/Retrieve (3 Barge-in Exempt
@ Anywhere & Busy Lamp Field
@ =
@ Call Forwarding Always @ Call Forwarding Busy
@ Call Forwarding No Answer @ Call Forwarding Not Reachable
@ Call Forwarding Seledive @ Call Natify
@ Call Return > Call Transfer
%
@ Call Waiting @ Calling Line ID Delivery Blogking
(& Gustom Ringbadk User (3 Customer Originated Trace
3 Diredled Call Pidup (3 Directed Call Pidwp with Barge-in
@ Do Not Disturb (3 Extemal Calling Line ID Delivery
@ Hoteling Guest ) Hoteling Host
@ =
@ Intercept User (& Last Mumber Redial
@ Music On Held User @ N-Way Call
If Wy is Yes, then Three-Way Osll is not avaiable
& Outlock Integrsticn @ Prictity Alert
7
@ Privacy > Push to Talk
%
@ Remote Cffice & Selective Call Acceptance
& Seledtive Call Rejection 3 Sequential Ring
@ Simultanecus Ring Persons! (3 Speed Dial 100
3} Speed Dial 8 K & Thies-sy 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
@ Enable Block of Calls Within The Group O
G Enable Block On All 011+ International Calls @ (@ Ensble Blos On All 011+, Canada, snd Camibesn @) >
., Enable Block On Everything Except Operator Assistance, 80, -, Ensble Blogk On Al 011+ Intemations| Calls and Directory
“andsn QD pcitance o
@ Enable Block on Directory Assistance () @ Ensble Bleok Everything Except 8¢, 711, 811 O
&) Enable Block On All 011+ Intemnational Calls Except Mexics o) ® 9":1'1'5'"2 Blodk on Everything But VoIP On-Net, Local, 8XX. 711, @)
(3 Enable Blodk en Mathing. All Calls Acccepted O )
S
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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 nload USErs e Batur OV S ! T o

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 09:28 PM CST 253023_253023_Features_20151218_2127 xls. 1 2015-12-18@2128 XI5
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 ‘

- . —— , R
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6. All feature options for the seat type you selected are provided for editing.
Modify Multiple End User Feature Settings

Select a Group: SITE1L3 v | Get |

Seat Type: Premium

Edit Settings

Custom Caller ID

] on® on 3\

Shared Call Appearance

a on @ of

8o on @ of

Configuration of Multiple Call Arrangements.

0 on @ of

[ g on @ of

Bridge Warning Tone

B @ none
Barge-in only

Berge-in and repeat every 20 seconds J

Welcome Email

M@W&wﬁ—’w

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.

Click the Send Welcome Email check box.

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

© x

WMWWJ\JWW\

Bridge Waming Tone

| @ nene
Barge-in only
Barge-in and repeat every 20 seconds

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

Additional Features.

] ves @ no

End User Features

[ @ on @ o

T N & ¥ SV N Ot NP

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 76 of 254



LUMeN

i o, et W JAT VA o TN
‘ End User Features |

B e on @ on \

He on @ o

H & on @ o Automatically relrieve the call sfter seconds

B e on @ on Plsy Ring Reminder when a call is forwarded

B e on @ on

He on @ of Number of rings before forwarding |2

Oe on @ o

O e on @ on >

B e on @ on

e on @ on

Oe on @ o

A e on @ on Warning Tone: Off

B e on @ on Plsy Ring Reminder when s call is blogked

e on @ on

Oe on @ o J
IWMN“\“—-

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.

TN N SO S o N g p e
’A End User Features

H ¢ on @ of

0 e on @ of

A @ on @ o Automatically retrieve the call after seconds

[# ® Call Forwarding Always ) on @ o [E] Piay Ring Reminder when & call Is forwarded.

O

on @ of

WJ‘WWW.’*.

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

—— A\ N e e YT Y PPN L‘-"‘\A
End User Features >
B e on @ of
B e on @ or
F & on -2 ofF Automatically retrisve the call after seconds
D Call Forwarding Always O on @ of 2126551234 | [ Play Ring Reminder when & call is forwarded
on @)
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LUMeN

Forward to Email Addresses {comma
separated, Limited to § Email Addresses):

[ e on © of
a@ @ on ' on
[ @ @ on " on

Select End Users for application of changes

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

P — W S . Vs WV P eV
Voice Mail
] ~Select - ‘\
[ @ Standard
ae on @ of
o e on @ of
[ e on @ of
e on @ of
m e Forward & Delete

Find - Select - » thatincludes [ clear | )

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.

=

Select End Users for application of changes

Search End Users

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

Find - Select -

« | thatincludes [ clear |

Available End Users.

- novm, prem (3802122889)

Selected End Users

new, notifi (3602122860)

N user, augT (3802125518)
novm, third (3802125513}

Dos, Jsne [2802122855)
t5t, newvmus (2802122881)
ust, vmmsg (3602122850}

vm. sat (2602122802)

wm, third (3602125519)

an ) Drag and Drop

I User, 17jun {3802122870) I

\_\’JDFWMMMW\ = r,q,.f‘“‘"w\f“\.ﬂu\

on @ o Phone numbers populsted: 0
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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 fi VolP_Features_Bulkload_Templatexs
LN \Validate and Process

Download Existing Users ¢

Transactional History within the last 90 Days

01/15/201€ 10:39 PM CST Download Users for Features 16 2016-01-15@2240.xs
01/14/2016 04:01 PM CST Download Users for Features 15 2016-01-14@1602.xls
12/18/2015 09:29 PM CST 253023_253023_Features_20151218_2129.xls 1 2015-12-18@2129.xls
12118/2015 09:28 PM CST 253023_253023_Features_20151218_2127 xls 1 2015-12-18@2128 xls
12/18/2015 08:22 P CST 253023_253023_Features_20151218_2121.xs 1 2015-12-18@2122 xis
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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 Off 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.

Hosted VolP Administrator Portal A CenturvLink-
Bulk Upload Instruction Guide > Cenurykin

Bulk Upload

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

add and manage users/seals. Users/seals can be created, updated or deleted using the bulk upload tool.

IMPORTANT INSTRUCTIONS REGARDING THIS BULK UPLOAD TOOL:
* Column headings in RED are required fields for the Create action.
e 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 ths Update action.
Column Requirements are SPECIFIC and tASe, punctuation and white space sensitive.

Phone features

e

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: john.dos@company.com

C M Enter the genenc or customer's domain name, to the ipcenturylink.c

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 Setfings

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

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

T T S—
“ €«

Transactional History within the last 90 Days

2. Select the file:

Downlead Existing Users

(1[0 -] -]
datelime Fiis flame m

02/01/2016 08:54 PM CST Download Users for Features 7 2016-0201@2055.xls

02/01/2016 03:59 PM CST 253023 _253023_Festures_20180201_1552.xIs 1 20168-02-01@1559.xIs

02/01/2015 03:41 PM CST Download Users for Festures 17 2018-02-01@1542.xI5
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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

" Bulk Load file valideted, 252022 253023 _Festures_20180205_1019.xls passed all format validation cheds. h

Onee 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 & commen separator.

* Notification Email Address(es) [ T —— H

submit | R

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

J Please note: The Bulk Load of 252023_3630323_Festures_20160205_1019.xls is in progress. A notification email will be sent when its completed, or you é —
can press the refresh button below to view the results.

Bulk Upload Feature Settings

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

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

3. Select the file: Mo file selected

PN Validate and Process.
p—
Transactional History within the last 90 Days Download Existing Users e 6

w000 OBE B8

02/01/2016 08:54 PM CST Download Users for Features 17 2016-02-01@2055.xls

02/01/2016 03:58 PM CST 253023_253023_Features_20160201_1559.xis 1 2016-02-01@1559.11s
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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 & MM.\ A
route your 811 calls to the incomect 811 operato?Bhd provide ifebct information to the 911 operator If 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: 921 14th Street

City: Denver

State o -z [20202]

= | 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 811 calls to the incomect 91 rstor and provide incomect informSTion to the 311 operator. If you requast a permanent change for your 311 address to &

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

[ | cancer |
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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 supported
Find -Select- & thatincludes |:| L Clear |

Note: Up to 25 End Users may be selected

Search Results and End Users

Upgraded, Poly4 (p2086041435@scum0526.com) -

Upgrades, Poly5 (p2086041426@scum0526.com)

Upgrades, Poly8 (p2086041438 @soum0526.com) lesting, guestpin (pintesting@scrum052€.com}
Upgrades, Polyd (p2086041438@scum0526.com)
US, escape (escapelS@scum0526.com)

usr, mytest [mytestuss@soum0526.com)

usr, newbas [newbssusr@soum0526.com) @

usr, pinreset (pinresetusr@scrum0526.com) I ——9 Drag and Drop

A | cancer \ l Previous |

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

Weould you like to set this location as cument location now or schedule it for a
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: 521 14th 5t
Denver, CO 80202

\
Date: 08/31/2015
Time: Eonn a0 >
5:.00 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 Administration  Trunk Administration M ge Services Portal Administration  Inventory  Reports  Profie  Help
.

I Anywhere IAutDAﬂendant Call Park  Escape to Operator  Maximum Concurrent Calls  Musicon Hold  Paging  Froject Account Codes  Virtual Users F_ Sub Menu
Voice Mail Retrieval Number

Tenant ID: 2657391  Default Group: Change Group
Anywhere

This spplication may be used to manage Anywhers Numbers for your Enterprise.

Select a Group: SITE 2 @x -
Add Anywhere Number
e J——

Mo 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 TrunkAﬂministratiunI Manage Services IPunaIAdministratiun Inventory  Reports  Profie  Help

Group Services Inbound Calling Directories Group Settings Outbound Calling
Anyuhers Call Fickup Common Phone List Scheduiss Dial Plan Paiicy

Auto Attendant Contact Center ACD LDAP Settings Devics Management Group Caller ID

Call Farkc Hunt Groups Support Contsct Extansion Disling Folicy
Escaps to Oparater Instant Group Call

Maximum Concurrent Calls >
Music on Hold

Paging

Project Account Codes

Virtual Users

Voice Mail Retrieval Number J

Anywhere Name Anywhere Number Action

Mo 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.
o Yes —ifsetto Yes, you'll NOT be prompted to enter your destination digits, the line will
remain silent
¢ 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} z _
* Anywhere Name: 3153211413 \
* Calling Line ID First Name: 3193211413
* Csalling Line ID Last Mame: 3153211413
* Time Zone: (GMT-06:00) (US) Central Tme >
Prompt to Confirm Calling Location: () Always Frompt (@) Frompt If Not Aveilable  (7) Mewver Frompt
Silent Prompt Mode: ) Yes @ MNe
Can Be Used By: (@) Usersin Tenant (7)) Users in Group J
=
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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.

Anywhere
This application may be used to manage Anywhere Numbers for your Enterprise.

Action completed successfully.

Selecta Group:  QCSITE « [(Get |

Add Anywhere Humbser

et e

3183211412 3183211412 [ 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 I Trunk Adminigtration Manage Services  Portal Administration Inventory Reports  Profie  Help i
—

Manage Users |Customize User Templates  Bulk Load Users  Medify Multiple End User Feature Assignment  Modify Multiple End User Feature Settings

Bulk 911 Registration

Tenant I 257391  Default Group:  [Re =t SETaTS

User Administration

Manage Users Create New User

This application may be used to mansge users for your Enterprise

Select a Group: SITE1L3 -

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

Find -Select- | thatincludes | clear |
fetons
y

user, mwi 7023171034 | 1034 Premium SITE1L3

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 Administration

Manage Users - Edit End User

User Settings. Feature Assignment Voic Nall Settings. Alternate Numbers.

Shared Call Appearance

Alert all appearance for Click-to-Dial cals: © on @ o1

@ Allow Cal Retrieve from another location: ® on O off h

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.

e

o u

User Administration  Trunk Administration Manage Services Portal Administration Inventory  Reports  Profile  Help
.

AnywhEEI Auto Attendant ICaH Fark Escape to Operator Maximum Concument Calls  Musicon Hold Paging Froject Account Codes  Virtual Users

Voice Mail Retrieval Number

Tenant ID: 257331 Default Group:

Auto Attendant
This application may be used to manage Auto Attendants for your Enterprise.
Select a Group: SITE1 L2 | [ Get | b

Add Auto Attendant

Abtest 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.

Manage Services
Auto Attendant - Add List of Auto Attendants
* Group: SITE3L3
* Auto Attendant Name Minneapolis AA
* Phone Number: £142103295 (SITE 3 L3) -
* Time Zone (GMT-06:00) (US) Central Tme
* Auto Attendant PIN: 123456
* Confirm Auto Attendant PIN: 123458
[e]=

12. You receive notification that your action was successful.
13. Click the Edit button to continue with the Auto Attendant configuration.

i ]

Auto Attendant
This application may be used fo manage Auto Attendsnis for your Enterprise.

J Adtion completed successfully.

Select a Group: SITE2L2 = [ G )

Add Auto Attendant
Name Telephone Number Actions
MinneapolisAA £142103295 (Edit | [ Delete |
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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.

Inventory  Reports  Profle  Help CSR Only

User Administration  Trunk Administration | Manage Services | Portal Administration
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)

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 (3-406)

* Auto Attendant Name: LasVegasAA
* Phone Number: 6123958888 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 ~ {lwiwmtmsmmmsmethr group |

I' 6123953806 (LAS VEGAS NV (a-406)) |
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8. If the new number you want to assign is in another group (site), click the Select from another
group button.

Change Humber

“ou are changing the number of this service by selecting a new number below.

* Phone Number: * | 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) - _
Hosted VolP Humber: 8123879371 (CENTURYLINK (a-40: = h
[ | cancer |
4

12. Click the Submit button.
13. The new number is now the lead number for that Auto Attendant.

Change Humber I

“fou are changing the number of this service by selecting a new number below.

* Phone Number: 6123979371 (CENTURYLINK (a-40. = | Select from another group |
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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
® Send Unanswered Calls to Auto O on ® on

Attendant:
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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.

Click on the Configure Auto Attendant tab.

Click on Tabs or Links to access scheduling options, menu options, announcements, extensions

and advanced features.

3. Help is always available throughout the entire Auto Attendant programming sequence.

4. To access Help, click the Gear dropdown list, and select Help from the list.

5. This provides a link you can review for assistance and descriptions of the features within the Auto
Attendant configuration pages.

6. Click the Schedule or Menus tab to start your Auto Attendant configuration.

Auto Attendant - Edit

1.
2.

Profile Festure Settings Cenfigure Auto Attendant

LasVegasAA G - [ €—

Premium Attendant

[GEU Schedule  Menus | Announcements  Extensions | Adwvanoed b

Activation Status

and holidays, so that differant menus

a | Configure your weekly schedule é_
— | can be played based on time and day,

Your Premium Attendant is cumenthy on,

Define the menus that your callers will
L =" | be offered, and the actions they can
. _— | choose 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
O apphy aoross zll youwr 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 Feature Settings Configure Auto Attendant

MinneapolisAA

Premium Attendant

Main

Memnus | Anncuncements | Extersions | Advanoed

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 you can customize [ recommended b
= A blank schedule

Add New Period || Renams || Dalete | Apphy | Cancel
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9. 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.

10. 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.

11. 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.

12. 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.

13. 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.

14. 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 Aute Attendant

MinneapolisAA -

Premium Attendant

Main Menus  Announcements  Bensions | Advanced

Periods Lunch
&Lunﬂh - During this period, use this mene: [ Select Menu.., =
S —— o Mon Tue Wed Thu Fri Sat Sun
Click and Drag
i\ Werking Ho.. - -
S =
i\, Special Days [1] || - | Click and Drag
[ ] - E
I
I
I
S I .
—— 1 ———

40 Zoom In €C—

| Add New Pericd | Rensme || Delet= |

i
d
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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 -~

Premium Attendsnt

Announcements | Extensions | Advanoced

Periods Lunch
During this period, use this menu: | Select Menu..., [l

/1, Lunch =
A Weekend [ =
ﬁqurking Ho... =
/Al ather tim...[T=
/i Special Days [

Mon Tue Wed Thu Fri Sat Sun

—

2 Zoom Out

[_Add New Period || Rename || Deete | | ==
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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 -

Premium Attendant

Main Menus  Announcements = Extensions | Advanced

Periods Lunch

ﬁiLumh - During this period, use this mene ESelect Mearm. .. ] I
&Weekend =

&Wﬂrking Ho... =

ﬁlﬁlluﬂmrﬁm...l:r:' 5 - --
JiSpecial Days 1] " N I I I I O
... NN [ I I N R
Lo I I I I R
. 1 1 =

2 Zoom Qut

(Cacd Rew Paros | _Renamme ] Dok | Gz (=)

19. Enter the Name and Description of your Menu, a description is optional
20. Click the OK button.

ST N AN AN

Choose a name for the new menu.
You may also provide a desoription,

Mame: | Business Hours

Desoription]| Business Hours Mem|
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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

Premium Attendant

MinneapolisAA ©12) 3979371 2 ¥
Main | Schedule | Menus | Announcements | Extensions | Advanced
Periods Working Hours
During this period, use this menu: h
&Lunch = i =
Mon Tue Wed Thu Fri Sat Sun

&Weekend =
= &w«king Hours =
/i Al other times  (T=
&Special Days E'

5 nm
& Zoom In

Add New Period ” Rename “ Delete ]
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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 1

MinneapolisAA

Main | Schedule | Menus I.t.m:-urc?nems I Extensions | Advanced

Menus I General |

(612)3979371 B 2

Keys | Timeout | References I

ilz This menu contains errors.

Name ‘ Business Hours

Description Minneapalis Businass Hours

Menu annﬂuncement‘ MSPAA - f'ﬁl

Select announcement...
Create 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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35.

36.
37.

38.

39.

LUMeN

Manage Services

MinneapolisAA List of AutoAttendants

[ Profile

[Cnnﬁgur& Auto Attendant [

Premium Attendant Settings
MinneapolisAA (812) 397 9371 1Y
Main || Schedule || Menws | Announcements | Extensions | Advanced
Menus General | Keys | Timeout | References
_é::':’ o 1
1 - Do Nothing
L 2 [reanster to Phone
3 || Trenster to voicemail Do Mothin
Dial by Extansion Do Noths
; Do Nothing
4 _J || oial by Name UL
5 | [Voicemail by Extension Do Mothing
=/ N voicemail by Name
6 J ||intercept mailbox Do Mothin
Go to Menu -
. '
7 || return to Previous Menu Do Hothin
Replay Manu Do Mothing
BN srnouncement - Return
9 ||announcement - Hang up Do Mothin
0 L e} Do Nothing
_# ) |Use Default [=] Replay Menu
- % ) [Use Default [=]| Returnto Previous Menu
Add Hew Menu Apply | cancat |

For each option you want to program, click the dropdown list and select the action you want to
assign to that key.
If a “?” appears for any of your selections, click on the “?” for additional information.
The instructions will provide you with the additional information necessary to complete that action.
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
Click the Apply button. Clicking the Apply button throughout the Auto Attendant programming
process, saves any settings you’ve selected to that point.
Click on the “?” next to options 1 and option 9 to further process this menu.

Manage Services

MinneapolisAA

Profile || configure Auto Attendant

List of AutoAttendants

(I

Disl by Extension

[o]le—

If you offer your callers this option, then you
must also do the following:

c
i
=]

3
| |d

Premium Attendant Settings
MinneapolisAA (612)397 9371 % 2
Main | Schedule | Memss | Announcements | Extensions | Advanced
Menus General | Keys | Timeout | References
Search for. 1 ) |Dial by Name |=| @

FAAN n 2 |Tran§’ermPhune El 9365 -

3) [ReplayMens  [x]

4 ) [Use Defautt [=] DoHothing
5) [seodwe [v] DoMothing
6 Use Default [=| Do Nothin
7 ) |use Default |=| Do Nothing
) [seosbut [7] Dotk
. W

0

#

. ¥

« Define the extensions your callers can dial

=
i
=]
g

by going to the extensions tab once you have
applied your changes on this page.

Aid e s "
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40. Click on the Announcement tab or the Announcements link to upload or record the

Announcement for your Menu.

Manage Services

MinneapolisAA

List of AutoAttendants

Profile ](Conﬁgure Auto Attendant 1

MinneapolisAA w397 @ 7

Main | Schedule | Menus Extensions | Advanced

Activation Status

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
choose 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

List of Auto Attendants

TestAA
Profie Configure Auto Attendant
TestAA (23

Main | Schedule  Menus [l

SR Ext=nsions | Advanced
Record announcements to be used with your menus.

If your computer doss not have 2 hone, you can upload g record
Attendant access number,

gs or call your Pramium

To begin, click the "Add New Anncuncement’ button belawr.

[ Add Hew

] [ Downicad recording report...
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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
e 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.

Profile ‘Configure Auto Attendant

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: Enter name...
Deescription:
Enter optional description...
| Record [ Play Announcement EI
00:00 / 00:00
|..’|_ |4 R - 3
sdd || Cancel |

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 104 of 254



LUMeN

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 optional description Enter optional description

Upload announcement

Record your annocuncement as a G.711 (CCITT) & kHz & Bit

| Uplead announcement
Maono u-Laws WAV file and then upload it belows.

Record your announcement as a G.711 (CCITT) 8 kHz & Bit

Mono u-Law WAV file and then upload it below.

Newi file: Mevs file:
i | test_businessgrig wav test_businessgrtg.wav
Current file: Current file:
Mg file currently uploaded test_businessgrig.wav (13.9 seconds)

== o (]
=y =

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.

Manage Services
TestAA

MainAA Greeting
Narne:
Description:
Profile Configure Auto Attendant

Test Gresting

[ MainAA Greeting

ription
[Search far name, description or announcement

| Record [ Play Anncuncement EI
]
A |- 00:00 00:13
'I > I | &%
1 —
[ Add New ]| oeet= || Downicsd recording repert.. | | = |

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved.

Page 105 of 254



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.

Manage Services

MinneapolisAA

Profile ] ( Configure Auto Attendant 1

Premil

MinneapolisAA

Add Annour

Mame: |MSPBHAA | I
|—|(:,--7-

Description:
Minneapolis Business Hours Auto Attendant
ame | |

® Play / Record Announcement

PB ® Upload announcement

(¥) Record by Phane

nd follow the prompts to edit
nnouncement number 101

LUMeN

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
(Pmﬁle ]( Configure Auto Attendant 1

Premium Attendant

MinneapolisAA 612)3979371 = 2

Main | Schedule | Menus

| Name

Announcements | Extensions | Advanced

Description

|5earch for name, description or announcement number...

| [ b 100 mspBHAA I 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

MinneapolisA4 (612) 397 9371 =% &

Menus General | Keys | Timeout | References
— f,  This menu contains error
A I !
Name
Description
Menu announcement | Salect nt. =] A
Select announcament...
Cre:

ate new announcement...

Add New Menu
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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.

MinneapolisAA List of AutoAftendants

Profile | Configure Auto Attendant

MinneapolisAA (612) 3979371 % 2
Main | Schedule | Menus #mcurc?rw‘nts_:\d-.arced

Menus. General | Keys | Timeout | References

LIIMVLEI @l
“ 1 2 ) [Transfer to Phone 9365 -

3 e [F]

&) [Geodt  [5] Donamng

5 [Usosed  [] Doothing

B Do Hathing

Y

0 |Use Defauit Do Nothing

# ) [Use Defauit Replay Menu

% ) |Use Default

!

Return to Previous Menu

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 612)3979371 © 2
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 |<} record i
—+ 9365 Griffin, Peter (612) 397 9365 None off st

9366 Griffin, Lois (612) 397 9366 Mone [+,

9367 Griffin, Meg 1612) 397 9367 None -i} T rd
9368 Griffin, Chris 1612) 397 9368 None li} record
[ 9369 253023 (612) 397 9369 None 'ﬁ record
=
[] 9370 253023 (612) 397 9370 None li} record o
—
New Business Group Extensions will be av il 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

(PFDITIE‘ ][ Configure Auto Attendant l

Premium Attendant Settings
MinneapolisAA ©12) 3979371 & %
Main | Schedule | Menus | Announcemenis | Extensions || Advanced
| Default keys !E‘\'CI handling | Other settings
1 Do Nothing (=]
2 Do Mothing (=]
3 Do Mothing (=]
This page allows you to gl 4 Do Nothing EI
default actions for each key thata | 5 Do Nothing [=]
caller can press.
6 J |Do Nothing E3
These actions will be available to
callers in all menus unless you 7 ) Do Nothing E2
assign an alternative action to the
key in the per menu confizuration, 8- (Do Nothing E2
9 , |Do Nothing [E3
0 ) |Do Nothing [E3
# | |Replay Manu
I 3% ) |Retumn to Previous Menu :I

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 AutoAftendants

(Pmﬁle ][ Configure Auto Attendant 1

MinneapolisAA 12y 3979371 4 ¥

Main | Schedule | Menus | Announcements | Extensions | Advanced

Default keys | Error handling | Other settings

Timeout Call Transfer

Menus time out if a caller doesn't press a key within If & call transfer fails: |Hang up the call [ =] H
seconds.

After menu timeouts:

| system announcement then hang up[ = | <

Unknown Input Invalid Extension

If the caller selects an unassigned kEyEEI times: | If the caller dials an invalid extension ﬂ times:

‘System announcement then hang upEI Hang up EI

==
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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)3979371 & Y

Main || Schedule | Menus || Announcements | Extensions | Advanced
Default keys | Error handling I Other setlinESI

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 Mailbox action directs your callers to the voicemail account: e.g. (123) 456 7890 H

==

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

Profile ] ( Configure Auto Attendant 1

MinneapolisAA ©12)397 9371 = 7

Main |J Schedule Menus | Announcements Extensions Advanced

Activation Status
Configure your weekly schedule and
holidays, so that different menus can be

Your 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
choose 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
Profile Configure Auto Attendant

BeckyTest O

Premium Amendant

Personal Details  edit

Name BeckyTest

Department None

Timezone (GMT-5,00) America/Cenral
Security

Account Password change

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 111 of 254



LUMeN

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 Cenfigure Auto Attendant

BeckyTest Q-

Premium Attendant

Personal Details

Name [ BeckyTest |
Department | None | .
Timezone |:(GMT-6.00) America/Chiczao T< |l | save II Cancel |

Security

5. To change the password for your Auto Attendant, click the Change link.

BeckyTest List of Auto Attendants

Frofile Configure Auto Attendant

BeckyTest

Premium Amendant

Personal Details  edit

Name BeckyTest
Department None
Timezone (GMT-6,00) America/Central

Security

Account Password e h

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.

BeckyTest
Profile Configure Auto Attendant
BeckyTest L%
e

Personal Details

Change Account Password

Current password:
Security Mew password: | sesess >
Confirm new | ssssss

word:

pass
[ Qerfim || 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 |Pu|‘taIAdmimstratiun Inventory  Reports  Profie  Help
A

Anywhere  Auto Attendant I Call Park IBDape to Operator  Maximum Concument Calls  Musicon Hold  Paging  Project Account Codes  Virtual Users

Voice Mail Retrieval Number

Tenant ID: 257381 Default Group:

Call Park

This application may be used to manage Call Park Groups for your Enterprise.

Select 2 Group: SITETL2 v [leet] b

Create New Call Park Group Edit Group Level Seffings.
- E3il Fark name

1 callpark L Edit :| l Delete :|
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5. If any 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 Call Park Groups for your Enterprise

Select a Group: aclLoc | [Get]

Create Hew Call Park Group Edit Group Level Seffings.
- Call Park name Actions

1 CallParkTest

z 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.

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) o test,aaB0231(aas0231@ctivoice.com)
- T

device, VDM (vdmdevice@ctivoice.com)

testreeshmareetester@azadhvdssep.com)

&
Bl

tst1,grp1{group1@azadhvdssep.com)

Doe John{johndoe@ctivoice.com) = > Drag and Drop
vmist AF(AFvmisi@azadhvdssep.com)

3

guntaka vinay(VoiceMailTesting@ctivoice.com)

A
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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 ~ Get

Create New Call Park Group Edit Group Level Settings

I ot Pk 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

e 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
*ig a required field

= Recall Timer in Seconds: 45 Enter value between 30 and 600 seconds
* Display Timer in Seconds: [ 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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Escape To Operator

Thiks 3ppilieation may ba usad i define Eseape To Oparaior Numbars which £an Sien be Zseignad 1 some of All Lisers via Manage Uisers or Buk Laad.
Exscape To Operator allows You o Sefu phone umbers et calls ¢an be iransirmed 1o when 3 caller presses 0 (2ar) during e recilents voicemall grasting.
Thiks opion will anly wark I e caller reaches e CenturiLink woloe mall box. i he users phaone Is frwanded fo anofher numiber Bt bypasses fe wolce mall
sysiem, hen Escape To Operator will not be aualiabke.

o action compiesea suscesenan:

ssiact 3 Group: ORLANDOD | [ cst |

[Escaps To Operator Group Escape To Operator Number
TestGrouD LTETIEs [(Eat | [ Deste | [ View Members |
A Escape To Oparator Group

11. 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.

12. Click on Manager Users from the submenu.

13. Search for the User you wish to add to an existing Escape to Operator Group.

14. Click the Voicemail Settings tab, click the dropdown list next to Escape to Operator Group.

15. 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.

16. Select the appropriate Escape to Operator Group from the dropdown list; the name and phone
number of the Escape to Operator Group will appear.

17. Click the Save button.

18. 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 Festure Assignment Festure Settings Voice Mail Settings Alterate Numbers

Voice Mail Box Number 7023171044 | Delete Vioice Mail | | Reset PIN
Secondary Humbers for Voice Mail |m|
Boxes L )
Send All Calls to Voice Mail © on @ or
Send Busy Calls to Voice Mail @ on @ of
Send Unanswered Calls to Voice Mail: ® on O or
Escape To Operator Group: - h
Inventory: 0
Prompt Speed Standard -

Automatically Plag Ergrelope

mwwkmmwfmmmww“\u

Play Additional Ring before Greeting
Auto Play: [}
Skip PIN [}
Vaice Mail Forwarding Dissble 4

Forwerd to Email Addresses (comma
separated, Limited to 5 Email Addrasses):

Save | RO
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20. When a caller presses “0” from that user’s voicemail, they’ll ring to that destination for assistance.

Escape To Operator

Thils loathon be used fo define T TERGT NUIDENS Whilch o= hen e 355 i some ar All Lisers vis Users or Buk Load.
may

Escape To Operston llows ou i 52840 PRone PUTDErs I3t calls £3n be iranstemed 1o when a caller presses 0 (2era) during e reciplent's volosmall gresting.

This option will onty work if e caller reaches e CenturyLinkvolos mall o [ he wser's phone s Sorwarded i anuher number fhat bypasses e walce mall
system, fhen Escape To Operator will nol be avallzdle.

J Action compikted sucossstully

select a Group: ORLANDD MRED

[Escaps To Opsrator Group Escaps To Opsrator Numibsr 2
TestGoup AOTHETIES [(Eat | [ Dekts |
Aubd Escaps To Opserator 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 Numbsr | Extension

wolcemall usr2 AOTROETEAGTEG
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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. To increase 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 Profile Help CSR Only
.
Anywhere Auto Attendant  Call Park Bnapetncpelatml C (;ansl essage onHold  Paging  Project Account Codes  Virtual Users

Voice Msil Retrieval Number

Tenant ID: 253023 Default Group: CENTURYLINK LAS VEGAS NV (=-408) Change Group

Manage Services

Maximum Concurrent Calls

Maximum Concurrent 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 circuit can handle. Each individual site can have a specific MCC value that can be adjusted based on business need. If you have a 1.5MB
circuit, and a total of 15 users, you will probably want to keep the MCC set sround 12 to ensure you do not have call quality issues, However, if 3 of your users sre
remate via soft phones, or using & remote device, you may want to adjust your MGG to go above what the circuit can handle at your office. It is advised to be very
careful when changing your MCG value, as it can negatively affect your ability to make and receive phone calls See the help menu for more information

@ Enterprise Level MCC Enabled @ ves @ No  Currently Enterprise Level MCC Enabled: Yes b
@ Enterprise Level MCC: 32 [T Auto Calculate b

Circuit ID: DS1IT-185890880 Groups & MCC

@ mcc

Currently MCC Enzbied Current MCC

Group Name e
]

HILTON ORLANDOVALTAMONTE SPRINGS

(2203) Active: No =

MARRIOT CITY CENTER {2-401) Active No B 1

CENTURYLINK PORTLAND OR (-408) Active No ] 1

FORT WALTON BEACH BETA (2-82) Active Ves 5

CENTURYLINK SEATTLE WA (s-407) Active Yes 10

CENTURYLINK_SDE_ONLY (2-8220) Active es 9 >
CENTURYLINK (3-402) Active No ] 1

GENTURYLINK PHOENIX AZ (2-405) Active No ] 1

CENTURYLINK LAS VEGAS NV (s-408) Active Ves 25

CENTURYLINK SALT LAKE CITY (s-404) Active Ves 10

Total Group MCC: 64

Total Enabled Group MCC: 59

D[ conee! |
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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 TrunkAdministratiunI Manage Services IPurtaIAdministratiun Inventory Reports  Profie  Help

Anywhere Auto Attendant Call Park  Escape to Operator  Maximum Concument Cal\i Music on HDIr.II Paging Project Account Codes  Virtual Users

Voice Mail Retrieval Number

Tenant ID: 257231 Default Group:

Music on Hold

This application may be used to manage Music and Videe On Hold

Select a Group: SITE1 L3 v | [ Get | b

General Seftings Internsl Settings

Enable Music on Heold: ™) Yes @ No

5 . Ny

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
p-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 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 applicatien may be used to manage Music and Video On Hold

Select a Group:

General Settings

Enable Music on Hold
Call Park:

Busy Camp:

Intermal Settings

Delete Custom File and Revert to Default:

Selected File to Play:

QCLOC

Upload a file that contains your recorded music, video, or gresting.
Supported Music or Video file types indlude WAV, WMA, MOV or .2GF.

1) Load Custom File:

No fle selocted. (e

0 Yes @ No

Delete & Revert

Default

coe

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

Geners| Settings

Internal Settings

Use Altenative Source for Internal Calls:

Internal Music/Video On Hold Message

@Yes O M b

Upload s file that contains your recorded music, video, or greeting.

Supported Music or Video file types include WAV, WMA, MOV or 3GP.

; | lv_aa_main wav b

(® Load Custom File: | ]

Delete Custom File and Revert to Default:

Selected File to Play:

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:  SITE2

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: Mo file selected.

Delete Custom File and Revert to Default: Delete & Revert

Selected File to Play: lv_as_main.wav

Save

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\ Administration Inventory  Reports  Profie  Help
e
Anywhere Auto Attendant Call Park  Escape to Opesstor  Maximum Concument Calls  Music on HD\dI Paging IijeDt Account Codes  Virtual Users
Tenant ID: 257381 Default Group:

Paging
This application may be used to Add, Edit, and Delete Faging Groups.

Select a Group: SITE1L3 v _

Add Paging Group |
1040 = W

edwreer 7023171040

arwdPE

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

Manage Services

Add Paging Group

* is a required figkd

* Group: LAS VEGAS NV {2-406)

* Name TestPaglngGroup
* Phone Number: 7028027021 (LASVEGAS MV i1 ~
* Extension 7031

[ oo <€

Manage users wha can criginst cslls to this Paging Group.

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

[~ e E— -

ble Originato Selected Originators

Mevarez Joss(hestonb i @esnturylink com) A 4500 com)

[Kaufman, Bill(shondarhimes@oenturylink com) V600, DemoldemowxB00@centurylink.com)

[DEMO_7000,SALES{catherine@centurylink.com)

850 Exp,Demo{demo850exp@centurylink.com)

(Conf. Demoidemocanfi@centurylink. com -
r 500, Demo{demawxS00@centuryink com) I Drag and Drop

< >

I I (cancel |
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14. Scroll to search for the users you'll allow as Targets for the Page (Target fields are exposed after
clicking the Add and Continue button in the previous step).

15. Enter search criteria for the users you would like assign as originators.

16. If you have less than 1000 users, you're not required to Search for individual users. All users in the
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
(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).
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.

OmJulieftest. om@eenturylink.com)

Whitney, Jim{JimWhitney@oenturylink. com)
Peoses,Lamy(L Pocser@centurylink.com)

Ammans Lee(seAmmaons@oenturylink com) -
< >

M WA NN,

| Ta_

Manage users whe will receive calls fom this Paging Group.

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

[~ e eee——] - e
,

Available Targets

Kaufman.Billishendsrhimes@centurylink.com)

Demo,Brian{briandemo@centurylink com)

DEMO_7000 SALES{cstherine@centurylink.com)
800, Dema{demava00@centurylink. com)
CCont Demo{democonf@osnturylink com

r 500, Ceme{demavx500@centurylink.com) I ﬁ

Rialzle Mika/michael cielslafhnont mdink comt i

Selected Targets.

450, Demo(demodS0@eenturylink com)

850 Exp, Demo(demosS0exp@oenturylink.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.

Search Groups Q
roe =
QcLoc PAC Manage Disconnect

QxLoc NOME

- 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
&
Group L Action

911 QC LOCATIONA VPAC | manage | pisconnect ‘
911 QX LOCATIONZ NONE Nan-Verified PAC ~
91113 LOCATION3 NONE “None- -

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.

TESTSRL1,

237600988 173079558 Change 01222014 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
1An order [237601042] is currently pending for this account. All orders must be completed before another can be submitted
1Please contact your CenturyLink representative to resolve this order

Action

TESTSRL1 PAC [ manage | Disconnect
TESTSRL2 VPAC | mManage | Disconnect |
TESTSRL3 NONE Mon-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.

TESTSRLI,

237601042 173079637 Change 017222014 01/29/2014 TESTSRLZ, . Pending 01/22i2014
TESTSRL1,
237600988 173079558 Change 017222014 01/29/2014 TESTSRLZ. Completed 01/22/2014

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 ation  Trunk ation I ge Services I Portal Administration Inventory Reports Profile Help
.
Anywhere Auto Attendant Call Park Escape to Operator  Maximum Concument Calls  Music on Hold Pagingl Project Account Codes I\u"\l‘tual Users

Voice Mail Retrieval Number
Tenant 1D 257391  Default Group:  [E 0t et

whh ke

Search Groups Q
SITE1L2 VPAC |m| |M|
SITE2QC PAC I |: Manage :| |: Disconnect :| I
SITE3 QX NONE - None - -
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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.

Project Account Codes
Mon-Verified Project Account Codes

Group: TESTSRL1

T/Code Length: 12 - b

7' Manage Call Types

All Long Distance, Internstionsl Calls, Directory Assistance, B, and Operator Azsistance b

Search End Users
Full or partlial seanch querles are OK. Wild cand searches are not supporied

Find - Select - * that includes I

Search Results and End Users Assigned Users

Main, Receptionist (8012014040} basic, CFNA (8012014029)

test, first (3012014037) B test, PCrecep (B012014030)

D. VMtesting (8012014031) - ) Drag and Drop
Save Cancsl
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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: Change Group

L= feten
Search Groups Q
SITE1L3 VPAG | manage | | Disconnect |

SITE2QC PAC

SITE 3 QX NONE - Naone - -

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.

©NOo 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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18.
19.
20.
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A confirmation is received indicating a number has been returned for that VPAC index.
Click the Close button.

The Start Value is 100.

The End Value is 200.

The Step Value is 25.

When all values are entered, click the Add to List button.

Manage Services

Project Account Codes
Edit VPAC Codes
Group: TESTSRL2
Verified PAC Name(Index): TestVPAC
Gode Length: 5 C—
Geumamcmslfz Load from file ¥ Single Code
StartVaue: 100 EndVae 200 Step Valsz: 25
Codes

Based on the Start, End and Step Values, the system automatically generates your codes based on
selected criteria.

Codes will be listed under the Codes section.

Click Export to File to export your VPAC code list.

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 Name{Index): TestVPAC
Cuode Length: 5
@ Generste Codes 0 Load from file 0 Single Code
Start Valee: 0 End Value: o Step Value: o
Codes \
00100
125
00150
00175
0200
| Export to File |
Delete Selected
Clear List
Total: &
-

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 .xls)
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 Name(Index): TestVPAC
Code Length: 5

) Generate Codes | @ Loadfromfile | © Single Code

(@Load from File: C:Wsers\aa79096\Docum | Browse... _

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.

LUMeN

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): TestWFAC

Caode Length: 5

(01 BGenerate Codes  # Load from file ) Single Code

@Load from File: Browse...

Add to List
Codes a

01235
01236
o237
01228
01233
01240
01241
01242

01243 > Delete Selected

01244

01245
s
01247

01248
01243
01250
01251
01282
01283 )

Tatal: 20

| Export to File |
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31. To add single codes, click the Single Codes radio button.

32. Enter the required code in the Code field.

33. If the code you enter exceeds the Code Length for your VPAC index, you'll receive an error.
34. Click the Add to List button to add your single code.

35. You code will appear in the Codes field in numeric order, regardless of how they are entered.
36. Continue with this process until all codes are added.

37. To Export the File, Delete Selected code or Clear List, click the appropriate button.

38. Click the Save button when all codes are entered.

Project Account Codes
Edit VPAC Codes

Group: TESTSRLZ
Verified PAC Name(Index): TestWPAC
Code Length: &
et i £ o]
Code: 5487 _
Add to List
Codes 1
56235
58745
| Export to File |
Clear List
Total: Z
- | B

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.

L] .
Grou Action
Type

TESTSALI FAC [ Manage Disconnect |
TESTSRL2 VFAC | Manage Disconnect |
TESTSRL3 NONE ~Mane - -
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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.

arwnNE

© 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 spplication may be used to manage Virtusl Users

Select a Group: SITE1 L2 v | (Get) b
e

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.

% 9. 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 applicaticn may be used to manage Virual Users.

J Action pleted (

Select a Group: DUBLIM

o e
Search Virtual Users

Full or partisl search queries are COK. Wild card searches are not supy

Find -Select- +| thatincludes E=)| e

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.

Manage Services

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- + | thatincludes | Clear

[ Delete Selected |
User

é [ | virtusl 2129832145 2145

Extension Action
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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.

Manage Services

Virtual Users - Add Range
This application may be used to manage Virual Users.

* |z a required fiekd.

* Group: DUELIN

* First Name: Denver

* Last Hame: Cfice

* Phone Number Range: 3036061000 - 3036061010
* Extension Range: 1000 - 1010

m | 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.

Manage Services

Virtual Users
This application may be used to manage Virtual Users.

F Acion <€

Select a Group: DUBLIM * | | Get |

Add User Add Range

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

Find -Select- | thatincludes m | Clear:

[ Delete Selected |

I T T
Denver 3026081000 1000 | Edit | (Delete )

| Denver Crfice 3036061001 1001 | Edit | [ Delete |

Denver Office 3038081002 1002 [ Edit | [ Delete |

L J L )

] penver Office 3036061003 1003 [ Ea | [ Delete |
D 1004
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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.

e N

o

Click Manage Services from the Main Menu.

Click Voice Mail Retrieval Number from the submenu.

Any existing custom Voice Mail Retrieval Numbers already defined, will be displayed.

Click the Edit button to edit existing custom retrieval numbers, or the Delete button to delete a
custom retrieval number.

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

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.

Click the Hosted VolP Number dropdown list to select the number you wish to assign as the
custom retrieval number.

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.

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. @ Yes @ No
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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 manage Call Pidwp Groups

Select a Group: | QC LOC | [Get | b
Add Call Pickup Group

Call Pickup name

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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Contact Center ACD (Call Queuing) — Basic and Standard

Call Pickup - Add
* I5 & required feld

* Group:

AZAD QC LOCATICON

= Call Pickup Name:

HRCallPickup

Search End Users

Full or pariial seanch gueries are OK. Wikl cand seanches ane not suppaned

Find -3slect- w thatincludes

Search Results and End Users

test, reeshma(restesten@szadh vdsssp. com)
t=t1, grp i {group 1@szadhvdssep. com)

Y R - b

Doe, John{jchndeef@ct!voice. com)

—
£3,53(s3_Mecourcafiazadhvassep.comy
ra,sa{asdfraf@azadhvdssep.com)

wmtst AF[AFvmtsti@szadhvdssep. com)

tst1, build{buildtst1@azadhvdssep.com)

Add Users to

testuser new{septesti@azadhvdssap. com)

=» Drag and Drop

Save

Cancel

LUMeN

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.

=

WG WG

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.
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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 TrunkAdmimstratinnI Manage Services I Portal Administration Inventory  Reports  Profile  Help
&
Call P\dupl Contact Center ACDI Hunt Groups  Instant Group Call
Tenant ID: 249170  Default Group: L2 LOC  [IeLtr ke

Contact Center ACD
This application may be used to Add. Edit Contact Centers, Delete. and View/Edit Members of Your Existing Contact Centers.

wNh e

Select a Group: L2 LoC -

Add Contact Center

- Contact Center Name 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 Genters, Delete, and View/Edit Members of Your Existing Contact Genters.

Select a Group. L3 LoC - | |iGet|

Add Contact Center
Eontact Genierfiame - Fhone Humber

1 TedsTest Basic 4072086784 ( Emt )( “Configure Features 1( Deleme )

o

From the Contact Center Type dropdown list, select from Contact Center Basic, or Contact Center

Standard.

Enter a description name for that Contact Center in the Name field.

From the Phone Number dropdown list, select the telephone number you wish to assign.

The extension will auto populate, but this can be edited if needed.

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.

e "Regular": Incoming calls hunt through agents in the order they appear in the list, starting
from the top each time.

©CoNOo
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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
o 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) Eastemn
* Group Policy: Uniform -
Enable Directory Privacy: @) Yes @ No
Diversion Inhibitor: ) Yes @ Mo
Default Queue Length: 1 - )
M’\WM

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 142 of 254



LUMeN

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

=iz 3 requirsd fizkd.
* Group: CENTURYLINK. WAKE FOREST
* Contact Center Type: Contact Center Standard o

* Hame:

* 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
e 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:
e 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:
o 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
¢ No —won't allow agents to join or leave a Contact Center queue from their desk top client

T e N WU Sor S,
Diversion |HWZ\J @] g

Default Queue Length: 2 -
Enable Calls to Agents in Wrap-up State: @ Yes (@ Mo

@ Yes (@ Mo 7]
Enable Maximum Wrap-up Timer:

Seconds

After call completion, automatically set agent to: Awvailable -

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
gueue 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.

R e N e NP N

Mo Answer Settings

suip to next Agent: @ e O Numbsr of Rings: |3 -

Alkow Callers o Escaps Out of _ )
Gusus to the Call Forward Busy @ v O
Destination:

Call Fornarging Busy: @om (o 2125555874
Callers can prass the following to Escaps Out of Gueus: I 1] - I
Final Dastination: @ e O g Numbsr of ssconds (0-7200): | 300
Call Forwarding
’:‘ Call Forward to: 2125558874
' Ring Busy: _
© voics man:
“vodoa Meall PIN:

Confinm uolcs Mall PIN:

Estaps To Operator Group: -Select-

o =
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28. If the callers should roll to Voicemail for their Final Destination, click the Voice Mail radio button.

29. In the Voice Mail PIN field, enter a numeric passcode, 6-15 characters.

30. Reenter the numeric passcode in the Confirm Voice Mail PIN field.

31. 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.

32. Click the Save button or, click the Add Members button to continue and assign members to your
queue.

Final Destination: @ Yes (_) No Humber of seconds (0-7200): 30

Call Forwarding

(@] .
_ Call Forward to: 3183606168
(@] Ring Busy:

@ + voice Mail: b
Voice Mail PIN: [TIITT]

Confirm Voice Mail PIN: [TIITT]

Escape To Operator Group: i- Select - |L]<
- Select -
LAS VEGAS D"
| S-S

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).

(&) Ring Busy:

@ voice Mail:

Voice Mail PIN:
Confirm Voice Mail PIN:

Escape To Operator Group: - Select -

Save Announcements. |' Cancel \|
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Enter search criteria for the users you would like to add to your Contact Center.

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.

wnN

Contact Center - Edit Members
Agents

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

Find LastName » thatincludes @ | clear |
Boyd, Drew|) iy @voip. turylink. com) SMB Main,Wake

Fi it i b819@voip.centurylink.
Fhonel.Lab{lab_phone2@voip. centurylink.com orest{mainsm ip.centurylink com)

Phone1,Lab{lab_phone1@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.

WWMWM
Escape To Operator
Group:

Save Edit Members Anncuncements. |' 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

Supsmzen Supsm=a A=t

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

Find Last Name « thatincludes m | Clear |
User2 CCStd{costd. user2@voip.centurylink.com . 1,CCStd(costd, user! @veip. centuryling com)
Sup1,CCStd{costd sup @voip. c=nturylink. com) > Drag and Drop +

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| Superised Agents

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

Find Last Name « thatincludes E | clear |
SMB Main Wake

i 18@woip. centurylink com)
Boyd,D dsmb link. com)

Phone1,Lab{lab_phone1@voip.centurylink.com)
Phone2, Labilab_phone2@uvoip. centurylink. com)
User1,CH user @voip.centurylink com)

Userd CCStd(costd. user2i@voip. centunyink com

Supt.C up1 @vaip. centurylink com)

> Drag and Drop

[ 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 Supervisors Supervised Agents

Supervisors:  Sup1,CCStd{cestd sup 1@voip centunylink.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(oostd. user2@voip. centurylink. com) > Drag and Drop

m [ Cancel :I [ Frevious :|
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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.

Select a Group: SITE1 L2 « | Get | h
Add Contact Center
. Contact Center Name Phone Number Actions
1| TestContactCenter Standard 7023171048 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 @ o [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 @ on (Eait |

Save

it iempers 1 sevncemens JEE)
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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 Numbers

Altemate Numbers allows up to ten additi phene numbers to be assigned to @ user for inbound calls. In sddition, you can
specify 8 ring pattemn for lternate numbers

Distinctive Ring: @ on O o
Phone Humber Activated Extension Ring pattern
7023171042 - N 1042 fMlermal
- Select -
None - No
Long-Long
None - Mo Shart-Short-Long
Shart-Long-Short
None - No Normal -
None - No Normal -
None - Mo Normal -
None - Mo Normal -
None - No Normal -
None - No Normal R4
None - No Normal -

save | Edit Members ("caneel )
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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 5 Message Estimated Wait Time ‘Comfort Message

Music On Hold

s

nivi1 WA 20

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

©No O

A its Meszage Estimated Wait Time Comfort Message
Music On Hold
Announcement Name: Message1 b
ontadcenter_msg'l wav b

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
o 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 _
F _ - (
orce Entrance Message to be Played to @ Yes A No
Callers: = —
Select Entrance Message:

File 1: LT Emsg Tt

File 2: - Select - -

File 3: - Select - -

File 4: - Select - v

==

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

o 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 Cn Hold

Enable Estimated VWait Message for Queued Calls: @ Yes ) No _

Play Uploaded Wait Message 0

h seconds
Ewery:

Anncuncements Type: (7) Queue Paosition (@ Estimated Wait Time

Play Message for Callers with a Wait Time of. |5 minutes or lower

Play High Volume Message: @ Yes (@ No 6

Save

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\'ContactCenter - Annour t:
Anncuncements Entrance Message Estimated Wait Time Comfort Message
Music On Hold
Play Comfort Messages: @ Yes ) Ne b
Time Between Messages: 10 seconds _
Select Comfort Message(s):
File 1: CC_CMmsg1 -
File 2: - Select - -
File 3: - Select - -
File 4: - Select - -
Save Cancel :|

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.

=y

37. Click the Save button.

Contact Center LVContactCenter — Announcements

Announcements Entrance Message Estimated Wait Time Comfort Message

Music On Hold

Play Music on Hold For Queued Caller: @ Yes (7 Mo h

Select Music:

File 1: CC_MOH -
File 2: - Select - -
File 3: - Select - -
File 4: - Select - -

' T l
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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.
2.
3

Click on Manage Services from the main menu

Click on Hunt Groups from the sub menu.

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.

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 |

If you have multiple groups, from the dropdown list, select the group you would like to create a Hunt
Group for.

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.

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.

% Manage Services

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: | AZAD QG LOGATION v H

Add Hunt Group

- Hunt Group Mame Phone Number m

No records found.

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 156 of 254



LUMeN

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 most recently answered a call.

e “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 fiekl.

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

* Name: [ |

(@ * Phone Number: = | [ Select from another group |

@ * Extension: | |

+ Calling Line ID Last Name: | |

+ Calling Line ID First Name: | | >

* Time Zone [ (eMT-08:00) (US) Padific Time +]

* Allow Call Waiting on Agents: (O ves @ Mo
@@ Enable Directory Privacy () Yes (@) Ne J

NWWWMﬂM'WVWW R N
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With Diversion Inhibitor enabled, it prevents redirection services from being activated on the
terminating side of an unanswered call.

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.

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.

In the Number of Rings dropdown list, select how many rings before the call moves to the next
available agent.

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.

If Final Destination is enabled, will choose between forwarding to a phone number or voicemail as
the final destination.

When the Call Forward To radio button is enabled, enter any 10-digit internal or external number in
the Call Forward To field.

If unanswered callers should roll to the Hunt Group's voicemail, click the Voice Mail radio button.
That activates the Voice Mail PIN and Confirm Voice Mail PIN fields, which should be populated
accordingly.

If Escape to Operator groups have been defined, and you wish to enable this feature, select one of
the groups from the dropdown list.

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.

When all features of the Hunt Group are selected, click the Add Members button.

mmmw-m.amﬂfpm—\%"AWﬁMwwMW

@ Diversion Inhibitor @ Yes O No

@ Include the Hunt Group Name in the CLID @ Yes () Mo

No Answer Settings

Skip to next Agent: O vee @ o Number of Rings: |1
‘es

. . Humber of seconds
Final Destination O ves ® o {07200} 0

Call Forwarding

Voice Mail PIN:
Confirm Veice Mail PIN

Escape To Operator Group: - Select -

Not Reachable Settings

Make hunt Group busy when all available agents are not reachable: @ e O j
ves () o

Save Add Members | ([T
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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 pEritEl seErch querks ane O Wk cand searches ans not supponsd

Find -Sglect- =  thatincludes

Search Results and End Users Add Users to

test,resshmalrestester@azadhy dssep.com) - tst1,grpi{group1@szadhvdssap. com)
=ar,zaszet{sar_Resourcei@szadhvdssep. com)
Do, John{johndoe@ctlvoice. com) ) Drag and Drop F
=3,53(53_Resouw raa@azadh\'dssep.com} =5
wmtst AF{AF vmitst@azadhvdssep. com)

guntska, vinsy{VoiceMaiTesting@ctlvoice. com) - 4

down, tews(testdowni@otlv oice. com)
=ar123, phone(sar1 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:

Make hunt Group busy when all available agents are not reachable: & .
P ousy o @® Yes © No

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.

CallLogs] Call Features |Virtual Desk  Voice Mail  Help
.

| Find Me | Privacy
J
HVDSEUFindMe

Find Me
Play Ring

(% Call Forwarding Always @ ©on ([0 Off 2125596321 [F] reminder when a
call is forwsrded

) Call Forwarding Busy () on g Off

& Call Forwarding Selective @ on @ off [ Edit |

@ Call Notify Service is  OFF (" Edit |

& Do Not Disturb ) on @ Of

Save |’ Cancel |

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
Play Ring

3 Call Forwarding Always @ On () Off 2125536321 [[] Reminder when a
call is forwarded

7 Call Forwarding Busy ™ On @ Off

@ Call Forwarding Selective @ on @ Off [ Edit |

@) Call Natify Service is  OFF [ Edit |

&) Do Mot Disturk .:‘:. on .j:. OFf
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Define the number you want to forward to, by inputting the 10-digit number in the appropriate field.
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-URI 2125557412

[Clis Active
] Flay Ring Reminder when a call is forwarded

L@l Active | Description | Time Schedule | Holiday Schedule|Calls From | Action

Add Rule...
] F

Enter a Description for your rule.
Choose to forward to the previously defined number 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.
If you wish to apply this rule to a Time Schedule, slick the dropdown list and select your schedule
option.
If you wish to set a Holiday Schedule, click the dropdown list and select the appropriate schedule.
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
If choosing Following Phone Number, input up to 12 phone numbers in the appropriate fields that
you wish to follow this rule.’
When all criteria is entered, click the Done with Add Rule button.

| Description: Test b
@ Use Default Forward Phone Number / SIP-URI E
| Forward to: ) Forward to another Phone Mumber / SIP-URI

| Time Schedule:  Every Day All Day - b

Holiday Schedule: None -
) Any phone number ~N
@ Following phone numbers:
[T] 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 Forwarding Selective
|

| Default Call Forward to phone number / SIP-UR| 2125557412
[[1s Active
= Play Ring Reminder when a call is forwarded

Active | Description | Time Schedule Holiday Schedule Calls From Action

Mew est Every Day All DayMNone 125553698, 2125559632| Edit Delete

Add Rule...
| =
4

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

i ®© @ Play Ring Reminder when
(@) Call Forwarding Always on off |} = eall is forwarded
(3) Call Forwarding Bus Nt ®
¢ v On Off

. @ ®

Call Forwarding Selective - -
@ : o on
@ Call Notify Service s OFF

3] @
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 Disturb [C] Play Ring Reminder when a call is blocked.

Call Features

Find Me

Play Ring Reminder when
B ly Ring

() Call Forwarding Always a call is forwarded

() Call Forwarding Busy

Se

On

" @ (@)
(@) Call Forwarding Selective = il Edit
. o on

@ Call Notity Servicels OFF
(@) Do Not Disturb O-n ['%' [7] Play Ring Reminder when a call is blocked.
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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.

R R R R R R R,
| 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.

[ —
Call Notify - Add Rule

| Description: Test _

. N
|

|

Time Schedule:  Every Day All Day -

Holiday Schedule: Mone -
@ Any phone number
) Faollowing phone numbers:
[T] Any private number

[Z] Any unavailable number >-

Calls From: Specific phone numbers:

| Cancel Add Rule Done with Add Rule / P

30. Click the Save button to save your rule.

| Call Notify

|
Email Address individual@domain.com

MActive | Description | Time Schedule Holiday Schedule |Calls From Action

P MNew est Every Day All DayMNone All calls Edit Delete

Add Rule...
=a
F
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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

Play Ring Reminder when
| ¥ RIng

) Call Forwarding Always a call is forwarded

(@ Call Forwarding Busy

) ) @ ®
@ Call Forwarding Selective o

() Call Notify I Serviceis ON I I I
(3) Do Mot Disturb C‘\)J [‘fﬁ"l [C] PlayRing Reminder when a call is blocked.
n
(=]

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

Play Ring Reminder when
B iy Ring

) Call Forwarding Always a call is forwarded

(@) Call Forwarding Busy

On

(@ Call Forwarding Selective = et Edit
. o on

) Call Notify Seniceis ON
() Do Mot Disturd [")9' Dﬁ [T Play Ring Reminder when a call is blocked.
n
=n

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
(2) Anonymous Call Rejection @ ©
on Off
(3) Selective Call Rejection Seniceis OFF Edit

(2) 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.
o 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
() Anonymous Call Rejection [g [;Oﬁ
(2) Selective Call Rejection Seniceis OFF Edit
(2) Selective Call Acceptance Seniceis OFF

41. Click the Add Rule button.
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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: _
| Time Schedule: Every Day All Day - _

| Holiday Schedule: None -

i @ Any phone number
) Following phone numbers:
DAny private number

DAny unavailable number
Specific phone numbers: >

. Calls From:

|
| 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 RejectionEvery Day All DayMone Al calls Edit Delete
—
t Add Rule...

| P
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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
I @
@ Anonymous Call Rejection © @
v ! on Off
@ Selective Call Rejection Seniceis ON
() Selective Call Acceptance Semvice is 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

LvBusinessHours Time Group

9:00a3-5:00p Time Group

After Hours Time Personal
Add Schedule
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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 apply this schedule to by clicking the check boxes.

62. Choose a Start and End time by selecting the options from the dropdown lists.
63. When all options for your schedule have been set, click the Save button.

Call Features

Call Treatment Schedules -Add

Schedule Name:

I Hunt Group I

Day or Week:

Start:

End:

[C15un ¥ Mon [¥] Tue [¥] wed [ Thu [¥] Fri [[] sat
Tow.00 v AM v b
7 v 00 v 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

LUMeN

portal, schedules can be added to Rules within Advanced Features such as Selective Call

Forwarding, Simultaneous Ring, Sequential 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 dropdown 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.

[Tis Active

Call Forwarding Selective

| Play Ring Reminder when a call is forwarded

Default Call Forward to phone number / SIP-URI

Call Forwarding Selective - Add Rule

Time Schedule|Holiday Schedule

| AddRule.. |

Description:

@ Use Default Forward Phone Number / SIP-URI
Forward to: © Forward to another Phone Number / SIP-URI
Time Schedule: (Every DayAllDay_ ]~

Holiday Schedule: (S AREVERIVE]
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

Each rule can enly have one custom schedule. Please modify your rule so it does not have
both a custom time schedule and a custom holiday schedule. Custom schedules are

appended with "(Group)” in the drop-down list.

Description: ClozedHours

@ |se Default Forward Phone Number / SIP-UR

Forward to: ) Forward to another Phone Number / SIP-URI

©) Do Not Forward

Time Schedule:  afterhours(Group) -
Holiday Schedule: holiday(Group) -

@' Any phone number
® Following phone numbers:
DAny private number

DAny unavailatle 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.

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

PR

Select a Group SITE1 L3 v | | Get |h
Add Hunt Group
- e Fhone Humber
hunttt 7023171038 (“Ear | [ Ennf\gureFaature;I [ Delete |

2 TestHuntGroup 7023171027 | [ Edit |I Configure Features | [ Delete |

5. 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

No

~is 2 required fiel
* Group: SITE1 L2
* Name: TestHuntGroup
\'-nr-‘\m P.-' et d‘«‘gzr '\ PRSP B i
WWMWWWWAMTW
Confirm Voice Mail PIN
Escape To Operator Group: - Select -
Hot Reachable Settings
Call Forward to:
Make hunt Group busy when all available agents are not reachable S
@ 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.

LUMeN

Manage Services

Hunt Group - Edit

Hunt Group. Feature Settings Alternate Numbers

End User Features.

®  Anonymous Call Rejection

D Call Forwarding Always

) Call Forwarding Busy

D Call Ferwarding Selective

D Call Hotify

D Do Not Disturb

Selective Call Acceptance

Selective Call Rejection

Save

Edit Members. [ I (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.

[71 Fisy Ring Remindsr when = call is forwarded

3\

Hunt Group - Edit

Hunt Group

Fesature Settings Alternate Numbers

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 a ring pattern for sltemate numbers

Distinctive Ring

Phane Number

7022171042 -

® on O on

No

Activated Extension

None

None

Ho

Ho

No

Ho

No

Ho

Ho

No

No

Save

Edit Members. Configure Features  [[[ettsl)|

Ring pattern

Long-Long
Short-Shott-Long
‘Short-Long-Short

Nomal -
Normal -
Nomal -
Normal -
Normal -
Nomal -
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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 I I N U A Wiy
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12.

13.
14,

15.
16.
17.
18.
19.

20.
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Change time zone by clicking the Time Zone drop down list if necessary.

. Change the call waiting setting by clicking the Yes or No Allow Call Waiting on Agents radio

button.

Adjust how calls present to the hunt group by clicking and selecting an option from the Group
Policy drop down list.

Adjust the Enable Directory Privacy setting by clicking the Yes or No radio button.

Adjust the Diversion Inhibitor setting by clicking the Yes or No radio button.

Adjust the Include the Hunt Group Name in the CLID setting by clicking the Yes or No radio
button.

* Time Zone: [(GMT-06:00) (US) Central Time v]

* Allow Call Waiting on Agents: @ves QMo
® Enable Directory Privacy OYes @ Mo

@ Diversion Inhibitor @ Yes (JMNo

@ Include the Hunt Group Name in the CLID @® Yes (O No

/

Ng Answer Settings
MMW.NW“MmﬂJH&WW

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.

Make Final Destination settings by clicking the Yes radio button.

Forward to another number or send calls to Voicemail.

In the Not Reachable field, enter a number where you'd like your calls to ring to if our service is
unavailable.

Click the Make Hunt Group busy if all agents are not reachable Yes radio button to enable that
feature.

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.

WV m
uhmﬁm»" S e
Skip to next Agent: O ves ® no Number of Rings: | 1 3\
Number of seconds
Final Destination: Oves ®@no (0-7200): 0
Call Forwarding
* Call Forward to:
Voice Mail:
@ voice Mail PIN: >,
Confirm Voice Mail PIN:
Escape To Operator Group: - Select -
Mot Reachable Settings
Make hunt Group busy when all available agents are not reachable:
phusy a O ves ® no )
MNote: Members wil not be copied. This must be completed under Add Members.
m Add Members || [ ® chal
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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
sion

Instant Group Call Name

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.

% 7. Enter the Extension you want to use if it's different than the auto populated
extension.

8. Enter the Name of the Instant Group Call.

9. 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
% 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.

Manage Services

Instant Group Call - Add

* k5.3 required fizskd.
= Group: AZAD QC LOCATION
* Fhone Numbser: 5054003104 - b
= Extension: 3101 )
= Mame: HRIGC
d
= Calling Line |0 Last Mame: HR
= Calling Line ID First Mame: 1GC
J

Enable Masc Call Timer for Unanswered Calls

& Oon & OFf Mumber of minutes: 1 - h—

‘Bpetify Phone Mumber

212EE81224 A0 Numbsrs Mz 20

Doz oz [(R0R400313)
Doe, John {(S054003191)

[ down, TEws [C0eT00sT22]

Downgrade, Upgrade (2812168822)

2125558789 Remove
Add/Edit End Users
Search End Users
Full or partial search guemies are CK. Wikl £ard SEaTches are not supponed
Find ~-3slkect- ¥ thatincludes | | saarch | | Chear |
Search Results and End Users Add Users to
‘demo, VDM (S042006800) A 2 vser (221213550
demoZ, VDM (9042008801) -+
device, VDM {5054003104) El

) Drag and Drop

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 TrunkAdmmistrﬁtmnl 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 b
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 manage the Comman Phone List for the Group.

* Is & required fiekd.
* Mame: 1Delivery Service h
*Phene. 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.

Common Phone List
This application may be used to manage the Comman Phone List for the Group.

J Action completed successfully.

Select a Group: LAS VEGAS NV (3-408) | [Get]

Add Phone List Entry I Bulk Load Commen Phene List I

Manage Common Phone List Groups

1Delivery Service 2125559632 [ 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 Phane List for the Group.
Upload a file with your Common Phene Lists:

Select a Group: [Las vEgas nv (2-408) V]
) Select a File to Uplosd: common_phonelist.csv b

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 spplication may be used to manage the Commen Fhone List for the Group.

J Adtion completed successfully.

Select a Group: LAS VEGAS NV (s-408) v | [Get)

Add Phene List Entry Bulk Lead Commeoen Phone List

Manage Commaon Phone List Groups

T

1Delivery Service 2125559632 [ Edit | [ Delete |

Insurance 2125557654 [ Edi

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 TrunkAdministratinnI Manage Services IPurta\Admmistratmn Inventory Reportz  Profile  Help
.

Comman Phone ListI LDAP Seftings I
Tenant ID: 260650  Default Group: BENSON  [Js ELERCT RS
e e S —
LDAP Settings
This application may be used to manage LDAF Settings.
Group: DUBLIN v | [ Gt

Vendar Polycom

Please add at least 1 device to this to enable LDAP Directory Configuration

= Is a required field.

%WMMN—*\’

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 LDAF Ssttings.
Group: AZAD CC LOCATION v
Vendor: Polycom

Please sdd at least 1 device to this to enable LDAF Directony Configuration.

* |5 a required fiel.

- Ditory A CEET R
* Directory Fort: 389
= Bearch Bass: yefdgdf
* Require Authenticstion: i Yoz @ Mo
= Authenticated DN: 12245
= Authenticated Passwond: e
* Always Include Ssarch Attribute in Search Filter: i Yes @ Ne )
(7} Reboat Type: I @ Manual 0 Automated - Scheduled (D Automated - Immediate
O send email to users 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 R _

Add Schedule
Test

Time (" Edit | [ Delete |

w

If you have more than one location in your tenant, select the group you wish to create a schedule for
from the dropdown list.

Click on the Get button.

If there are schedules already defined for that group, they’ll be listed below.

To add a new schedule, click the Add Schedule button.

To Edit or Delete an existing schedule, click the Edit or Delete button next to the schedule you wish
to manage.

Schedules

No o s

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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8. Enter a Schedule Name to define the schedule you’re building.

9. Selectifitis a Holiday or Time schedule.

10. Click the Save button.

11. 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.

* s 3 required field.

= Group: AZAD QG LOCATION
* Schedule Name: I Juhydth I
Schedule Type: I @ Holiday O Time I

Save

12. Enter an Event Name for your schedule.

13. From the dropdown calendar, select the Start Date for your Schedule.

14. From the dropdown calendar, select an End Date for your Schedule.

15. From the dropdown lists, select the Start Time and End Time for your Schedule.

16. 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.

17. From the dropdown list, select Never, Daily, Weekly, Monthly and Yearly which best fits your
Schedule.

18. Complete the remaining information based on your Schedule and the required parameters.

19. Click the Save button.
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Schedules - Add Event

* b5 2 required ekl
* Ewent Name: I Julydth I
- Start Date: T " b
* End Date: @ _
-t e |
* End Time: :
&1 Day Event: _
= Recurs Yearly W b
Every: 1 year(s) on @ Day 4 of July -
1 The First v Sunday - of January v
End: @ Mever
0 After oeoumEnEES
= Da | mmiddiyyyy)

Ll

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 | Portal Administration Inventory Reports  Profile  Help
r .

thedulﬁl Device Management ISuppnl‘tCDntad
Tenant ID: 360650 Default Group: BENSON [ ELERRCHATY
HVD SGroupLevelDevice Setfings

Device Management

This sareen will allow you to manage your group level devices.

Group: DUBLIN -

Vendor: ~Salect - -
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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

Trils Sereen will Mo o 10 MEN2ge Your group level devices.

Group: ORLANDO - |§| D —

Venaor: WD <

==

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.

© x

Appearances, Busy Lamp Fields and Soft Keys.

Manage Services

Device Management

This screen will alow you to manage your group level devices.

Group: CENTURVLINK LAS VEGAS NV (a- + | [ Get |
Vendor: Polycom -
Device Type: PolyTemplate
Devices Bulk Change Device Scitings Templates Bulk Apply Device Templates

Search Devices
Full or partial search queries are OK. Wid card searches are not supported

[oam

Device Hame Primary User Device Description | Device Type | MAC Address

Find - Select- w | thatincludes

Phone Numbers Actions

7028027033(Primary} :;[

7028027033PRIMARY_PolyS00  WVXS00, Rebecca PolyTemplate  D004F2B428A1
6123953880PRIMARY_PolyB0  VVX500-3, Rebecea PolyTemplate  0004F2B1918E
T029047996PRIMARY _Poly6S0  Abraham, NoVhBox PolyTemplate
6123358883PRIMARY_Poly300  WVX300, Rebecca PolyTemplate  0004FZDFCDFS.
6123958886PRIMARY_Polys] Abraham, Ulrich iy Temglate

si230ssss0(Primary) XX
7020047996 (Primary) | XX

6123956863 (Primary)

5123958387 (Shared)
\,

[es]e

. = =

Click on the Gear icon to manage a specific device, including adding additional Shared Call
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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.

E4

Device Management
This soreen will sllow you to manage your group level devices,
Group: CENTURYLINK LAS VEGAS b = \E\
Vendor: Polycom -
Device Type FolyTemelate
Devices Bulk Change Device Settings Templates Bulk Apply Device Templates
Edit Settings
%) BLF - Call Appearance: @ Yes () Mo \
—9 %) BLF - Default Line Key Acticn: nomal -
%) BLF - Remcte Caller ID: @ Yes (@) Mo
7 BLF - Ringer: Silent ring -
%) Browser Home Fage >
7) Call Waiting Tone: beep -
7 Caller Number First @) Yes @ Mo
% Conference Type: N-Way -
7) Contact Center: Disabled - J

%) Corporate Directory On: ©) Yes @ Mo \

%) Day Light Savings Time Enable @ Yes (7)Mo

%) Echo Cancelation: @ Yes Ho

%) Enable Polycom Web GUI ©) Yes @) No

%) Enable Stutter Dial Tone @) Yes @ Mo

7) Exchange Calendar Enable ©) Yes @) No

%) Exchange Server URL

7) Flexible Expansion Module Keys Disabled -

% Hateling Integration @) Yes @ Mo

% Line Numbering: [VVX anly) ©) Yes @) No

% Spoofed Call Blogking (Met be used when on CenturyLink access) @) Yes @ Mo

7 Time Server pool ntp org

% Transfer Type: (VX only) () Blind @) Censultative

%) Video Enable @ Yes (@) No

% Video Quality High HD 1024kbs }
T @ wanug O

() Reset to Group-Level Valu

O

OO0OoooooDao

N R e = e e e\ Ve Vel Ve e ey

OO DO0OODODODODOoDOoDOoODOoDGo O

|
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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

T N s e Y P N MO NPTy W Vg VN

5) Transfer Type: (VWX only) ) Blind @ Consultative =

%) Video Enable @ Yes (D) Mo O

3) Video Quality High HD 1024kbs  + |}

i) Reboat Type: © wmenuar O

[T send 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.

RPN - S, ﬂmﬂ"-‘fﬁm“‘\_ﬁ;/‘\_"_&ﬁg’f\ MM

5 Vioeo Enatle @ O O
5 Video Quslly Medium 512kbs o &
3) =00k Type: O ez @ ppmzes-smenuer () Auomziz - iz

Note: The reboot must be scheduled wilnin a 7 day window.

Stan Date? 05132015

FanTme 10, 200

M
(o] omeamomn J e
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18. Click the Automated-Immediate radio button.
19. Click the Save button to reboot all devices in this group immediately.

%ww@%m

) igea Eranie @ s () N

) Wieo Cusaly Medium512kbs o

5 R0 Type: )y ) arsen-soreoues (@) ausomsie - e b

O

20. If you want to apply the same feature setting changes to additional groups, click the Save to
Multiple Groups button.

M}EHWWWQ‘_\‘;A“

) Wio= Enzole @ ()M

) Vigen QuzIRy Medium 512kbs o

(@ Femoct Tiper [T R - [ p———

e Zave to Multipls 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.

Blow ana e ofher groups In ks lenant wikch have fls device fype. Groups Tt do not have Ihils device fype assigned o
2t lezst one wser will not show up In e auaiiable groups list

BEMSON DUSLIN

ORLANDD > Drag and Drop

[N a
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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 soreen will sllow you to mansge your group level devices.

Group: CENTURYLINK LAS VEGAS | + | | Get |
Vendor: Polycom -
Device Type PolyTemplate
Devices Bulk Change Device Settings Templates Bulk Apply Device Templates

Device Template FalyFremim. 2 ] et | m b

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 CENTURYLINK LAS VEGAS b | ~ |E|
Vendor: Polycom -
Device Type: PalyTemplste
Devices Bulk Change Device Sattings Templates Bulk Apply Device Templates
Device Template FolyPremium_2

Editing existing templates will not change existing devices thet those templates are sssigned to. You will need to re-apply the template to devices thet
you want to change.

Line Key Defaults

Display Count: 2 -
@ Ring Type: Standard Single
_% @ Line Type Private «
@  Message Waiting Indicator. Yes
Track Calls: Yes w

Syne Call Forward Yes

@
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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

%W JMPU\M”‘U@%W“MM.MH;M

Soft Key Defaults

) L] ]

Soft En?ble @Action @Label Show | Showr Action

Key

2 Pull - Pul B H [ clear softKey |

2 Retrieve - Retrieve 1 I} | Clear Soft Key |

4 T irail IR — AT O B [ clear softkey |
~Select - —_—

5 DND Park = [l | clear softKey |
Forward ——

e EiEtI:?:.lp [ clear Soft key |
PTT —_———

T Retum | Clear Soft Key |

8 Vimail [ clear softkey |
Custom N

: BodiD ((cear somey |
Dir P

10 Dir Call Pick w/Barge [ clear softkey |
Directed Call Pickup e

Device oS

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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» BLF - Call Appearance:

» BLF - Default Line Key Action:

» BLF - Remaote Caller ID:

» BLF-Ringer:

Browser Home Fage:

» Call Waiting Toene:

+ Caller Number First:

v Calls per Key:

» Corporate Directory On:

» Day Light Savings Time Enable

Echo Cancelation:

» Enable Polycom Web GUI:

Enatble Stutter Dial Tone:

» Exchange Calendar Enakble:

» Exchange Server URL:

+ Hot Dial Enable:

» Hot Dial Enable:

» Hot Dial:

(7) Soreen Capture:{Requires Polycom Web Gui be
enabled)

) Spoofed Call Blodking {Not be used when on
CenturylLink acoess)

Time Server:

Video Ensble

Video Quality:

@ Yes () Mo
nomal

@ Yes ([ Mo
Silent ring

beep

8

@ ves
@ Yes
.@. Yes
© Yes
© Yes
© Y
() Yes

© ves
© ves
pool ntp
@ Yes

Medium

@ Mo

@ Mo

@ Mo

@ Mo

@ Mo

.org

if _| No

512kbs

Wwﬂmnﬁﬁ e

\

- 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: i@  OdandoCustomTemplats €<
Existing Custom Templates: (7 i=select - [ h

JohnCustom Template 1
JohnCustom Template2
JohnCustomTemplate 3
JohnCustom Template5
abcd

efwrwerw

linekey

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@  OrandoCustomTemplate

Existing Custom Templates: @ Celect =

L]

F
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40. Click the Bulk Apply Device Templates tab to assign a new template to multiple users.

41. Select the template from the Device Template dropdown list.

Device Management

Group:
Vendor:

Device Type
Devices

Device Template

Search Devices
Full or partisl search

This sr=en will sliow you to mansge your group level devices.

CENTURVLINK LAS VEGAS | + | [ Get |
Polycom -

PolyTemplste

Bulk Change Device Settings Templstes Bulk Apply Device Templates

WakeForestCustomTemp h

OK. Wild card search

Find - Select -

+ | thatincludes

LUMeN

MAC Address

———

42. 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.

43.

44,

45,
46.
47.

mewmmﬂﬁwww

Devices Bulk Change Device Settings Templates Bulk Apply Device Templates

Device Template:

WakeForestCustomTemp w

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

Find - Select - + thatincludes [ clear |
— . O T T
7028027033FRIMARY_PolySa0 VX500, Rebecsa FolyTemplate 000472822341

[l ©122958889PRIMARY_Poly80o VVX500-3, Rebecca PolyTemplate 0004F2B1518E

7T028047986FRIMARY_Poly550 Abraham, NoWMBox FolyTemplate

6123958883PRIMARY_Poly300

£123952326FRIMARY_Poly500

VX300, Rebecca

Abraham, Ulrich

PolyTemplate

FolyTemplate

> B e RIMARY_Poly400 VX400, Rebeces PolyTemplate 0004F2D29278
T028027884FRIMARY_Foly500 Bertee, Mary PolyTemplate 001601014A2C
T028027031PRIMARY_PolyE670 Huston, Jeff PolyTemplate 0004F22932FE

3 Rebsct e I P I

é D Send email to users

(==

0004F2DFCDF5
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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 877-878-7543. When a user receives an emor message in the porial, 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 .
CenturyLink End User Help Desk Number: @ S7T-eTETE42
Custom End User Help Desk Humber, P 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.

% Manage Services

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: (3] BTT-878-TH43
Custom End User Help Desk Humber: @ 8886549874 _
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.

Click Manage Services from the main menu.

Click Dial Plan Policy from the sub menu.

If you have multiple groups, from the dropdown list, select the group you want to access.
Click the Get button.

e N

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.

“Is a required fiekd

Group: DUBLIN v | ((Get ) _
@ Use System Defsult Dial Flan ) Ensble Access Code
=

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.

9.

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 line" feature commen in many PBX systems.
*Is a required field

Group: CENTURYLINK LAS VEGAS NV E [ Get |

@ @) Use System Default Dial Plan @ Enable Access Code

(3 *Public Access Code: 9 _
@ Require Access Code for Calls: © Yes @ No b
@ Description: Dial 9 for Outside b

m Cancel |

Group Caller ID

LUMeN

In the 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.

If you require this access code for all calls, click the Yes radio button.

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.

PwnPE

Click the Get button.

User Administration Trunk Administration Manage Services Portal Administration Inventory Reports  Profile
&

Dial Plan Policy I Group Caller ID IExtensinn Dialing Palicy

Tenant ID: 253023 Default Group: LAS VEGAS NV (s-406)  [LE=pnyerons

Group Caller Id
This spplication msy be used to manage Group Caller I for your Enterprise

Select a Group: LAS VEGAS NV {a-408) » | [ Gt | b

Calling Line ID Group Number: [7o23027886 v

(@) Use user phone number for Calling Line Identity

Mon Emergency Calls [Hosted VoIP Users Only) )
(D) Use group phone number for Calling Line Identity

Block Calling Hame for External calls: @ Yes O No
Display User Name when calling other CenturyLink VolP Ve e
customers: Oy @
Group Caller ID Name: [cenmuRLING

Note: The Csller ID Name captured is only transmitted for SIP to SIP calls and not broadcasted to the Public Switched Telephone Hetwork (PSTN). Please work

with your CenturyLink acocount team to update Caller ID Name for the PSTN calls as required.
6700 Via Austi Parway

Current 911 Location: Suite D
Las Vegss, NV 83119

Update 911 Information [ cancel |

If you have multiple groups, from the Group dropdown list, select the group you want to manage.
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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

Thig application may be used to manage Group Caller ID for your Enterprize

Group:  GENTURYLINK LAS VEGAS NV v [(oot | C—
Caling Line ID Group Number: 7028027026 - _

@ Use user phone number for Calling Line identity
(71 Use group phone number for Calling Line ldentity

Non Emergency Calls:

Block Calling Name for External calls : @ Yes () Mo b
Display U.ser Name when calling other CenturyLink VolP & Yes @ No (
customers : = =

Update 941 Information m | Cancel |

11. Observe the confirmation window, then click Proceed to continue to click Cancel to end the
transaction.

Confirm x

Please note: Any seat that is asscciated 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 manage Group Caller ID for your Enterprise

J Change request submitted.

Selecta Group: LAS VEGAS NV {2-408) - | (G )
Calling Line ID Group Number. 7028027856 ~

S
The Calling Line ID Group Number is in the process of being changed. This usually completes in 15 minutes from the time it is submitted. In rare cases, it can
taks up 1o 80 hours. Note: You will be unable to update your 911 Addrass while this change is in progress

(@) Use user phone number for Calling Line Identity

Non Emergency Calls [Hosted VolP Users Only)
(0 Use group phone number for Calling Line Identity

Block Calling Mame for External calls: @ Yes O No

Display User Hame when calling other CenturyLink VolP O @ No
customers

Group Caller ID Hame: CENTURYLINK.

Note: The Caller ID Name captured is only transmitted for SIF to SIF calls and not broadcasted to the Public Switched Telephone Network (PSTN). Please work
with your CenturyLink sccount tesm to updste Caller |0 Name for the PSTN calls ss required.

B700 Vis Austi Paroway
Current 811 Location Suite D
Las Vegas, NV 29119

[ 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 1D 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 Calling Line Identity

Block Calling Name for External calls - @ Yes (O 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.

Volce Mall Contacts Profife & Settings

Profile  Settings 911 Location

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 emergancy services will b routed to this 911 add you d 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 approval. You will immediately receive a message Indicating whether CenturyLink can accept of reject your
proposed address. Requests to modify your 911 address may take approximately 15 minutes from when the request was submitied. Requests

for a future change of your 911 address may take approximately 15 mlnum from the scheduled change date and ime. Any 911 calls made prior

to a confirmed change of your 911 address will route sel
e-mail you atyour email address of racord when 911 service is availab

1o your not your proposed address. CenturyL.ink will
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 CenturyL.ink for details.)

NOT ALL ADDRESS CHANGES CAN BE APPROVED. CenturyLink will only approve addresses where 911 services can be provided, Fallure 6
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 811 operator and provide incorrect information to the 811 operator. If you request a permanent change for your 811 address

1o a location where 911 services are not available, CenturyLink will disconnect your IP Voice service. (.. Show Less)

Scheduled Change: (none)

Change Current Location ¢
My Current Location Is: - Select Location - ¢

Base Location
4850 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
856-540-6245

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

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 haye 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 LAKEHURSTCT
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 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:

[@le=

931 14th St
Denver, CO 80202

Is this correct?

Changing your 911 Location

LUMeN

Once you have added a new location to your 911 Location List, you'll then want to update your location in
the 911 system.

A WN P

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

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 ion to the 911 . 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)

My Current Location Is: v - Select Location - h

Base Location
Denver 931 Save

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved.

Page 198 of 254



LUMeN

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.

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.

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.

oupwNE

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.

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 to the 911 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: ﬂ June 2013 j 7:00 AM 8 h
1 Mountain B h

2 3 456178
9 10 11 12 131415

16 17 18 19 202122 | e

23 24 25 26 27 28 29

30 [cojem
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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 VolP 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 Administration  Trunk Administration | Manage Services
4

Portal Administration Inventory  Reports  Profie  Help  CSR Only

Dial Flan Policy Group Caller 1D |Exten5inr| Dialing Policy I

Tenant ID: 252022 Default Group: LAS VEGAS NV (3-408) [ de ]

Extension Dialing Policy

Q a

Enterprise Extension Dialing Disabled Groups Enterprise Extension Dialing Enabled Groups.

MARRICT CITY CENTER {a-401)

CENTURYLIMK {2-402)

HILTON ORLANDCVALTAMONTE SFRINGS (a-403)
CENTURYLINK SALT LAKE CITY (a-404)
CENTURYLINK PHOENIX AZ (a-405)

LAS VEGAS NV (a-408)

CENTURYLINK_SDE_OMLY (s-8230)

- FORT WALTON BEACH BETA [a-82)
CENTURYLINK SEATTLE WA (=-407)

CENTURYLINK PORTLAND OR (2-408) I —% Drag and Drop

save NI
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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:

Basic Call Recording License — 1 Gig/user — recordings storage for 7 days
Standard Call Recording License — 3 Gigs/user — recordings storage for 30 days
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.
2.
3

Click Portal Administration from the main menu.

Click Call Recording Administration from the sub menu.

If call recording administrators have already been assigned, they’ll be displayed and can be edited
or deleted by clicking the appropriate action button.

To add a new Call Recording Administrator, click the Create New Call Recording Admin button.

User Administration Trunk Administration Manage SeN\cesI Portal Administration I\nvenlory Reports  Profile  Help CSR Only
r

| 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
—— — e w L

SR @y

I
m
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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.

©NOo O

Portal Administration

Call Recording Administration - Create Admin
Ianage Users for Gall Recording Admin

Call Recording Admin User Id:

Search Users
AT

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
Manage Users for Call Recording Admin

Call Recording Admin User Ig: P
Groups with Call Recording:

Select a Group: DUBLIN CHIC (a-6670)

Search Available Users Q Search Assigned Users Q

Assigned Users

S Samen@voip.centurylink.com AL S s@voip.centurylink.com

Drag and Drop

B | cancel |
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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

< Action comleted successfull h

Call Recording Admin User Id: 9132747100 @voip.centurylink com @—
Groups assigned to Call Recording Admin:
DUBLIN OHIO (2-6670) g | h

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

S ewe@voip. centurylink. com o Fan 54 i
b £ @voip.centurylink com wti jaseis ¥ W
I P05 i @voip.centurvlink.com - Er—— Ed | é.l_

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
o Re-enable the call recording feature.

Calls recorded under the previous User ID are not lost and will be accessible by the primary account
administrator only.

1. For detailed information on dashboard functionality and managing call recordings, refer to the Call
Recording Dashboard User Guide.
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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 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-65670) 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- i Group. This will not impact your abilties as the
Administrator.
& * Sub-Administrator User ID: 1subadmin@centurylink.com )
() * Sub-Administrator Password: ~~ sesssses
* Confirm Sub-Administrator Password: ~~ sesssses
\
() * Sub-Administrator E-Mail Address: emailaddress@domain.com
* Sub-Administrator First Name: 18ub
* Sub-Administrater Last Name: Admm—
@ * Sub-Administration Groups 2
q Q
Groups Add Groups to
MARRIOT CITY CENTER (a-401) = . CENTURYLINK SALT LAKE CTY (a-404)
HILTON ORLANDO/ALTAMONTE SPRINGS (a-403) ) CENTURYLINK (a-402)

CENTURYLINK PHOENIX AZ (3-405)

n

CENTURYLINK LAS VEGAS NV (a-406) I

= Drag and Drop

CENTURYLINK SEATTLE WA (a-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:
View/Edit —full authority to features within that category
View Only — can view the information, but cannot administer

e Hide —won’t be able to view or administer

Custom — customize the authority

9. To expand or collapse categories and sub-categories, click the down (V) and right (») arrows.

) * Sub-Administration Functional Grants

—9 ~ User Administration

¥ Manage Users
Customize User Templates

¥ Bulk Load Users

WModify Multiple End User Feature Seftings

Bulk 811 Registration

—9 ¥ Trunk Administration

WModify Multiple End User Feature Assignment

@Twwfw/xrﬂmmw%

@ viewEdit
@ viewEdit
@ viewEdit
@ viewEdit
@ viewEdit
@ viewkEdit
@ viewEdit

@ viewkEdit

@ view Only
@ view only
@ view Only
@ View Only
© view only
© View Only

© view only

© View Only

© hige
© Hige
© hige
@ Hide
@ hide
© hige
@ hide

© Hide

Custom

Custom

Custom

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. After 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.

¥ User Administration
¥ Trunk Administration
¥ Manage Services

* Portal Administration
¥ inventory

¥ Reports

¥ Voice Mail

@ viewEdit
'@' ViewEdit
@ viewEdit
© viewEdit
@ viewEdit
© viewEdit

@ viewEdit

@ View Only
@ view only
@ view only
@ View Only
@ view only
@ View Only

@ view only

oz

@ Hige

D Hige

@ Hige

@ Hige

) ige

@ Hige

D Hige

- R A U W N ot WP

Customn

Custorn

Gustorn

Custorn

Custom

Custorn

Custorn
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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

Portal Sub-Administration

This application may b used to delegate management of specific Telephone Numbers and Groups by creating a Sub-Administrator Group. This will not impact your abilties as the
Administrator

Create New Sub Admin Bulk Load Sub Admin

con [0 00 G

Sub Administrator User ID ‘Sub-Administrator Email Action

1subadmin@centurylink.com emailaddress@domain.com

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 b used to delegate management of specific Telephone Numbers and Groups by creating a Sub-Administrator Group. This will not impact your abilties as the
Administrator

Create New Sub Admin Bulk Load Sub Admin
nora L]

Sub Administrator User 1D [Ty ———

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.

Bulk Load Sub-Admins

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

2, Create your Bulk Load File as specified i the instructions h
3. Select the fil: Mo file sslectsd

£ Validate and Process

Transactional History within the last 90 Days Download Report

No records found

[ Back To 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 o E F G
CenturyLink HVDS SUB OA
Bulkload Template
Version 1.0

Data to be buk lsaded must be entered beginning on Group name based on what's in your
row 5. Hosted VolP portal, make sure to include
Group Number as well just ke ts

Red items are Required. Blue tems are Optional.

character, 1 lower case, 1 sisplayed in the portal
Minimum of & characters with | numoer and 1 special (Case and white space sensitve.)
Valid Actions are: Create, Update, Delete domain character b-Adminis email address b-Admi first name Sub-Administrator's last name (Mutiple Groups with line separated.)

Portal Sub-Admi
Password [Sub: E-lail Address_|Sub First Name b Last Name b LY
omain,cof First Las] aC TRADING PATNER (a-14821)

=[] o] <[] oo o]~
o

|

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 Bulk Load File as specified in the instructions

HVDS_SUE_OA_Bulkload_Template-1xis h

3. Select the file | {

Validate and Process

Transactional History within the last 90 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 xs passed all format validation checks.

Once the bulk load has completed, the following email address{es) will be sent a notification. You can edit the defaut address andlor add addtional addresses by using a
common separator.

* Notification Email Address(es): B L AL T Ir MYRRNI PR
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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 fie No file selected
LN Validate and Process

Transactional History within the last 90 Days Download Report

01/16/2016 08:48 AM CST 253023_253023_SUB_OA_20160116_0348.xis. 2018-01-16@0848x1s

2016-01-16@0844 xis h

1
1

01M8/2016 0836 AM CST 253023_253023_SUB_0A_20160116_0836.xs 1 2016-01-16@0836.xis
1

01/16/2016 08:44 AM CST 253023_253023_SUB_OA_20160116_0843.xi

01/16/2016 08:23 AM CST 253023_253023_SUB_OA_20160116_0823.xi 2016-01-16@0823.x1s

[ 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 net impact your
sbilities a3 the Administrator

Create New Sub Admin Bulk Load Sub Admin

Sub Administrator User ID ‘Sub-Administrator Email

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 G H | J
CenturyLink HV/DS SUB OA
Bulkload Template
Version 1.0
Data to be bulk loaded must be entered beginning on Group name based on what's in your
row 5 Hosted WoPP portal, make sure to include
Red items are Required. Blue ftems are Optional the Group Number as wel, just ke s
displayed in the portal Page names based on what's in your Hosted VolP portal
) X (Case and whits space sensitive.) (Case and white space sensitive.)
1 Valid Actions are: Create, Update, Delete: b last name (Muttple Groups wih ne separated.) (Mutiple Pages with ine separated.)
2
3 ACTION Sub- inis ion F 1al Grants
4 Action b- Last Name Sub-Administration #) Page Names Grant Permissions 3
5 Update Last QC TRADING PATNER (a-14821) User Administration Edi
& Manage Services Edi
7 Portal Administration Edit
e Inventory Edit
9 Reports Edit
10 Voicemail Edit
11
12, ' '
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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

arwnNE

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

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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You receive a message confirming your intent to Unlink your Control Center user ID.
Click the OK button to proceed with unlinking your account.

Portal Ad tration

Success! Your HV Tenant ID was successfully linked to your Control Center User D
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
ARG LR T EETET LS I @ Are you sure you want to unlink your Control Center ID7

282295@voip.centurylink.com| 10308177e2e@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
*is arequired

@ *Control Center User ID:

* Control Center Password:

LUMeN
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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 Pmﬁ\EI Help I
.

User Guides & Help Information Did You Know?  What's New?

Tenant ID: 2606850 Default Group: BENSCN
e

Frequently Asked Questions

|e= to SavvisDirect Knawledge Base ‘

Manuals

Hosted VolP Administrator Portal Guide “*REVISED** 5/11/15

Hosted VoIP Trunk Administration Portal Guide

Hosted VolP End User Portal Guide ““REVISED 5/11/15*
tturyl n

Enigneise Assishand

_EWAMHAH Fa

Receptionist Console Teaining

7 Control Cenber
(0 1o Control Center Portd |

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 Profile Help CSR Only
&

Call Recording Administration  Call Recordings  Portal Sub Administration  Link Control 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-6870) - | | Get |
¥ Call Logs @ View/Edit © view Only © Hide
¥ Call Features @ ViewEdit @ view Only © Hide
¥ virtual Desk @ viewEdit @ view Only © Hide
¥ Vioice Mail @ ViewlEdit © View Only © Hide

* Conta [ sy 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 Portal Access
This screen will allow you to configure what the end users can view or edit

Select a Group: L3 SITE - | st | b

» Call Logs @ viewEdit © View only © Hide Custem

¥ Call Features @ viewEdit © View only © Hide Custom

¥ Virtual Desk @ viewEdit @ View only © Hide Custom

» Contacts @ viewEdit © View only © Hide Custom

» Profile and Settings @ ViewEdit © vView Only © Hide Custom
Help @ viewEdit D view only D Hide

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.
o 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
e Hidden — these features won’t appear in the end user’s portal

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 - |E|
ﬁ * Call Logs @ viewEdit D view only D Hide Custom
* Call Features ©® viewEdit © view only © Hide Custom
¥ Virtual Desk @ viewEdit D view only D Hide Custom
¥ Contacts @ viewEdit O view Only D) Hide Custom
¥ Profile and Settings @ viewedit @ view only O hige Custem
Help @ viewEdit 2 view only D Hide

Save 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 - lEl
= Call Logs D viewEdit © View only © Hide \ @ custom
Missed Calls ) viewEdit @ view Cnly O Hide
Incoming Calls © ViewEdit © View Only @ Hide
Outgoing Calls @ viewEdit @ view only O mige
¥ Call Features @ viewEdit @ view only © Hide > Custom
¥ Virtual Desk @ viewEdit ) view only © Hide Custom
¥ Contacts @ viewEdit @ view only @ wige Custem
¥ Profile and Settings ® viewEdit ® View only © Hide Custom
Help @ viewEdit © view Cnly © Hide J

m 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.

Available Groups Groups to Assign Settings to

L2 SITE QC SITE

@ SITE S Drag and Drop

L= J
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e Missed Calls
e Incoming Calls
e Qutgoing Calls

Portal Administration

User Portal Access

This soreen will allow you to configure what the end users can view or edit

Select a Group:

—— = Call Logs

Missed Calls
Incoming Calls
Owtgoing Calls

} Call Features

* Virtual Desk

» Contacts

¥ Profile and Settings

Help

L2 SITE

® viewEdit
@ viewEdit
® viewEdit
@ viewEdit
©® viewEdit
@ viewEdit
© viewEdit
@ viewEdit

@ viewEdit

v (et |

2 View Only
=) View Cnly
7 View Cnly
Y Wiew Only

7 View Cnly

Wiew Only

View Only

=) View Cnly

Wiew Only

) Hige
) hide
) Hige
) hide
) Hide
© Hide
) hide
) hide

) Hide

Save Save to Multiple Groups l Cancel

Custom

Custom

Custom

Custom

Custom

LUMeN
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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

Call Settings

Find Me
Privacy
Call Treatm

at sub feature.

ent Schedules

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
¥ Call Settings @ viewEdit

» Find Me ® viewEdit

» Privacy @ viewEdit
Call Treatment Schedules @:l View/Edit
ManagePC Receptionist Users @:‘ ViewEdit

¥ Virtual Desk ® viewEdit
» Contacts @ viewEdit
¥ Profile and Settings @ viewEdit
Help @ viewEdit

Save to Multiple Groups | Cancel

~| (o]
© View Only
@ view only
D view Cnly
© View only
@ view only
© View Only
@ view only
D view Cnly
© View Only
@ view only

© View Only

@ Hide
D hide
@ Hide
© Hide
D hide
@ Hide
D hide
@ Hide
© Hide
D hide

© Hide

Custom

Custom

Custom

Custom

Custom

Custom

Custom

Custom

LUMeN
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Virtual Desk
e Anywhere

Line Status

Mobility

Portal Administration

User Portal Access

Trils Sereen will 2w J0u 10 CORTgUTe WSt 2 End LSEMS C3n VIew o edi

Select 3 Group:

¥ Call Logs
¥ Call Featurss
ﬁ = \irtusl Desk
Anywhers
Remaots Offics
Déstinctive Ring
Lins Status
Custom Ringback
Mobaity
¢ Contacts
* Profile and $sttings

Heilp

Remote Office
Distinctive Ring

Custom Ringback

[ m—
@ yiewzan
@ ez
@ \iewzn
@ yvewEm
@ ez
@ yiewzn
@ viewzar
@ ez
@ yiewzn
@ viewzar

@ yewemn

-

(ot

':::' View Only
) view oy
©) viewony
) view oy
) view oy
(8] View Onlly
) view oy
':::' View Only
(8] View Onlly
) view oy
':::' View Only

2 wiew oay

o (o)
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Contacts
e (Contacts
e Speed Dial 100
e Speed Dial 8

Portal Administration

User Portal Access
Thils screen will allow you io configure wial fe end users can view or edi

Selsct a Group: L3STE - |E|
b Call Logs [ y— @ vieweny ) roe cusm
b Call Featurss [CIRr— © vieweny © e Cusom
¥ Virtuai Desk [CIpr——— © viewony ©) rige Custom
é ~ Contacts '@:‘ ViewEdk ':' iew Onily ':' Hide Custom
Contscts @ yieyzan © viewony D e
Spesd Dial 100 [ — © vieweny ® roe
Spest Diai 8 @ vieyem @ viewony ® e
¥ Frofile and 3sttings l@:l WSk ':' iew Sy ':' Hide Cusiom
Help @ ey © viewony (@

o =

Profile and Settings
e Profile
e Settings
e 911 Location

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 - lE]

¥ Call Logs @ viewEdit @ view only © Hide Custom
* Call Features @ ViewEdit © View Only © Hide Custom
* Virtual Desk ® viewEdit © View only D Hide Customn
¥ Contacts @ viewEdit @ view only © Hide Custom
é ~ Profile and Settings @ ViewEdit © View Only © Hide Custom
* Profile ® viewEdit © View only D Hide Customn
» Settings ® viewEdit © View only © Hide Custom

911 Location @ ViewEdit © View Only © Hide

Help @ viewEdit @ view only © Hide

Sawve to Multiple Groups l Cancel
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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.
2.

N A~®

Click Inventory from the main menu.
Click Inventory Overview from the sub menu.

User Administration ~ Trunk Administration ~ Manage Senices PnrtaIAdministratinnI Inventory  Reports IPrnﬁIe Help  CSR Only
.

I Inventory Overview ITeIepnnne Mumbers Seats Add OnFeatures SIP Trunking Sessions  Order Status

Inventory

Enterprise Overview

SIP Session Type Current Quantity Enterprise MCC MCC Status
9 3z

ENTERPRISE Enabled

Selecta Group: CENTURYLINK LAS VEGAS NV (a-406) - \ Get | Change Group Name Groups & MCC
rorn T ]

Admin Seats
Analog Seats
Anywhere Seats

a sl o
e o n =
e e o o
a =N

Auto Attendant Seats.

Tenant ID: 253023 Default Group: CENTURYLINK LAS VEGAS NV (a-408) Change Group

fraibe m

R N AN A Y i Y

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.

Enterprise Overview

SIP Session Type Current Quantity Enterprise MCC MCC Status
9 2

ENTERPRISE Enabled
Change Group Name h
orn T ]

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

Admin Seats. 1 1 0 2
Analog Seats. 0 2 0 2
Anywhere Seats 1 0 0 1
Auto Attendant Seats 4 0 0 4

Wﬂ%/wvwmwmﬁ

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved.

Page 218 of 254



LUMeN

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-406) - h
* New Group Name: LAS VEGAS NV|

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
k] 32

ENTERPRISE Enabled

Select a Group: LAS VEGAS NV (a-406) v et 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
B h
B 1o L a3 e — E
SPRINGS(a-403) ! Disabled A
DS1T-16590680 MARRIOT CITY CENTER(a-401) 1 Disabled
CENTURYLINK PORTLAND .
D51T-16690680 OR(a405) 1 Dizabled
DS11T-16690680 FORT WALTON BEACH BETA(a-82) 5 Enabled
CENTURYLINK SEATTLE
DS1T-18600680 alat07) 10 Enabled
DS1T-16690680 CENTURYLINK_SDE_ONLY(a-8230) 9 Enabled
DS1T-18600680 CENTURYLINK(a-402) 1 Disabled
DS1T-16690680 CENTURYLINK PHOENIX AZ(3-405) 1 Disabled
CENTURYLINK SALT LAKE
DS11T-16680680 O (a.208) 9 Enabled
DS1T-16600680 LAS VEGAS NV{a-408) 25 Enabled v

. 4 F
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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 specif
dropdown list.

Click the Get button.

This provides you with Quantity of Available TNs (telep
and Quantity of Pending TNSs.

ic group, select the location from the Group

hone numbers), and Quantity of In-Use TNs

You can Delete or Add telephone numbers to your inventory, by clicking the appropriate button.

Click the Group dropdown list under Search for Teleph
Click the Search button.

one Number Status to select a location.

User Administration  Trunk Administration Manage Services  Portal Administration Inventory

Reports  Profile  Help  CSR Only

Inventory Ovaviewl Telephone Humbers. ISEBE Add On Features  SIF Trunking Sessions Order Status

Telephone Numbers
Manage Inventory

Quantity of Available THs: 1"

Quantity of In-Use Ts: 31

Quantity of Pending TNs: 0

Tenant ID: 253023 Default Group: CENTURYLINK LAS VEGAS NV (a-408)

Group: I CENTURYLINK LAS VEGAS NV {s-408) . I [(eet | h

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—|—

Partisl queries and wildcard searches sre supported. Lesving Phone Number blank and perferming 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 N P T I N TN TN T T Ny e
Search for Telephone Number Status

Fartial queries and wildcard sesrches are supported. Leaving Phone Number blank and perferming your search will retum all telephone numbers used and
svailable for the selected group.

Group:  CENTURYLIMK LAS VEGAS | = Fhene Number, m | Clear \

Export Report

won 10 08 S
Fhans Humber Sxiensien “

2083421538 Nasim (Call Center) CENTURYLINK LAS WVEGAS NV (3-408)
2084303652 CENTURYLINK LAS VEGAS NV (a-408)
2084902887 VMPILOT,e-408 CENTURYLINK LAS VEGAS NV (a-408)
2085215288 CENTURYLINK LAS VEGAS NV (a-408)
3185827029 BBKTESTONLY (Hunt Group) CENTURYLINK LAS VEGAS NV (2-408)
3185837036 BrothersTESTONLY (Hunt Group) CENTURYLINK LAS VEGAS NV (a-408)
3185827048 CENTURYLINK LAS WVEGAS NV (3-408)
3185827091 CENTURYLINK LAS VEGAS NV (2-408)
3185827113 AutoAttendsnt,nageti1 CENTURYLINK LAS WVEGAS NV (3-408)
3212037109 CENTURYLINK LAS VEGAS NV (a-408)
3212037209 T208 Testa,Persons Li I CENTURYLINK LAS VEGAS NV (a-408)
3212037210 7210 Nahida,Farhana CENTURYLINK LAS VEGAS NV (a-408)
3212037218 7218 WM Box, Test CENTURYLINK LAS VEGAS NV (2-408)
3212037222 CENTURYLINK LAS WVEGAS 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 [3-408) - |E|
Quantity of Available THs "

Quantity of In-Use THs 31

Quantity of Pending Ths: o

Delete Telephone Numbers Add Telephone Numbers: New Add Telephone Numbers: Port

Search for Telephone Number Status

Partial queries and wildcard searches are supported. Leaving Phone Number blank and performing your search will return sl telephone numbers used and
svsilable for the selected group.

Group: | CENTURYLINK LAS VEGAS I = I Phone Number: 6123953882 | clear | I
L )

Export Report

©122958882 8882 VVX400 Rebecca CENTURYLINK LAS VEGAS NV (a-406)
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Delete Telephone Numbers

1. To Delete one or more telephone numbers, click the Delete Telephone Numbers button.
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 numbers to users or services.

%

Telephone Numbers
Manage Inventory

Group: PTLMO1 HY SITE1 - Get
‘Quantity of Available THs: 1117
‘Quantity of In-Use Ths 5

Delete Telephone Numbers Add Telephone Numbers: New Add Telephone Numbers: Port

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,
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.

wnN

oo

Telephone Numbers

To remawve Telephone Numbers from your inventony, you must first delete the seat associated with that number. |f you do not have
any Availsble Telephone Mumbers, you cannot remove any.

Up to 100 telephone numbers can be deleted in an order,

Group: PTLMO1 HV SITE 1

Delete Individual Telephone Numbers

O Select Al Available Numbars

Available numbers Available numbers Available numbers Available numbers |_=‘:| \
[C]2802120028 [ 2502410184 [[] 2202410442 [[as02410722
[[] 2802120029 [ 2602410185 [[] 2802410444 [[as02410723
[F] 2602120030 O 2602410188 [C] 2602410445 [l 2802410724
[Faso2120031 [ 2802410187 [ 2602410448 [ 2602410725 > €«
[E] 3802120032 [ 3802410188 [C] 3802410447 [£] 2802410726
[ asa2125200 [ 2802410183 [[] 2802410448 [[3s02410727
4|—|| IEnT T M antasn47n i M asntasndss Ml aantan7re — | J
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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 Numbers

To remove Telephone Mumbers from your inventory, you must first delete the seat associated with that number. [f you do not have
any Available Telephone Numbers, you cannot remove any.

Up to 100 telephone numbers can be deleted in an order.

Group: PTLMO1 HV SITE 1

Delete Individual Telephone Numbers

[ sslect All Available Numbers

Bvailable numbers Bvailable numbers Available numbers Available numbers |_:J
[ 2602120028 [ 2502410184 12802410443 2802410722
[ 3802120029 3602410165 [[2s02410444 [ aso02410722
[F] 2602120030 [ 2502410165 12802410445 12802410724
[l 2802120031 O 2602410167 [ 2602410448 [ 2802410725
[F 3802120032 [ 3802410188 2802410447 [Fl3s02410726
[ 2s02125200 O 2502410169 [[2e02410448 [ 2e02410727
4|—|| eI TR 1 aentasne7n i [Flasnrasnasa [Flasnrasnrre — 2
And/Or

Delete a Range of Telephone Numbers

From: 3802110028 7o 3802120020 <
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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 Numbers

Delete Confirmation

3802410721

Whom shall we contact if a question arises regarding your order?
= Is a required field.

*= First Name: Customer \

= Last Name: Adrmin
= Phone: Z12EEE1212 >
© Email: customer@domain. com

Comments: Enter any applicable nowes. A‘ J

-
Cancel

13. You'll need to confirm deletion of the number(s).
14. Click the Confirm button.

Delete Confirmation

Please confirm your request to delets the selected telephons
numbsrs.
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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 status, plesse uss 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.
o New —new numbers 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 Inventery

Group: LAS VEGAS NV (a-408) - [ E\
Quantty of Avaiable TNs 14

Quantty of n-Uss Ths: 4

Quantity of Pending TNs: 0

Delete Telephone Numbers Add Telephone Humbers: New Add Telephone Numbers: Port

Search for Telephone Number Status

Partial quaries and wikdcard 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 (a-406) - Phone Numherl:l [ 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 (3-406)
! 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 groupflocation.
(@® Find by Area Code
* Area Code: *Exchange: - Select- | = h
* Quantity of Numbers to Add: I: 2
mewmem“waﬁ
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.

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 THs do not have to be in the same rate center as the groupfiocation

() FindbyArsaCode (@ Find by Address

Street Address: el
* State: v .

* Quantity of Numbers to Add: I:l [ consecutive Humbers

v sl %«MNJ\MJ'\_/‘%F\F TN Pt T

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-406)

! Please note: Up to 1000 THs can be put on a single request. The Ts do not have to be in the same rate center as the group/location

@ Find by Area Code () Find by Addrass

*Area Code: 952 *Exchange: |777
* Quantity of Numbers to Add: 4 consecutive Numbers [ View Availabie Tiis | h

Vhom shall we contact if a question arises regarding your order?

T ™ i et T WINPT e N i Vst Ve
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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-408)

! 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 group/iocation
@ FindbyArsaCode () Find by Address

* Area Code: *Exchange: |257
* Quantity of Humbers to Add: 4 Consecutive Humbers  ( View Available This |

Available TNs

9522577226 (Local)
9522577227 (Local)
9522577228 (Local)
9522577228 (Local)
9522577230 (Local)

9522577225 (Local)

9522577231 (Local)

1. = Drag and Drop

9522577233 (Local)

Whom shall we contact if a gugstion arises regarding your order?
Mr~ o f‘"w\/w\mmw““w—w

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)
9522577230 (Local)
9522577231 (Local}
9522577232 (Local) ©

N SN N f_\w/‘{'“—’f—. mu{:;\'—n-»wﬁn—\/_\/\\

Whom shall we contact if a question arises regarding your order?

*1s a required field.

* Email: [ i@centurylink.com|
What 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 Telephene Numbers: New - Success

F Orderinjs): 181686675

Thank you for your order. To track status, please use Inventory = Order Status.

The folowing numbers have been been assignad to you per your request

New Numbers Assigned

9522577225 9522577234

Add Telephone Numbers: Port

1. To add ported numbers to your inventory, click the Add Telephone Numbers: Port button.

Telephone Numbers

Manage Inventory

Group: FTLMO1 HV SITE 1w EI
Quantity of Available TNs: m7

Quantity of In-Use THs: 5

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:
Each port request via this portal is limited to 100 TNs (Telephone Numbers). If your porting nesds

excead 100 TNs, or you are nesding to port a tol fras numbar, plsase contact your acoount
representative for further assistance,

A separate raquest is required for TN that belong to different account numbers. As an exampis, if
you have TNs that are assigned to Account A and other TNs that are assigned to Account B, and you

want 1o port them all, you
anothar raquest for those
Telephone Numbar) as part of your port request, all TNs on that account must be ported with the BTN,

or you will have to contact the curent provider first and have them change the BTN to another
number,

must submit a request for the THs assigned to Acoount A and then submit
assigned to Acoount B. Furthermore, if you would like to port the BTN (Biling

As ahays, you should never attempt to port TNs that do not belong to you er your business.

[z o]
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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 Numbers

Add Telephone Numbers: Port

Growp: PTLMOT HV SITE 1

| Pleass note: Up to 100 ported TM= can be put on a3 single reguest.

Input Tekephons Mumber(s):

Select 5 Rangs:

All TH= are 10 digits long without any special characters. |f multiple TNs are entersd, use comma delimiter to separate the
numbers. Example: 3032201133, 2063128855,

3604335000, 3604335005, 3604335 =~ ?

o7

AndiOr

Area Last 4 Last 4
Code  E¥ehange poon. 1O b

60 433 &010 5019

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

! Please note: Up to 100 ported TH= can be put on a single request.

All TM= are 10 digits long without any special characters. |f multiple TNs are entered, use comma delimiter to separate the
numbers. Example: 3032201133,20862128859.

! The number(s) you have submitted are available 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

» 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 Last 4 Lasta
Code  E*change e T pigits
= ) 210 EE)

I Portability Check | | Cancel

9. You'll receive this error if your numbers are not available to port.

All TNs are 10 digits long withowt any special characters. | multiple TMs are entered, use comma delimiter to separate the
numbers. Example: 3032201133, 2062128895.

! Mone of the individusl phone number(s) entersd is eligible to port.

Input Telephone Number(s): 3E02E11150, 3602611158, S602E1L =

160
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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) to be Ported

3604335000

BED42I5005

3604335007

2604325010-2504335015

= Is a required field.

* Requested Due

= Billing Account

= Service Address

= Billing Address:

current carrier:

= Date:

= Initials for the o

= LOA Contact Tel
Number:

Required LOA Information

LOA infio is needed for eveny company associsted to the TNs being requested for port.

Date:

Number(s):

= City:

= Gtate:

= Zipcode:

= City:

= Hate:

~Zipcode:

= ARuthorized Party:

* PIN numbers provided to

Lstomer:

= LOA Contact Mame:

ephone

12132013

o]

For example, if you are porting 100 TMs then all need to have come from one company.

D

2604335002

\

1224 Masin Strest

Amywhere

WA -

60123

1224 Main Strest

Amyahers

WA -

60123

Customer Name

1234

A4i/2013

TN

Customer Name

Z1ZEEE1Z1Z
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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 & question arises regarding your order?
= Is a required field.
* First Name: ‘Customer )
* Last Mame: Mame
* Phone: ZTIEEEIINZ }’
* Email: customen@domain. com
Comments: Enter nobes if applicable. o
/

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.

e

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.

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

Y Y VW NtV S G P S

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.

% 11. 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.

Services not available everywhere. Business customers only. Lumen may change, cancel or substitute products and services, or vary them by service
area at its sole discretion without notice. ©2022 Lumen Technologies. All Rights Reserved. Page 233 of 254



Inventory

Seats
Manage Inventory

Select a Group:
*1s a required field
Type

Admin Sests

Analog Seats
Anywhere Sests
Auto Attendant Sests
Basic Seats
Conference Seats

Centact Center Basic Seats

Standsrd Seats
Virtual Seats

Voice Mail Only Seats

MF\.AHMMWH

CENTURYLINK LAS VEGAS b » | [ Get |

I I e O
0 a o 0 0
0 o o 0 0 Polycom SoundPoirt IP 650 w/ 1 Sidecar
Polycom SoundPoirt IP 670 w/ 1 Sidecar
1 o 1 0 o Polycom VWX 300 w/ 1 Sidecar
Polycom VWX 310w/ 1 Sidecar
1 0 4 0 0 Palycom VWX 400 w/ 1 Sidecar
Palycom VWX 410w/ 1 Sidecar
o 1 4 o o Polycom VWX 500w/ 1 Sidecar
Palycom VX 500 w/ 1 Sidecar + Camera
0 ° 0 o0 0 Palycom VX 600 w/ 1 Sidecar
Palycom VWX 800 w/ 1 Sidecar + Camera
2 k) 10 0 0 Mo CPE -

N IO G U s G L,

o o o L] 0 i Palycom VVX 500 -
1 0 1 0 0
o 1 1 L] 0

—m ) ()

LUMeN

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.

Inventory

Seats
Order Confirmation

These are the inventory quantities you have requested. Flease review before placing order.
Standard Sests 1 Polycom VWX 500

For Added seats please allow 10 minutes after placing the order for processing. Then you can use the seats for Users and senvices. New phones will be shipped
within 5 business days.

For Removed sests you will receive a Retum Autherization Shipping Label for your phones. The Available qusntities will be decressed by the removed ameunt.

Whom shall we contact if a question arises regarding your order?

* 15 a required field

* First Name:

* Last Name

* Phone.

* Email:

Comments:

Contact

Name

2125551234

customer@domain.com

Enter any necessary comments

Place Order [ Cancel |
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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 ID{s): 1T408TE11

Thank you for your order, The system will process Customer Premise Equipment {CPE) orders separatehy. To track status,
plesse use 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.

NS s

User Administration  Trunk Administration ~ Manage Senvices F‘Uﬂa\Admmlstratlunl Inventory IRepurls Profile  Help  CSR Only
A

Inventory Overview Telephone Numbers SEE'BI Add On Features ISIF‘Trunkmg Sessions  Order Status

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

Add On Features
Summary and Edit

Selecta Group: CENTURYLINK LAS VEGAS NV (a-406)
Business Communicator Collaboration 4 L3 0 10 0 g
S =
Business Communicator Voice/Video o i 0 8 i g
—— =
Desktop Sofiphones 3 0 0 3 0 S5
Mobile Softphones. 0 4 o 4 0
Receptionist Console 1 0 0 1 0
Secure SP 0 3 0 5 0
SIPE9T 0 0 0 ] 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 Collsboration 4 8 0 10 0
Business Communicator Voice/Video 0 8 ] 8 o
Deskiop Sofiphones 3 0 0 3 o
Mobile Sofiphones 0 4 0 4 0
Receplionist Console 1 0 0 1 '
Secure SP 0 5 0 5 o
SPEST 0 0 0 0 '
Vloice Mail for Group Features 1 5 0 [ '
\ioice Mail Transcription 8 4 0 12 o0
(Scz=g)

7. All users having that Add On Feature assigned, are displayed.
8. When finished reviewing the information, click the Close button.

-2 N
In User Add-On Features Summary

Feature Type: Business Communicator Collaboration

Jane Doe 1
Rebecca WAHA00 1
Rebecca WAKEO0 1
Becky Wirtual 1

e —
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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.

LUMeN

11. To remove inventory, enter the number of units you want to remove in the Remove Features column.
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.

12. Click the Submit button.

Add On Features
Summary and Edit

Selecta Group: CENTURYLINK LAS VEGAS NV (a-406) - |E\
Business Communicator Collaboration 4 3 0
Business Communicator Voice/Video 0 8 0
Deskiop Softphones 3 0 0
Mobile Softphones 0 4 D 4
Receptionist Console 1 0 0
Secure SP 0 5 0
SPEST 0 0 0
Voice Mai for Group Features 1 5 0
Voice Mai Transcription 8 4 0

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

Meabile Scftphones 1

‘Whom shall we contact if 8 question arises regarding your order?

~ Is & required field.

*© First Name: Jehn

© Last Name: Dce

* 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.

LUMeN

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

(6]

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 IRaunrts Profile 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 Order Type Order Order Due Status
oniSi Order Statu
RequestD | orgerip . Ty o [Location/Site) rder Status ot

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

6. All Orders for a group will be displayed.
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7. To narrow 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.

11. Click on an Order Request ID, to gain additional information about that order.

Order Status

Adding Seats/Add cn Feati Phone {subject to availability) will complete within 72 business hours. Additicnal
billing may apply. Flease refer to your contract for furtther 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
Account tesm 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 K. Wild card searches are not supported.

Find - St + that ncudes D «———
Ord Order Customer G \
roet Sales e Order ‘Order Due _rnu!) . Order Status
Request ID Order ID Cnd!:pee Entry Date Date (Location/Site) | giap,q Date

237656993 Change 09/06/2014 SITE2 Fending 02/06/2014
237656994 Change 09/08/2014 SITE3 Pending 09/06/2014 >
237656755 172850285 Change 08/03/2014  0910/2014 SITE2 Pending 09/02/2014
237656755 172850311 Change 08/03/2014  0910/2014 SITE3 Pending 09/03/2014
23TBEETES 1726850298 Change 02/03/2014  0910/2014 SITE2 Pending 09/03/2014
237656755 172650330 Change 09/03/2014 09/10/2014 SITE3 FPending 09/03/2014 J

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 detsils. 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 Account team to update those records as required. The default Caller |D name of the CenturyLink

network is “IP Voice,” unless othenwise specified when you placed your original order.

Search for an Order
Full or partial search queries are OK. Wild card searches are not supported.

B - | o |

‘Order Type Code

Find - Sslect - ~ that includes

Refrash

Sales Order ID

‘Order Request 1D

174080870 Changs 1003172012 170772012 FTLMOZ SITE 1
237354554 174081817 Change 11/11/2013 11/18/2013 PTLMOZ SITE 1
238000852 174083282 Change 11/12/2012 11272012 PTLMOZ SITE 1
237353383 1740781568 MNew/Install 10/25/2013 11/05/2013 PTLMC2 SITE 1
237353383 174078164 Mew/Install 10/25/2013 11/05/2013 PTLMOCZ SITE 1
238002951 174088905 ‘Change 11/18/2013 1/25/2013 PTLMOZ SITE 1

‘Customer Order | . . Group =
Entry Date Order Due Date (Location/Sits) Order Status | Status Date

‘Completed 10/31/2013
‘Completed 11112013
‘Completed 11122013
‘Completed 1072872013
‘Completed 10232013
‘Completed 11182013
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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.

Qrder Status Detail

Order Request ID: 237931170

Sales Order ID. 187158236
Customer Order Eniry Date: 0411512016
Order Due Date: 0412212016
Order Type Code Change
Order Source HVDSPORTAL
VolP Circuit Location: 930 15TH ST, DENVER, CO, 80202
L3 LOC (a-16021)
Group (Location/Site). QC LOC (a-18022)
QX LOC (a-16020)
Order Status: Completed
Assigned RUTPC Name:
Inventory item Action  Quantity
Order ftems:

CALL RECORDING

BASIC Add 20

[aa]

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 Featuresiew Phoge numbers subject to availability) will complete within 723
your contract for further details] C for the standard list rates. If you are requesting the porti
to complete. For White Page Listings and Caller ID name please consult your CenturylLink Account t4
name of the CenturyLink network is “IP Voice,” unless otherwise specified when you placed your origig

Search for an Order

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

Find - Select - + thatincludes

Customer
Order Sales Order Type Order Order Due Group

Request I Order 1D Code Entry Date Date {Location/ Site)

2377336800 172868054 New/Install 04132015 04/20/2015 DUBLIN,
BENSCN, ...
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Reports

LUMeN

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

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 Invenmryl Reports IPmﬁle Help  CSR Only
b

I Utilization Reports IEnlEp(isE CDR Repors  Voice Mail Reports  Portal Usage Reports  Trunk Utilization Reports

Tenant ID: 263023 Default Group: CENTURYLINK LAS VEGAS NV [a-408) Change Group

Utilization Reports
*Is 2 required field.

@ *Access Type () Trunks i} Phane Numbers

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

Get Phone Numbers || (B

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. 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

10.

11.

12.
13.

14,

15.
16.

17.

your report.

Report Criteria
@ * Report Type:
Title:

Comments:

Time Frame:
@ Start Date:

@®Start Time (GMT):

07/01/2014

<

Hourly Summary -

Hourly Summary for Trunks

Enter comments here regarding this report.

The time frame must not exceed 24 hours.

[ End Date: 07130/2014 ®

5. 00~ PM - €=

02 ~ 00 » AM = End Time (GMT):

LUMeN

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.

Fhons Numbers

P D F—

FER05HEI

SIS I —9 Drag and Drop
el ) -
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@ * Report Output

Drag and Drop €

Avaltsibls Columns

1

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

153000000

Summary "iew Regan a2 537 Cnn
Tt VWS SN T Pone NaToer:
Comments: 7187 3 COTTENTE FRgENOING S TS0 T Jou CaE necegeay
Tms Frams: n7AsM B MY
vora a0n Bm
- § T T Outbound MOU | Total MOU inboun Sutboun inboun Sutbouns
2001117
zam Tsmoonm st ossizs 23575 Er 1 1
200117
zam Py st iz 01z 102945 2 3
200117
zam e csT e a0 e 1 [
00117
2am e csT an a1 mm a 4
zam a csT an sz sz a 1

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.

o — ]

Utilization Report

Sumary

Comments:

Tims Frams:

View Report a5 Bar Chart

Detals

‘Weskiy Sumeary for Brone Numbers - Getall
reganding B feport Bt
RO Tz

Bar Chart
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24. For more details on your usage and call records, click the Details tab.

LUMeN’

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.

‘Because of he amount of 622 1 3 Dl Report, s may take 3
e oger.

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

>

(ot naannonanm mm

camng TH

start Time.

Rstezss TINS

201417 145222800 201417 145514296 csT ves
=301 25321 ST HIOEISIDS | 20147 14S2ITETT 201417 14551078 csT =[m VeE-FrsEnITECon
=301 25321 413605679 318606056 2014117 14560821 201417 145647689 osT 2478 s
=301 25321 4160525 | +IN0GISHEZS 201417 143641235 20141117 145822050 csT 100215 Vee-Fosedinection
=31 25321 13036052625 +I03GISHEZS 2014117 143641235 20141117 145822050 csT 100215 Yes
=31 25321 +13036052625 | B555406245 2014117 145641240 20141117 145822050 csT 100210 Yes
=01 25321 HISTIMISS | HINEGISITE 201417 145805070 20147 15024082 osT TR v
=01 25321 SUOUIETSE | HISEGISITE 201417 15034937 14M7 7RIS csT 4420365 e
=301 25321 +13036052679 | 3183510 2014117 152148440 20141117 152247.052 csT 261 ver

‘Summary ‘View Report 25 Bar Chart Dstats

Tie: ‘Weskly Summary for Phonz Numers

Comments: Errany 5
Time Frame: 72014 1o 1112172014

Answsr Inakcator
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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.

=801 e csT 202705 4amaz 700047 1 3 1 H -
=801 sl = an asam2 osamm2 a 1 a 1
801 ol csT ame EES 238 1 1
a0 rini = a0 158 11633 a 1 a 1
a0 bl = T asaros 1558572 1 1
=801 it csT a0 10188 10125 0 a
a0 fini = 19725 FEm 4705
=801 i = 1831 a0 16391 + a ‘ a
=801 it osT = a0 13453 2 a 2 o L
801 Fini csT asir an osur 1 a 1 a
ves 151 NOOD S -
e -

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 c 1] E F G H |

1 Location N Service Provider  Calling TH Called TN Start Time Release Time Time Zone  Call Duration Answer Indicator

2 a401 253023 413036063107 9708275555 20141215 16:28:13.551 20141215 16:35:39.020  CST "445 489 Yes

3 a401 263023 "+13036063107  'B555406245 20141215 20:16:02.577 20141215 20:16:14.805  CST "2.228 Yes

4 a-401 253023 "+13036063107 88 20141215 20:16:23 256 20141215 20:16:31.526 CsT "5.270 No

5 a-401 263023 "+13036063107 ‘5555406245 20141215 20:16:41.949 20141215 20:17:00.878  CST "18.929 Yes

6 |a-401 "263023 "+13036063107  'B555406245 20141215 20:17:24 160 20141215 20:17:39.018 CST "4 859 Yes

7 a401 253023 413037542804  +13036063107 20141215 20:27:03.860 20141215 20:42:28.991  CST "25.131 Yes

8 a-401 263023 "+13036063105 ‘5555406245 20141215 21:26:17.856 20141215 21:27:04.419  CST "46.563 Yes

9 |a401 253023 "+13036063105  'B555406245 20141215 21:29:13 885 20141215 21:29:35.683 CsT 21798 Yes

10 a-401 253023 414044187681 +13036063105 20141215 21:50:15.736 20141215 23:22:18.637  CST "5622.901 Yes

11 a-401 "263023 "+13037542804  "+13036063107 20141216 00:04:43 045 20141216 00:06:16.322 CST 33277 Yes-PostRedirection
12 a-401 253023 413036063107 ‘8667893818 20141216 15:29:34.310 20141216 16:30:24.085  CST "3649.745 Yes

13 a-401 263023 "+13037542604  +13036063107 20141216 15:50:04.220 20141216 15:50:31.611  CST 27.291 ‘Yes-PostRedirection
14 |a-401 253023 "+13038063107  "8667898618 20141216 16:59:51.929 20141216 17:13:58.192 CST "546.263 Yes

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

e Eastern Time 11:00 p.m.
e Central Time 12:00 a.m.
e Mountain Time 1:00 a.m.
e Pacific Time 2:00 a.m.

Weekly Report —runs every Monday

e Eastern Time 11:30 p.m.
e Central Time 12:30 a.m.
e Mountain Time 1:30 a.m.
e Pacific Time 2:30 a.m.
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Monthly Report —run the first day of every month

e [Eastern Time 11:45 p.m.
e Central Time 12:45 a.m.
e Mountain Time 1:45 a.m.

e Pacific Time 2:450 a.m.

Report Clean Up
o Daily Reports older than 30 days
o Weekly Reports older than 90 days
e Monthly Reports older than 190 days

Click Reports from the main menu.
Click Enterprise CDR Reports from the sub menu.
Select frequency of your report from the Frequency Type dropdown list.
e Daily
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.

wN e

User Administration  Trunk Administration Manage Services Portal Administration \nventuryl Reports IPruﬁIe Help CSR Only
i

Utilization Hepudsl Enterprise CDR Reports I Voice Mail Reports  Portal Usage Reports  Trunk Utilization Reports

Tenant |D: 252023 Default Group: CENTURYLINK LAS VEGAS NV {a-408) Change Group

Enterprise CDR Reports
This application may be used to schedule enterprise COR Reports for daily, weekly and manthly reports

* |5 a required field.

* Fregency Type Daily - \

* Time Zone T -
youremail@domain. com

* Notification Email Address(es) >

The scheduled reparts will be sen

8 commeon separats

Submit [ Cancel |

Mg 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

e Daily Reports older than 30 days
e Weekly Reports older than 90 days
e Monthly Reports older than 190 days

I N e WUV A WU o U

[ Cancel |

——
028080 B

repon

{1 0f 6}

Daily_CDR_Report_20180430
Weekly_CDR_Report_20180430
Daily_GDR_Report_20180430 —
Weekly_CDR_Report_20180420
Daily_CDR_Report_20120428
Daily_CDR_Report_20120428
Dsily_CDR_Report_20130425
Daily_CDR_Report_20130429
Daily_CDR_Report_20180428
Daily_CDR_Report_20180428
Daily_CDR_Report_20180428 >
Daily_CDR_Report_20180428
Dsily_CDR_Report_20130427
Daily_CDR_Report_20130427
Daily_CDR_Report_20120427
Daily_CDR_Report_20130427
Dsily_CDR_Report_20130426
Daily_CDR_Report_20130426
Dsily_CDR_Report_20130426

Daily_CDR_Report_20180426

Dsily_CDR_Report_20130425

110r5) aesCen @D

Daily TN Report - Message (HTMIL)

a XE g

8, . Delete Archive  Reply Reply Forward
N Al

BR- 5 Reply & Deiete
Delete Respond
VolP Notifications o 100 AM

VN .
Daily TN Report

*Do Not Reply To This Email. It Was Sent From An Automated Service.*

Below is a ink to your Daily_COR_Report_20180511 summary report fle.
Start Time: 05-10-2018 00:00:00 AM COT
End Time: 05-10-2018 23:59:53 PM CDT

Daily COR Report 20180511 (

Thank you for choasing your needs you a5 our customer.

2018 Centurytink. All rights reserved.

‘CenturyLink respects your onling time and Internet privacy. http://ww
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 youwant to do £ Share
= 6 o & s = - = S | &= =3 Auosum - A ;
0 Be Arial 10 A R o S Wrap Text General g} L ;‘K @ = A d /O 0 m
Paste B I W Hi- =55 FEMegetiCenter - $ v % 1+ | 3§ Conditional Formatas Cell | Insert Delete Format | Sort& Find &  Share WebEx
- Formatting > Table~ Styles= |~ - - & Clear~ Filter~ Select= ThisFile ~
Clipboard 1 Font ] Alignment 5 Number 5 Styles Cells Editing WebEx A
129 i L3 A
A | B | ® | D | E | F L6 H 1 =]
1 |Group Name Senice Provider Calling TN Called TN Start Time: Release Time Call Duratior Answer Indicator AUA
2 |CTL_MO_TOWN AND COUNTRY 256108 7113148860594 "+13148880594 20180509 17:32:39.028 20180510 07:53:17.358 '51638.330 Yes-PostRedirection
3 |CTL_MO_TOWN AND COUNTRY 256108 7113148860594 "+13148880594 20180509 17:32- 20180510 07:53:17.358 '51638.330 Yes PolycomVVX-VVX_500-UA/5.5.1.11840
4 |CTL_MO_TOWN AND COUNTRY 256108 7113148880594 'B555396245 20180509 20180510 07:53:17.358 '51638.297 Yes
5 |CTL_LA_MONROEHQ 256108 7113183306236 6087967606 20180509 20180510 00-29:25.561 4528271  Yes be-uc - Business Communicator (21.2.0.64
6 |CTL_LA_MONROEHQ 256108 713183306371 6087965340 20180510 00:35:06.919 "3067.018  Yes be-uc - Business Communicator (21.2.0.64
7 |CTL_LA_MONROEHQ 256108 713163621599 "18667689888 20180510 00:02:17.616 26.278 Yes PolycomVVX-VVX_500-UA/5.5.1.11840
8 |CTL_LA_MONROEHQ 256108 717194645805 +13183306538 20180510 00:03:28.280 "17.141 Yes-PostRedirection
9 |CTL_LA_MONROEHQ 56108 717194645805 'B556396245 20180510 00-03:28.280 17125  Yes
10 |CTL_LA_MONROEHQ 256108 717196879752 "+13183306539 20180510 00-06:49.717 0.855 No
11 |CTL_LA_MONROEHQ 256108 7171966879120 "+13183306538 20180510 00-07:44.695 "39.927  Yes-PostRedirection
12 CTL_LA_MONROEHQ 256108 ZLAZIoR8T9120 8566396245 20180510 00:07-44 695 39891 Yes
P =yt 6 1589 0180 ¥ N

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 spplication may be used to schedule enterprise COR Repors for daily, weskly and monthly reports

o Adion complsted successfully

* Is a required fiskd

* Freqency Type Daily -
* Time Zone cT -~

youremailldomain.com

* Metification Email Address(es)
.

[P | Cancel |

1 ore) [ dz2]a]a0s]cQ~]-]

Weekly_CDR_Report_20180430

i, REPoI 2 0

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 IPruﬁ\e Help CSR Only
o

Utilization Reports  Enterprise CDR F{epnﬂsl Vbice Mail Reports IPnﬂaI Usage Reports  Trunk Utilization Reports

Tenant |D: 253023 Default Group: CENTURYLINK LAS VEGAS NV (2-408) I

Voice Mail Report

Select a Group: CENTURYLINK LAS VEGAS NV (a-406) - | [Get) h

Search Users

Full or partial search queries are OK. Wild card searches are nat supported.

Find -Select- -« thatincludes [clear |
won oo
Voice Mail
First Name Last Name Talaphone Number Extension _ voice Hial Voice Mail Setup
Configured

Bedy Virtual 8123958897 8897 No No
v HuntGroup 7028027028 7028 No No
Senate Testing 8123958885 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.

Voice Mail Report

© o~

Select a Group: SITE3L3 | | et |

B —
Search Users

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

Find -Select- thatincludes [ciear |
[

nagarsj samal £142103302

dhivya Iastuser £142103300 3300 Yes No
Jane Doe £142103302 3203 Yes ™
John Doe £142103308 3308 No No
Maia Abraham £142103301 3201 Yes ™
Tami Abraham £142103310 3310 No No
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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.

PwnE

© N

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.

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]

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

All users for that group are displayed, including user First/Last Name, Telephone Number,
Extension, Seat Type and Last Logged In Date/Time.
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.
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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 Reports  Voice Mail Reports  Portal Usage Repwtﬁl 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_

> é_
E—" umber of Aeve Sessians

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 Adminigtration  Trunk Administration Manage Services  Portal Administration Inventory Reports

Tenant I0: 360850  Default Group: BENSON [ttt et )

Change Password or Notification Email Address
*Your Hosted VolP Portal Password can be changed by completing the fields below. Your netificstion Email Address can also be updated and is used to validate

Profile Help
r .

Password Lpdates, reminders, and changes to your profile.

* Is & required fiekd.

* First Hame: Customer
* Last Hame Admin
* Notification Email Address: email @domain.com|
7 Current Password:
7 Hew Password:
Confirm New Password
Save Cancel
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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.

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.

arwnpE

User Administration  Trunk Administration ~ Manage Services  Portal Administration  Inventory — Reports Proﬁ\el Help ICSROnIy
.

I User Guides & Help Information ID»d You Know? What's New?

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

Frequently Asked Questions \

Go to CenturyLink Business Knowledge Base

Manuals

E911 Labels (print)
ES11 Legal Advisory

E911 Administrator Guide

ES11 10 SIP Administrator Guide

ES11 1Q CPE Configuration and 911 MUST READ

E911 1Q SIP Fundamentals

Administrator 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

1 SIP Administration Portal Guide “REVISED 5/17/19**

10 SIP CPE Technical Assistance Center

CenturyLink Business Communicator for Desktop (R22.7)
CenturyLink Business Communicater for Desktop (R21.6)

CenturyLink Business Communicator for Mobile

Hosted VolP/1Q SIP versus Control Center Report Comparison

Local Calling Area Tool
Utiization Report Sample
Ordering Reports

Computer Connection Diagrams.
WolP Equipment Advisory
Using Your Phone At Home
Bulk Upload Instructions
Polycom Compatible Headsets

Woicemail 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 68xx Series Training

Cisco 78xx Series Training
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Live Chat

1. Click Chat with an Expert on the right side of any portal page to chat with an agent.

LUMeN

2. Live chat hours are Monday through Friday, 7a.m. to 8 p.m. Eastern Time.

e
£\ 2 CenturyLink:
Business

User Administration  Trunk Administration ~ Manage Services  Portal Administration  Inventory  Reports  Profile  Help
o

CSR Only

Manage Users Customize User Templates  Bulk Load Users  Modify Muttiple 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-406)

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 search queries are OK. Wild card searches are not supported

Find that includes w (‘clear |
T 0o oo

%

“
s [ ]

B¢, Cisco 8123958875 287! Premium LAS VEGAS NV (a-408) [

Téxx,Cisco 6123958879 8879 Premium LAS VEGAS NV (a-406) (g

I 2

Chat with an
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