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IMPORTANT NOTE: This User Guide is a complete list of features available in Zayo Managed Services Hosted PBX service.  
Some of these features may not be available depending on the seat bundle and Group Features purchased. 
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The Help, Home, and Logout  links appear on every page. 

The Help link displays the Help page associated with the current function or page.  The Help page opens in its own 
browser window, separate from the Web Portal application.  To exit the Help page, click X in the upper right corner 
of the browser window. 

The Home link displays the Home page associated with the role of the current user. 

The Logout  link displays the Logout page. 


�
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The Call Manager  and Attendant Console  (if assigned) links appear on every page. 

The Call Manager  link opens the Call Manager in a separate window from the Web Portal application.  To exit Call 
Manager, click X in the upper right corner of the Call Manager window. 

The Attendant Console  link opens the Attendant Console in a separate window from the Web Portal application.  
To exit Attendant Console, click X in the upper right corner of the Call Manager window. 
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On a Web Call Manager web page, the navigation pane and content pane appear below the logo pane. 

 

����������	
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The navigation pane displays options, each of which has a menu associated with it.  Clicking an option, for example, 
Profile , highlights the option and displays its associated menu (Profile) on the content pane.  Menu items appear as 
links to related pages. 

The Help link has useful 
information if you need 
assistance. 
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These buttons display on most content panes and are used to add, modify, and save data, or to display the previous 
page. 

 

Click Apply  to save any changed information on the current page. 

 

Click OK to save any changed information on the current page and display the 
previous page. 

 

Click Cancel  to cancel the last operation.  This changes the display back to 
the information last-saved on the page and displays the previous page. 

 

Click Add  to display another page, which allows you to add an item to the 
system, for example, a user. 

 

Click Delete to remove the selected item from the system. 

�������	

You can also click the BACK  button on your browser to navigate the Web Call Manager web interface. 

 

�  $����
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You open the Web Portal application from your Web browser.  When the Web Portal opens, the Login page 
appears.  The user ID and password you require to log in are assigned to you by Zayo Managed Services or your 
group administrator. 

 


����	
���	

Take the following steps to open the Voice Web Portal: 

1) Launch Microsoft Internet Explorer (version 5.0 or higher). 

2) Enter the URL address provided by Zayo Managed Services or your group administrator.  The Web Portal 
Login page opens. 
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3) Enter your user ID (usually your phone number). 

4) To go to the Password text box, press the TAB key on the keyboard or click your mouse in the Password text 
box. 

5) Enter your assigned password.  Your password does not appear as you type; asterisks appear for each 
character you type. 

Example:  ****** 

6) Click Login  or press ENTER.  If this is your first time logging in or if your password has expired, the Password 
Change page appears. 

 


�������	������	

7) Type your current password. 

8) Type your new password.  Your password does not appear as you type; asterisks appear for each character 
you type. 

9) Re-type your password. 

10) To save your changed password and display the Home page for your role, click OK. 

Click Cancel  to display the previous page. 

The Home page and the Web Call Manager page appear once you login. 

 

����	
���	���	���	����	�������	
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Checking the Remember Password box on the Login page allows subsequent auto-login. 
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1) Log in with your user ID and new password. 

2) Check the Remember Password box on the Login page.  The system “remembers” the new password you have 
just reset. 

On subsequent logins, the Login page is not displayed.  The system enters your user ID and password 
automatically, and your Home page appears. 

���� ���'�(�	����	$��	(�����	$���	!�������%	$��	����	��)(�� (*	��� ������������		
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You can quickly open the Web Portal from the Favorites menu item in Microsoft Internet Explorer (5.0 or higher).  To 
add the Web Portal to your Favorites, take the following steps: 

 

1) At the Web Portal Login page, check Bookmark this page .  The Add Favorite  dialog box appears. 

2) The favorites name “Login” appears in the Name field.  You can change this name. 

3) Click Create in to navigate to an existing folder directory or click New Directory  to place this favorite in a new 
Favorites directory in Internet Explorer. 

4) Click OK to complete the procedure. 

You can now easily select the Web Portal application from your Internet Explorer menu.  If you have saved your 
password, you are automatically taken to your Home page.  If you have not saved your password, you have to 
log in to the system. 

��"  #��(������
��(��

To avoid having web page shortcuts open in the Web Call Manager window, take the following steps: 

 

1) At the Web Portal Login page, choose Internet Options from the Internet Explorer Tools menu. 

2) Select the Advanced  tab. 

3) Under the Browsing  heading, uncheck Reuse windows for launching shortcuts. 

4) Click OK. 

 

  &������
��!�����

The following are important reminders about using the Web Portal. 
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�  Supported browser:  Microsoft Internet Explorer 5.0 or higher with the Microsoft Java VM.  Installed earlier 
versions of IE or any version of Netscape Navigator may be compatible with the Web Call Manager, but have 
not been tested. 

�  Internet Explorer security options must be set as follows: 

-  Download signed ActiveX controls – “Prompt” 

-  Run ActiveX controls and plug-in – “Enable” 

-  Script ActiveX controls marked safe for scripting – “Enable” 

�  The user machine may be configured properly with the correct versions of the operating system, browser, and 
Microsoft Outlook, yet error messages are seen when running the Call Manager as shown below: 

-  “An ActiveX control on this page is unsafe and has been disabled due to your security settings.  As a result, 
the page might not display as expected.”  Or “VBScript Error:  Scripting Dictionary object not found.” 

The reason for the error messages may be a corrupt system library file (dll).  The procedure to recover is as 
follows: 

-  Uninstall and reinstall the corresponding operating system service pack from the Microsoft website. 

-  Uninstall and reinstall the corresponding Internet Explorer service pack from the Microsoft website.  If any 
errors are encountered while executing these steps, the process should be performed again.  A later-
released version and service pack for the operating system or browser may be used if the exact one on the 
user machine is not found. 

-  If the user machine does not have the Visual Basic runtime installed, the Web Call Manager control 
automatically tries to download the Visual Basic runtime from Microsoft's website.  If the browser hangs 
when doing this (that is, no response after five minutes), then the runtime should be manually downloaded 
as follows: 

-  Navigate to http://activex.microsoft.com/controls/vb6/VBRun60.cab. 

-  Download .cab file and save to disk. 

-  Extract executable from .cab file and run. 

-  Re-launch Web Call Manager. 

 ��  %�*����0��

For the optional Secure Sockets Layer (SSL) security function to perform properly, Microsoft Internet Explorer must be 
configured with at least 56-bit encryption.  Full 128-bit encryption is recommended. 

 �  1�������&
��������
���

The Microsoft Outlook Integration feature for the Web Call Manager is certified to work with: 

�  Windows 98 Service Pack 2 and higher 

�  Windows NT Service Pack 4 or higher 

�  Windows 2000 Service Pack 1 or higher 

�  Windows XP with Outlook 2000 and Outlook 2002 

���� �����(������	#�������	'&!�����	�������	+",	��	������	� �	��-�����	��	(��.��(����	����	���	��	���	�����	�!� ������	�$�����	���	(����(��	
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Other configurations of operating systems and Microsoft Outlook may work but are not supported. 

Adding and/or removing other software can potentially corrupt the files that exist for the operating system and can cause 
the Outlook Integration feature to be unstable or not function.  If such difficulties are encountered, the Outlook Integration 
feature should be unassigned or IT support personnel should return the system to a valid state. 

 

����
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Web Call Manager provides a personalized portal to manage your calls.  This section provides reference and 
procedural information about Web Call Manager.  The organization of this chapter is designed to let you use Web 
Call Manager quickly.  Procedures and reference information on the basic features of Web Call Manager are 
followed by advanced Web Call Manager features and services. 

This section includes the following chapters: 

�  Making Calls with Web Call Manager 

�  Advanced Web Call Management 

 

"  ����
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This chapter provides reference and procedural information for the basic Web Call Manager features.  To learn how 
to use a Web Call Manager feature, go to the section referenced in the list below: 

�  Using Web Call Manager 

�  Placing and Receiving Calls 

�  Activating Service Status and Profiles 

"�
  3��
������	������
������

Web Call Manager provides you with features to place and receive calls through the web interface.  When you first 
log in, the Web Call Manager page appears on top of the Home page. 

 

���	����	�������	
���	
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Alternatively, click Call Manager  from any page to access the Web Call Manager page. 

 

���	����	�������	

The Call Manager page displays the text boxes and buttons described below. 

Text Boxes and Buttons Description 

User’s Name and 
Number 

Displays your Web Call Manager user’s name and phone number. 

Enter Phone Number Phone number to call. 

Call Control Area Displays the calls you are currently engaged in.  Each call is numbered 
and is identified by the following labels:  Talking , Hold,  and 
Conference .  If your Web Call Manager is integrated with Outlook, a 
plus (+) sign appears beside the caller’s name.  Clicking on the + sign 
adds this contact to your Outlook Contacts database. 

Tabs For information on using Call Manager  tabs, .see section 5.1 Using Call 
Manager Tabs 

Call Control Buttons Use the Call Control buttons to control your calls.  For more 
information on controlling your calls, see section 4.2 Placing and 
Receiving Calls. 

Web Express Profile in 
Use 

Displays the Web Express Profile that is currently in use.  For 
information on Configuring Web Express profiles, see section 8.15 
Web Express. 

Indicators Displays the service status indicator that is currently active. 

System Buttons Use the system buttons to access Call Manager system features.  
These include: 

Support:  Click SUPPORT to open a new e-mail message to report a 
problem to Zayo Managed Services Customer Support. 

Help:  Click HELP to access context-sensitive help. 

Configure:  Click CONFIGURE to display your current configuration 
settings.  For information on configuring Call Manager, see section 
11.2 Web Call Manager. 

 

"��  ���*�
���
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Use the Call Manager page to manage your calls with Web Call Manager. 
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1) The numbers you dial to initiate a call depends on who you are calling: 

-  For external calls, type a number in the Enter Phone Number text box.  This text box does not accept 
names. 

-  For calls within your group or enterprise, on the same site, type the extension number of the person you are 
calling in the Enter Phone Number text box.  This text box does not accept names. 

-  For calls within your group or enterprise, on a different site, type the location code, followed by the 
extension number, of the person who you are calling, in the Enter Phone Number text box.  This text box 
does not accept names. 

2) Click DIAL.  For initial calls, the phone rings, and then rings the called party after the handset is lifted.  When 
making a second call, clicking the DIAL button automatically holds the existing call. 

���� /		���	���	 ���	��	�((���	$���	0���!%	
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��%	1�����*%	���	
23
	2���(���$	�����"		4��	���� �������	��	
����������	(����	����	$���	!����	�����%	���	��(���� 	��� ������������������������
�	� �	

"����  ���.
���2��	���4��

1) Click the call to be released in the Call Control Area. 

2) Click HANG UP. 
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For second calls only, the telephone handset must be picked up on an initial call. 

1) In the Call Control Area, click to select the call to answer. 

2) Click TALK .  The existing call is held automatically. 
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1) In the Call Control Area, click to select the call to hold. 

2) Click HOLD. 

3) To remove a call from hold, select the call in the Call Control Area. 

4) Click TALK . 

"���5  ���'��������	���4��

1) Click REDIAL to dial the last number dialed. 

2) If there are no other active calls, the phone rings, and then rings the called party after the handset is lifted.  The 
Enter Phone Number text box does not populate with the last dialed number. 
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1) Answer or initiate the first call. 

2) Answer or initiate the second call.  When you click DIAL, the first call is placed on hold automatically. 

3) Click 3-WAY.  All calls are connected. 
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1) In the Call Control Area, click the call to be transferred without consultation. 

2) Type a phone number to transfer the call to. 

3) Click TRANSFER. 
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1) In the Call Control Area, click the call to be transferred. 

2) Click HOLD. 

3) Type a phone number to consult. 

4) Click DIAL. 

5) Consult with the active caller. 

6) Click TRANSFER (with no number specified in the Enter Phone Number text box).  The two existing calls are 
connected.  The calls disappear from the Call Control Area. 
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While the phone is ringing and the calling number and/or name are displayed, a call can be directed to the voice 
messaging service. 

1) In the Call Control Area, click the call to send to voice mail. 

2) To send the call to your own voice-messaging mailbox, click SEND TO VM. 

3) To send the call to the voice mailbox of another user in your group, enter that extension in the Enter Phone 
Number text box and click SEND TO VM.  The caller hears the Voice Messaging No Answer greeting, and is 
not aware that the call was forwarded to Voice Messaging without answering. 
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Click the button beside the service to activate it.  Your phone does not ring while these services are activated. 

If you clicked DND, the Web Personal User – Do Not Disturb page appears.  For instructions on configuring the Do 
Not Disturb service, see section 8.8 Do Not Disturb. 

If you clicked CFA, the Web Personal User – Call Forwarding Always page appears.  For instructions on configuring 
the Call Forwarding Always service, see section 8.4 Call Forwarding Always. 

If you clicked RO, the Web Personal User – Remote Office page appears. 

"� ��  ����*����������������4�

From the Profile drop-down list, select the profile to activate.  Your incoming calls are handled in accordance with the 
configuration contained in Web Express.  For instructions on configuring profiles, see section 8.15 Web Express. 
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This chapter provides reference and procedural information for the advanced Web Call Manager features.  To learn 
how to use the advanced Web Call Manager features, go to the section referenced in the list below. 

�  Using Call Manager Tabs  

�  Initiate a Call from a List 

�  Viewing the Group List 

�  View Personal List 

�  View Outlook Contacts List 

�  Configure Call Manager Preferences 
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At the bottom of the Call Manager page, there are tabs or labels displayed.  These include: 

Tab Description 

GROUP/ENTERPRISE Displays the list of all members of your group or enterprise.  The 
administrator configures the system to display this tab.  If it does not 
appear, consult your administrator for access. 

PERSONAL Use the PERSONAL tab to create and display your personal phone 
list.   
For instructions to create your personal phone list, see section 9.8 
Personal Phone List. 

CALL LOG The CALL LOG tab is used to view call logs.  You can view Missed 
Calls, Received Calls, or Placed Calls, displaying the Name, Number 
and Date/Time for each call. 

OUTLOOK Displays the names in your Microsoft Outlook contacts database. 

PREFERENCES Configures specific options for use with Call Manager from the 
Preferences General page. 

 

���� /		0���!	2���(���$	���$	�!!����	��	$��	���	�	������ 	��	�	����!"		'����!����	2���(���$	���$	�!!����	��	 $��	���	�	������	
��	��	�����!����"	6���	��������	��$	���	��	�������� �	��	$��	���	�����	�!!���	���$��	���"	



                                                           
   
  Voice Web Portal User Guide 

 

����������	
��	�
��	�� PAGE 19 OF 124 VOICE WEB PORTAL END-USER GUIDE�

5��  &
���������	����������������

1) Click the GROUP/ENTERPRISE, PERSONAL, CALL LOG , OUTLOOK tab. 
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2) To select a phone number or name from the list, click the underlined entry from the Number or Extension 
columns. 

To search for an entry within a list, enter the name in the Name text box and click SEARCH.  Use the scroll bar 
to view up to 25 contacts.  Contacts not displayed must be searched for, or use the FIRST PAGE, PREVIOUS, 
NEXT, and LAST PAGE buttons. 

3) To view the details of a group list, click DETAIL. 

To view the summary of a list, click SUMMARY. 

A separate web page displays either the details or the summary of the list.  Click x to close the window to 
continue. 

4) Click DIAL.  For initial calls, the phone rings, and then rings the called party after the handset is lifted.  When 
making a second call, clicking the DIAL button automatically holds the existing call. 

5) To end the call, click the call to be released in the Call Control Area. 

6) Click HANG UP. 
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To display your group, click GROUP.  The Business Group Phone List page appears. 
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The items displayed on the Business Group Phone List page are described below. 

Department A drop-down list to select the department to display. 

Search Business 
Group and Name 

Name of the person to search in the list. 

Name/E-mail Displays the name and e-mail address of the person in the Business Group. 

Number Displays the phone number of the person in the Business Group. 

Extension Displays the phone extension of the person in the Business Group. 

Mobile Displays the mobile phone number of the person in the Business Group. 

Department Displays the department of the person in the Business Group. 
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To display your personal list, click PERSONAL.  The Personal Phone List page appears. 
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The columns displayed on the Personal Phone List page are described below. 

Name Displays the name of the person in the Personal Phone list. 

Number Displays the phone number of the person in the Personal Phone list. 
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To display your Call Logs, click CALL  LOG.  The Call Log List page appears. 
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You can view Missed, Received, or Dialed calls. 

The columns displayed on the Call Log page are described below. 

Name Displays the name of the person in the Call Log list. 

Number Displays the phone number of the person in the Call Log list. 

Date/Time Displays the date and time of the phone call. 
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To display your Outlook Contacts, click OUTLOOK.  The Outlook Contacts page appears. 
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The items displayed on the Outlook Contacts page are described below. 

Folder A drop-down list to select the Outlook Contacts folder to appear. 

Search Contacts 
Name 

A drop-down list to select a search string to search within Outlook Contacts. 

Name/Company Displays the name and company of the person in your Outlook Contacts. 

Business Displays the business phone number of the person in your Outlook Contacts. 

Home Displays the home phone number of the person in your Outlook Contacts. 

Mobile Displays the mobile phone number of the person in your Outlook Contacts. 
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Use the PREFERENCES tab to configure specific options for use of Web Call Manager from the Preferences page. 
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1) Check the Use One-Click Dialing box to dial a number automatically when clicked in any tab, such as 
PERSONAL or OUTLOOK.  If this box is not checked, you have to click the number in a list, and then click the 
DIAL button to initiate a call. 

2) Check the Enable Web Screen Pop on calls box to bring up a specific web page when any call is received. 

3) If you have checked the Enable Web Screen Pop on calls box, type the Web Screen Pop URL address.  The 
web page specified in the Web Screen Pop URL text box is automatically accessed in a new browser window 
for all incoming calls.  The calling number may be connected to a database of clients, for example, and pertinent 
account information can be accessed instantly.  Please note that this service only opens the specified web 
page. 

4) If you want to open a journal entry on an incoming call from Outlook, check the Open Journal Entry on an 
Incoming Call box.  The following data are automatically populated: 

Entry Type:   Phone Call. 

Company:   Company name from the v-Card of the incoming call, if available.  If the Company name is not 
available, the information is left empty. 
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Subject:   “Received Call from <number> [<name if available>]”. 

Contacts:   If available, the other party’s v-card is associated.  Otherwise this information is empty. 

5) The timer on the journal entry is started.  You can then save this entry in Outlook, or cancel this journal entry.  
This entry is saved in the Outlook default journal folder.  Note that the entry timer stops automatically when the 
entry is saved and closed.  It can also be paused using the Pause Timer  button available on the journal entry. 

6) If you want to open a journal entry on an outgoing call from Outlook, check the Open Journal Entry on an 
Outgoing Call check box.  The following data are automatically populated: 

Entry Type:   Phone Call. 

Company:   Company name from the v-Card of the outgoing call, if available.  If the company name is not 
available, the information is left empty. 

Subject:   “Placed Call to <number> [<name if available>]”. 

Contacts:   If available, the other party’s v-card is associated.  Otherwise this information is empty. 

The timer on the journal entry is started.  You can then save this entry in Outlook, or cancel this journal entry.  
This entry is saved in the Outlook default journal folder.  Note that the entry timer stops automatically when the 
entry is saved and closed.  It can also be paused using the Pause Timer  button available on the journal entry. 

7) If you have checked either Outlook check box from the drop-down list, select your default contact folder. 
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This section provides reference and procedural information about Web Call Manager Personal.  The organization of 
this chapter follows the design of Web Call Manager Personal.  To begin, the Web Call Manager Personal menu 
page is described followed by the menu items as they appear.  Go to the section referenced in the following list: 

�  Display Calls with Attendant Console 

�  Profile 

�  Incoming Calls 

�  Outgoing Calls 

�  Call Control 

�  Client Applications 

�  Messaging 
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This chapter provides reference and procedural information to display calls with the Attendant Console.  Use this 
chapter to display and filter calls in your Attendant Console. 
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From any page on Web Call Manager Personal, click the Attendant Console  link in the upper right-hand 
corner.  The Attendant Console page appears. 

The Attendant Console page displays the columns and tabs described below. 

Column or tab name Instructions 

Status Indicates the user call status. 

-  A red icon indicates that the user is on a call. 

-  A green icon indicates that the user is not engaged on a call. 

-  A red crossing line icon indicates that Do Not Disturb (DND) is enabled 
on the user’s line. 

Name Displays the user’s name.  Clicking on the column header sorts the list by 
name. 

Number Displays the user’s phone number. 

Ext Displays the user’s extension. 

Action Populates the Call Manager window with this user’s calling information. 

Department Displays the user’s department. 

Title Displays the user’s title. 
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Column or tab name Instructions 

Mobile Displays the user’s mobile number. 

Pager Displays the user’s pager number. 

E-mail Launches the mail client with the user’s e-mail. 

User Detail Displays the detailed information of the selected user. 

Call Info Displays the information about the selected call. 
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1) On the Attendant Console page, from the drop-down list, select the filter type (“Name”, “Department” or “Title”). 

2) Click Set.  The list displays the call entries that match the filter. 

3) Click Reset to display the original call entries. 

Hot keys are available for quick access to Attendant Console features: 

Hot Key Instructions 

ALT-S Applies the current filter to the call entries in the table. 

ALT-R Resets the filter so that all the call entries are displayed in the table. 

CTRL-D Displays and populates Call Manager with the selected user’s phone number for 
the selected row. 

CTRL-M Displays and populates Call Manager with the selected user’s mobile number for 
the selected row. 

CTRL-P Displays and populates Call Manager with the selected user’s pager number for 
the selected row. 

CTRL-E Launches the default mail client with the To address populated with the selected 
user's e-mail. 

A through Z Positions the cursor on the name of the first user whose last name begins with that 
letter or the next user after that (if a user does not exist with a last name beginning 
with the letter). 
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This chapter contains sections that correspond to each item on the User – Profile menu page. 

Use the User – Profile menu page to manage your personal profile data.  Once you’ve logged into the system, the 
User – Profile page appears, which is the user’s Home page.  At any time you can click Home to return to your 
Home page. 
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The User – Profile menu page contains these menu items: 

�  Basic menu 

This menu displays the menu items that all users can use: 

-  Profile 

-  Passwords 

-  Time Schedule 

8�
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When you log in, the User – Profile menu page appears.  This is your Home page.  Click Home to access this page 
from any other page in Web Call Manager Personal web interface or click Profile  in the Options list. 

8��  ��������

Use this menu item on the User – Profile menu page to: 

�  Edit Your Personal Profile 

8���
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Use this page to modify your personal information.  Information marked with an asterisk is required.  You cannot edit 
read-only information. 



                                                           
   
  Voice Web Portal User Guide 

 

����������	
��	�
��	�� PAGE 29 OF 124 VOICE WEB PORTAL END-USER GUIDE�

 

����	7	
������	

1) On the User – Profile menu page, click Profile .  The User – Profile page appears. 

2) On the Profile page, position your mouse pointer in the text box to edit and click.  Required data are indicated 
with an asterisk (*).  Other data are optional, but recommended. 

3) Press DELETE on your keyboard to empty the field of its contents, or simply begin typing to enter new 
information. 

Input Box Name Required? Instructions Example 

Service Provider ID (Read only) Service provider for your group. SP01 

Group (Read only) Name of the group to which you 
belong. 

GP01 

User ID (Read only) Your login ID. Joe123 

Last Name Yes Your last name. Smith 

First Name Yes Your first name. Joe 

Phone Number (Read only) Your phone number. 3015551000 

Extension (Read only) Your extension. 1234 

Calling Line ID Last 
Name 

(Read only) Last name that appears on caller 
ID. 

Smith 

Calling Line ID First 
Name 

(Read only) First name that appears on caller 
ID. 

Joe 

Calling Line ID Phone 
Number* 

(Read only) 

Optional 

Phone number that appears on 
caller ID.  If the system 
administrator has enabled the 
Configurable Calling Line ID 
(CLID) for Emergency Calls, this 
number appears for emergency 
calls (for example, 911).  If this 
number does not appear, the 
Group CLID appears for 
emergency calls. 

3015551000 

Department (Read only) Your department. Finance 

Language Yes The language of your interface. English 
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Input Box Name Required? Instructions Example 

Time Zone Yes A drop-down list of time zones. (GMT-05:00) – US 
Indiana 

Set Up IP Phone IP 
Phone 

(Read only) Assigned IP phone. SipPhone2 

Set Up IP Phone 
Line/Port 

(Read only) Assigned line or port for your IP 
phone. 

3015551000 

Title No Your title. Marketing Director 

Pager No Your complete pager number.  If 
this number is not one assigned 
to the group, type the complete 
number:  +<country code> 
<national number>.  For 
example, “+1” must precede a 
long-distance number within the 
U.S. 

4105558888 

Mobile No Your complete mobile phone 
number.  If this number is not 
one assigned to the group, type 
the complete number:  +<country 
code> <national number>.  For 
example, “+1” must precede a 
long-distance number within the 
U.S. 

4105559999 

Yahoo ID No Your Instant Messaging Yahoo 
ID. 

Chatsalot88 

E-mail No Your valid e-mail address in the 
format of user@host.com. 

joe@onvoip.net 

Location No Your specific location (for 
example floor number or cubicle 
number). 

12th Floor 

Address No Your street address; this is likely 
the company address.  There are 
two lines for information such as 
a suite or office number. 

123 Main Street 

Suite 701 

City No Your city name. Baltimore 

State/Province No A drop-down list of states and 
Canadian provinces. 

MD 

Zip/Postal Code No Your zip or postal code. 20877 

Country No Your country. United States 

 

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

8�  ����(�����

Use this menu item on the User – Profile menu page to: 

�  Reset Your Password 
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Use this procedure to reset your web access or voice portal password. 

1) On the User – Profile menu page, click Passwords .  The User – Passwords page appears. 

2) Click the button to indicate which password you are changing.  To change the password that gets you into the 
Web Portal, click Set web access password.  To change the password for your voice messaging options, click 
Set voice portal password. 

3) Type your current password.  Type the password exactly as you do when logging into the system, including 
capitalization.  The password does not appear as you type on the keyboard; * appears for each character typed, 
for example, ******. 

4) Type the new password.  Enter the password exactly as you do when logging into the system, including 
capitalization.  Web access passwords are alphanumeric combinations that must begin with a character.  Voice 
portal passwords are numeric characters only.  The password does not appear as you type on the keyboard; * 
appears for each character typed, for example ******. 

5) Type the new password again.  Re-type the new password exactly as it was typed the first time, including 
capitalization. 

6) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Profile menu page to: 

�  Add a Schedule 

�  Modify a Time Schedule 

�  Delete a Time Schedule 

The User – Time Schedule page is a list page that contains an advanced search.  The advanced search lets you 
define specific search criteria to narrow your search and display a manageable list.  
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Use this procedure to add a personal schedule.  Personal schedules effect the following service configurations:  
Selective Call Forwarding, Selective Call Rejection, Selective Call Acceptance, and Priority Alert. 
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1) On the User – Profile menu page, click Time Schedule .  The User – Time Schedule page appears. 
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2) Click Add .  The User – Time Schedule Add page appears.  The time schedule is composed of call entries that 
include the day of the week, the start time, the end day, and the end time. 

3) Type the name of the schedule in the Time Schedule Name text box. 

4) From the Start Day drop-down list, select the day to start the entry. 

5) Type the start time and select “AM” or “PM” from the drop-down list. 

6) From the End Day drop-down box, select the end day of the entry. 

7) Type the end date and select “AM” or “PM” from the drop-down list. 

8) Repeat steps 3 through 6 for each entry to add to the schedule. 

9) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to modify a time schedule entry. 

 

 ���	6(������	7	 ���	6(������	�����$	

1) On the User – Profile menu page, click Time Schedule .  The User – Time Schedule page appears. 
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2) Click Edit  in the row for the entry.  The User – Time Schedule Modify page appears. 

3) Modify the information as required. 

4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 

8�"�  <�������������%*2������

Use this procedure to delete a time schedule. 

 

 ���	6(������	7	 ���	6(������	�����$	

1) On the User – Profile menu page, click Time Schedule .  The User – Time Schedule page appears. 

2) Click Edit  in the row for the entry.  The User – Time Schedule Modify page appears. 

3) Click Delete.  The entry is deleted and the User – Time Schedule page appears. 

�
��	�� ��� ���	�(����	(�����	��	������"		1�(�	$��	(��(*	 ������ %	���	�(������	��	!���������$	�������"	
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This chapter contains sections that correspond to each item on the User – Incoming Calls menu page. 

Use the User – Incoming Calls menu page to manage incoming calls, for example, call forwarding or screening your 
calls. 

 

����	7	#�(�����	�����	

The list of menu items below includes all existing functions and services, although you may not see all of them on 
your User �Incoming Calls  menu page.  Your User – Incoming Calls page displays menu items that you can use 
only if such items have been assigned to them.  Contact your service provider or group administrator to have 
additional functions or services assigned to you. 

The User – Incoming Calls menu page contains these menu items: 

�  Basic menu 

This menu displays menu items that all users can use: 

-  Anonymous Rejection 

-  Calling Line ID Blocking Override 

-  Call Forwarding Always 

-  Call Forwarding Busy 
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-  Call Forwarding No Answer 

-  Call Notify 

-  Do Not Disturb 

-  External Calling Line ID Delivery 

-  Internal Calling Line ID Delivery 

�  Advanced services 

This menu displays the menu items that users can use only if such functions have been assigned to them: 

-  Alternate Numbers 

-  Call Centers 

-  Call Forwarding Selective 

-  Web Express 

-  Priority Alert 

-  Selective Acceptance 

-  Selective Rejection 

-  Sequential Ring 

-  Simultaneous Ring 

9�
  �**����
��&
*���
��	�������
����

To access the User – Incoming Calls menu page, click Incoming  Calls  in the Options list. 

9��  �
�
0�����'�?�*���
�

Use this menu item on the User – Incoming Calls page to: 

�  Activate Anonymous Rejection 

�  Deactivate Anonymous Rejection 

The Anonymous Rejection service allows you to reject (or accept) calls from callers who have blocked the 
identification of their phone numbers. 

9���
  �*��������
�
0�����'�?�*���
�

Use this procedure to reject calls from callers who have blocked the identification of their phone numbers. 
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1) On the User – Incoming Calls menu page, click Anonymous Rejection .  The User – Anonymous Call 
Rejection page appears. 

2) For Anonymous Call Rejection, click “On”.  When on, Anonymous Rejection rejects calls from callers who have 
chosen to block the identification of their phone numbers.  The caller hears a message notifying that his/her call 
is being rejected. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

9����  <��*��������
�
0�����'�?�*���
�

Use this procedure to accept calls from callers who have blocked the identification of their phone numbers. 

 

#�(�����	�����	7	3���$����	����	��.�(����	

1) On the User – Incoming Calls menu page, click Anonymous  Rejection .  The User – Anonymous Call 
Rejection page appears. 

2) For Anonymous Call Rejection, click “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Incoming Calls page to: 

�  Turn Calling Line ID Blocking Override On 

�  Turn Calling Line ID Blocking Override Off 

The Calling Line ID Blocking Override service allows you to view the calling line ID of callers, including those who 
have blocked their IDs. 

9� �
  ���
�	����
����
��&<�#��*��
��1��������1
��

Use this procedure to override blocked calling line IDs.  When this service is on, calling line IDs appear if they are 
available. 

 

#�(�����	�����	7	�������	
���	#2	���(*���	1�������	

1) On the User – Incoming Calls menu page, click Calling Line ID Blocking Override .  The User – Calling Line 
ID Blocking Override page appears. 

2) For Enable Calling Line ID Blocking Override, click “On”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

���� ���8��	����	����	����	�������	
���	#2	2������$	������� �	��	���!��$	���(*��	(������	����	#2�"	
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Use this procedure if you do not want to retrieve the names blocked calling line IDs. 
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1) On the User – Incoming Calls menu page, click Calling Line ID Blocking Override .  The User – Calling Line 
ID Blocking Override page appears. 

2) For Enable Calling Line ID Blocking Override, click “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

9�"  	����,��(����
����(�0���

Use this menu item on the User – Incoming Calls page to: 

�  Turn Call Forwarding Always On 

�  Turn Call Forwarding Always Off 

The Call Forwarding Always service allows you to redirect all your calls to another number. 

���� ���8��	(��	�((���	����	!���	�$	(��(*���	���	 ��
 	���*	��	$���	���	����	�������	!���"		����	���	�43	 ��	�(�������%	����	
�����(�	��	��"		����	��	��	���	�(�������%	��	��	��� "		3�	����%	$��	(��	�((���	����	4���������	3���$�	� ���	���	5��(�	
�����	�����(�"	
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Use this procedure to redirect your calls to another number. 
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1) On the User – Incoming Calls menu page, click Call Forwarding Always .  The User – Call Forwarding Always 
page appears. 

2) For Call Forwarding Always, click “On”. 

3) Type the number to forward your calls to in the Calls Forward to text box (dashes, parentheses, or spaces are 
not necessary).  If this number is not one assigned to the group, type the complete number:  +<country code> 
<national number>.  For example, “+1” must precede long distance calls within the U.S.  This is required 
information when the service is on.  The text box must be populated with a valid phone number. 

���� /		8��	(��	�����	�������	�((���	(����	���	�!���	(�� ��	��	��������	��	!����	�������	���	�&��������	���� 	����	�����(�"	

4) To cause a short ring burst to be played at your office phone when a call is forwarded, check Play Ring 
Reminder when a call is forwarded. 

5) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

���� ���8��	(��	�����$	����	�����������	��	��$	����"		����� ���	��	����	$���	(������"	
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Use this procedure if you do not want to redirect your calls to another number. 
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1) On the User – Incoming Calls menu page, click Call Forwarding Always .  The User – Call Forwarding Always 
page appears. 

2) For Call Forwarding Always, click “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

9�5  	����,��(����
��#��0�

Use this menu item on the User – Incoming Calls page to: 

�  Turn Call Forwarding Busy On 

�  Turn Call Forwarding Busy Off 

The Call Forwarding Busy service allows you to redirect your calls to another number when you are engaged in a 
call. 

9�5�
  ���
�	����,��(����
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Use this procedure to redirect your calls to another number when you are engaged in a call. 



                                                           
   
  Voice Web Portal User Guide 

 

����������	
��	�
��	�� PAGE 42 OF 124 VOICE WEB PORTAL END-USER GUIDE�

 

#�(�����	�����	7	����	4���������	���$	

1) On the User – Incoming Calls menu page, click Call Forwarding Busy .  The User – Call Forwarding Busy 
page appears. 

2) Click the “On” button. 

3) Type the number to forward your calls to in the Calls Forward to text box (dashes, parentheses, or spaces are 
not necessary).  If this number is not one assigned to the group, type the complete number:  +<country code> 
<national number>.  For example, “+1” must precede long distance calls within the U.S.  This is required 
information when the service is on.  The text box must be populated with a valid phone number. 

���� /		8��	(��	�����	�������	�((���	(����	���	�!���	(�� ��	��	��������	��	!����	�������	���	�&��������	���� 	����	�����(�"	

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

���� ���8��	(��	�����$	����	�����������	��	��$	����"		����� ���	��	����	$���	(������"	
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Use this procedure if you do not want to redirect your calls to another number when you are engaged in a call. 
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1) On the User – Incoming Calls menu page, click Call Forwarding  Busy .  The User – Call Forwarding Busy 
page appears. 

2) Click the “Off” button. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

9�6  	����,��(����
��!���
�(���

Use this menu item on the User – Incoming Calls page to: 

�  Turn Call Forwarding No Answer On 

�  Turn Call Forwarding No Answer Off 

The Call Forwarding No Answer service allows you to redirect your calls to another number when you do not answer 
after a certain number of rings. 

���� ���1����	�����(��%	��(�	��	���������%	�����	����	����� ��	���	��	��	��	(������	��	���	�����(�%	����	(����� 	����(��	���	�����	
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Use this procedure to redirect your calls to another number after a pre-defined number of rings. 
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1) On the User – Incoming Calls menu page, click Call Forwarding No Answer .  The User – Call Forwarding No 
Answer page appears. 

2) For Call Forwarding No Answer, click “On”. 

3) Type the number to forward your calls to in the Calls Forward to text box (dashes, parentheses, or spaces are 
not necessary).  If this number is not one assigned to the group, type the complete number:  +<country code> 
<national number>.  For example, “+1” must precede long distance calls within the U.S.  This is required 
information when the service is on.  The text box must be populated with a valid phone number. 

���� /		8��	(��	�����	�������	�((���	(����	���	�!���	(�� ��	��	��������	��	!����	�������	���	�&��������	���� 	����	�����(�"	

4) Click the button that indicates the number of rings before forwarding. 

5) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

���� ���8��	(��	�����$	����	�����������	��	��$	����"		����� ���	��	����	$���	(������"	
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Use this procedure if you do not want to redirect your calls to another number after a pre-defined number of rings. 

 

#�(�����	�����	7	����	4���������	��	3�����	

1) On the User – Incoming Calls menu page, click Call Forwarding No Answer .  The User – Call Forwarding No 
Answer page appears. 

2) For Call Forwarding No Answer, click “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

9�8  	����!����0�

Use this menu item on the User – Incoming Calls page to: 

�  Activate or Deactivate a Call Notify Entry 

�  Add a Call Notify Entry 

�  Modify a Call Notify Entry 

�  Delete a Call Notify Entry 

The Call Notify service allows you to receive an e-mail notification when you receive a call. 

9�8�
  �*����������<��*���������	����!����0�.
��0��

Use this procedure to activate or deactivate an existing Call Notify entry.  The entry specifies the e-mail where a 
message is to be sent to notify you of an incoming call during a specific time schedule when it is activated.  No 
notification is sent to an entry that is deactivated. 
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1) On the User – Incoming Calls menu page, click Call Notify .  The User – Call Notify page appears. 

2) Check the Active check box beside the selection to activate.  To deactivate this selection, uncheck the Active 
check box beside the selection to deactivate. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

���� ��� ��	����	�����$	�����(�	��	��!������	��	���	������� 	
���	#2	��&������	���	���������	�����(��"		#�	���� ���	
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Use this procedure to add an e-mail address where you want to receive notification of an incoming call. 
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1) On the User – Incoming Calls menu page, click Call Notify .  The User – Call Notify page appears. 

2) Type the e-mail address to send the notification to in the Send e-mail to text box. 

3) Click Apply  to save your changes. 

4) Click Add .  The User – Call Notify Add page appears. 

5) In the * Description text, type a description of the phone numbers in this selection. 

6) Select the time schedule to use this service from the drop-down list. 

���� ���2�����	$���	����	�(�������	��	���	 �	������������������ 	!���"	

7) To have notifications of calls from any phone number sent, select Any phone number. 

8) To receive notifications of calls from a defined telephone number, select Following phone numbers.  You can 
select “Any private number” or “Any unavailable number”. 

Click your cursor in the text box and type the complete number to trigger the service.  If this number is not one 
assigned to the group, type the complete number:  +<country code> <national number>.  For example, “+1” 
must precede long distance numbers within the U.S.  You can enter up to 12 numbers for this service. 

You can use wild cards.  The “?” is a wild card that can replace a single digit anywhere in a digit string.  A trailing 
“*” represents a digit string and can only appear at the end of a string containing digits and “?” wild cards.  For 
example, 45055512?4, 450555??34, and 4505?5*, are all valid call entries. 

9) To save your changes and display the previous page, click OK. 
To exit without saving, select another page or click Cancel  to display the previous page. 

9�8�  �����0���	����!����0�.
��0��

Use this procedure to modify a Call Notify entry. 
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1) On the User – Incoming Calls menu page, click Call Notify .  The User – Call Notify page appears. 

2) Click Edit  in the row for the entry.  The User – Call Notify Modify page appears. 

3) Modify the information as required. 

4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 

9�8�"  <��������	����!����0�.
��0��

Use this procedure to delete a Call Notify entry. 
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1) On the User – Incoming Calls menu page, click Call Notify .  The User – Call Notify page appears. 

2) Click Edit  in the row for the entry.  The User – Call Notify Modify page appears. 

3) Click Delete.  The entry is deleted and the User – Call Notify page appears. 

�
��	�� ��� ���	�(����	(�����	��	������"		1�(�	$��	(��(*	 ������ %	���	������(�	��	!���������$	�������"	
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Use this menu item on the User – Incoming Calls page to: 

�  Turn Do Not Disturb On 

�  Turn Do Not Disturb Off 

The Do Not Disturb service allows you to block your incoming calls. 

���� ���8��	(��	�((���	����	�(����	�$	(��(*���	���	 ��� 	���*	��	���	���	����	�������	!���"		����	���	����� �	��	���	����	��	
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Use this procedure to activate Do Not Disturb.  This service blocks your incoming calls. 



                                                           
   
  Voice Web Portal User Guide 

 

����������	
��	�
��	�� PAGE 50 OF 124 VOICE WEB PORTAL END-USER GUIDE�

 

#�(�����	�����	7	2�	���	2������	

1) On the User – Incoming Calls menu page, click Do Not Disturb .  The User – Do Not Disturb page appears. 

2) For Do Not Disturb, click "On”. 

3) To hear a ring when calls come in when Do Not Disturb is on, check the Play Ring Reminder when a call is 
blocked check box.  A ring reminder is played if this service blocks a call while this check box is checked.  To 
disengage the ring reminder, uncheck the Play Ring Reminder when a call is blocked check box. 

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

9�9��  ���
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Use this procedure to deactivate Do Not Disturb. 
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1) On the User – Incoming Calls menu page, click Do Not Disturb .  The User – Do Not Disturb page appears. 

2) For Do Not Disturb, click "Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Incoming Calls page to: 

�  Turn External Calling Line ID Delivery On 

�  Turn External Calling Line ID Delivery Off 

The External Calling Line ID Delivery service allows you to view the caller identification of a caller from an external 
group. 
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Use this procedure to activate External Calling Line ID Delivery. 
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1) On the User – Incoming Calls menu page, click External Calling Line ID Delivery .  The User – External Calling 
Line ID Delivery page appears. 

2) For Enable External Calling Line ID Delivery, click "On”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to deactivate External Calling Line ID Delivery. 
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1) On the User – Incoming Calls menu page, click External Calling Line ID Delivery .  The User – External Calling 
Line ID Delivery page appears. 

2) For Enable External Calling Line ID Delivery, click "Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Incoming Calls page to: 

�  Turn Internal Calling Line ID Delivery On 

�  Turn Internal Calling Line ID Delivery Off 

The Internal Calling Line ID Delivery service allows you to view the caller identification of a caller from within your 
group. 
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Use this procedure to activate Internal Calling Line ID Delivery. 
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1) On the User – Incoming Calls menu page, click Internal Calling Line ID Delivery .  The User – Internal Calling 
Line ID Delivery page appears. 

2) Click “On”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to deactivate Internal Calling Line ID Delivery. 
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1) On the User – Incoming Calls menu page, click Internal Calling Line ID Delivery .  The User – Internal Calling 
Line ID Delivery page appears. 

2) For Enable Internal Calling Line ID Delivery, click “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Incoming Calls page to: 

�  Turn Distinctive Ring Feature On 

�  Turn Distinctive Ring Feature Off 

�  Select Distinctive Ring Pattern 

The Alternate Numbers service allows you to have up to ten alternate phone numbers or extensions assigned, in 
addition to your main phone number.  You can be reached through any of the phone numbers.  The first number is 
the main or primary phone number, while the additional ten numbers are your alternate or secondary phone 
numbers.  Each alternate phone number can be a direct inward dialing number (DID) or an extension. 

An example of the use of an Alternate Number would be, if you live in Colorado with a local Colorado number as 
your primary telephone line, but you have a significant amount of family or business associates in another State, like 
Florida. You could add a Florida telephone number as an Alternate Number allowing your Florida relatives and 
associates to dial a local Florida number, but reach you in Colorado. 



                                                           
   
  Voice Web Portal User Guide 

 

����������	
��	�
��	�� PAGE 54 OF 124 VOICE WEB PORTAL END-USER GUIDE�

For each alternate number, you can associate one of the four ring patterns.  All calls to the main number result in the 
normal ring pattern.  Calls to the alternate numbers result in a distinctive ring pattern that corresponds to the number 
that was used. 

If you are busy (and Call Waiting is enabled), an incoming call to the main number results in the usual call waiting 
tone, while an incoming call to any of the alternate numbers results in a distinctive call waiting tone. 

When calls are placed to one of the alternate numbers using the Web Call Manager Call Manager, the alternate 
phone number in addition to the caller’s main number appear. 

You can select whether or not a distinctive ring should be provided when a call arrives on an alternate number, or 
whether the normal ring (pattern 1) should always be used.  You can assign one of four ring patterns to an alternate 
number.  The support for a distinctive ring pattern depends on the capability of a user’s device.  If the device does 
not support a distinctive ring pattern, then the normal ring pattern is applied. 

���� /		����	�������	(����	����	$���	���	����	�������%	� ��	�����������	������	���!��$�	36	�'

	36%	���	�3�� ������	:�	��	
���!��$��	��	!����������"	

9�

�
  ���
�<����
*�����'�
��,�������1
��

Use this procedure to assign a distinctive ring for incoming calls on the alternate numbers displayed on this page. 
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1) On the User – Incoming Calls menu page, click Alternate Numbers .  The User – Alternate Numbers page 
appears. 

2) For Distinctive Ring, click “On”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 
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To exit without saving, select another page or click Cancel  to display the previous page. 

9�

��  %���*��<����
*�����'�
��������
��

Use this procedure to assign a distinctive ring pattern for each number. 
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1) On the User – Incoming Calls menu page, click Alternate Numbers .  The User – Alternate Numbers page 
appears. 

2) From the Ring Pattern drop-down list, select the ring pattern for the number you want to define.  You can select 
from the following four ring patterns: 

-  Normal 

-  Long-Long 

-  Short-Short-Long 

-  Short-Long-Short 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure if you do not want to assign a distinctive ring for incoming calls on the alternate numbers 
displayed on this page. 
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1) On the User – Incoming Calls menu page, click Alternate Numbers .  The User – Alternate Numbers page 
appears. 

2) For Distinctive Ring, click "Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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The Call Centers menu appears only if the group you are a member of has been assigned this service by your 
service provider. 

Use this menu item on the User – Incoming Calls page to: 

�  Indicate Your Call Center Availability 

The Call Centers service allows you to signal whether you are available or unavailable to take calls from your call 
centers. 
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Use this procedure to indicate whether you are available to your Call Center to receive calls. 
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1) On the User – Incoming Calls menu page, click Call Centers .  The User – Call Centers page appears. 

The User – Call Centers page displays the items described below. 

Item Description 

Call Center ID Name or number of the Call Center assigned by the administrator. 

Number Phone number assigned to the Call Center. 

Extension Extension associated with your Call Center phone. 

 
2) Check the Available check box to indicate that you are available to receive calls in your Call Center group.  

Uncheck the Available check box to indicate that you are unavailable to receive calls in your Call Center group. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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The Call Forwarding Selective service allows you to forward incoming calls with criteria that you set (a call entry) to a 
default phone number or to another number of your choice. 
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Use the following procedures to configure the Call Forwarding Selective service and manage call entries. 

�  Set the Default Forwarding Number 

�  Add a Call Forwarding Selective Call Entry 

�  Modify a Call Forwarding Selective Call Entry 

�  Delete a Call Forwarding Selective Call Entry 

�  View, Activate, Deactivate Call Forwarding Selective Call Entries 
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Use this procedure to set the default forwarding number. 
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1) On the User – Incoming Calls menu page, click Call Forwarding Selective .  The User – Call Forwarding 
Selective page appears. 

2) In the *Default Calls Forward to phone number text box, type the phone number that you want to be your default 
forwarding number.  This is required information. 

3) To associate a sound (a short burst of rings) with the delivery of forwarded calls, click to select Play Ring 
Reminder when a call is forwarded. 

4) All calls you specify go to the default number unless you specify a different forwarding number.  To specify a 
different forwarding number, see section 8.14.1 Add a Call Forwarding Selective Call Entry.  You can enter 
feature access codes and speed codes in addition to phone numbers and extensions with this service. 

5) To add an entry to specify criteria for callers whose numbers you want forwarded, see section 8.14.1 Add a Call 
Forwarding Selective Call Entry. 

6) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to specify an alternate forwarding number and to add a Call Forwarding Selective entry. 
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1) On the User – Incoming Calls menu page, click Call Forwarding Selective .  The User – Call Forwarding 
Selective page appears. 

2) Click Add .  The User – Call Forwarding Selective Add page appears. 

3) In the *Description text box, type a name for the entry you are adding. 

4) Choose the Use Default Forward phone number or Forward to another phone number option.  Type in the 
number you want to use as your forwarding number, if you choose the second option. 

5) From the Selected Time Schedule drop-down list, choose a time period during which you want calls forwarded 
to the specified callers. 
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6) To have calls from any phone number forwarded to the number you specified and at the time you specified, 
select Any phone number. 

7) To receive notifications of calls from a defined telephone number, select Following phone numbers.  You can 
select “Any private number” or “Any unavailable number”. 

Enter these phone numbers in the Specific phone numbers text boxes.  If a number is not one assigned to the 
group, type the complete number:  <country code> <national number>.  You can enter up to 12 numbers for this 
service. 

You can use wild cards.  The “?” is a wild card that can replace a single digit anywhere in a digit string.  A trailing 
“*” represents a digit string and can only appear at the end of a string containing digits and “?” wild cards.  For 
example, 45055512?4, 450555??34, and 4505?5*, are all valid call entries. 
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You can enter only one number if you want.  Entering information in these text boxes clears the Any phone 
number check box.  You can add more numbers by creating another entry with the same forwarding number. 

8) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 

To modify criteria in an entry, see section 8.14.2 Modify a Call Forwarding Selective Call Entry. 
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Use this procedure to edit a Call Forwarding Selective entry. 
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1) On the User – Incoming Calls menu page, click Call Forwarding Selective .  The User – Call Forwarding 
Selective page appears. 

2) Click Edit  on the right of the row for the entry.  The User – Call Forwarding Selective Modify page appears. 

3) Modify the information as required. 
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4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to delete a Call Forwarding Selective call entry 

1) On the User – Incoming Calls menu page, click Call Forwarding Selective .  The User – Call Forwarding 
Selective page appears. 

2) Click Edit  in the row for the entry.  The User – Call Forwarding Selective Modify page appears. 

3) Click Delete.  The entry is deleted and the User – Call Forwarding Selective screen appears. 
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Use this procedure to view all call entries and activate and deactivate one or more call entries. 
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1) On the User – Incoming Calls menu page, click Call Forwarding Selective .  The User – Call Forwarding 
Selective page appears. 

2) To view the call entries you have configured, look at the call entries at the bottom of the page.  Call entries you 
have configured are automatically active. 

-  To see all details of an entry, click on Edit .  The Call Forwarding Selective Modify page appears with the 
selected entry criteria displayed. 

-  Click OK to return to the Call Forward Selective page. 

3) To activate an entry on the Call Forward Selective page, click on the Active check box to select it. 

4) To deactivate an entry on the Call Forward Selective page, click on the Active check box to deselect it. 

5) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Incoming Calls page to: 

�  Configure Profiles for Incoming Calls 

The Web Express service allows you to select your Web Express profile and configure the handling of your 
incoming calls. 
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Use this procedure to configure Web Express profiles for incoming calls. 

1) On the User – Incoming Calls menu page, click Web Express .  The User – Web Express page appears. 

2) From the Current Profile drop-down list, select your current status.  The default status is “None”. 

8.15.1.1 For the Available - In the office profile:  
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1) If you want your calls to ring at a phone in addition to your primary phone, type an alternative phone number 
(not extension) where you can be reached in the Also ring this phone number text box.  When you receive a 
call, your phone rings and so does the other phone number that you provide for this option.  If this number is not 
one assigned to the group, type the complete number:  +<country code> <national number>.  For example, “+1” 
must precede a long distance number within the U.S. 
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2) To have Voice Messaging take the call when your line is busy, click the button beside this option. 

Or, 

To forward these calls, click the Forward to this Phone Number button and type the phone number. 

3) To have Voice Messaging take the call when there is no answer, click the button beside this option. 
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Or, 

To forward calls when there is no answer, click the Forward to this Phone Number button, and type the phone 
number. 

8.15.1.2 For the Available - Out of the office profile:  
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1) To have Voice Messaging take incoming calls, click the button beside this option. 

Or, 

To forward calls these calls, click the Forward to this Phone Number and type the phone number.  If this number 
is not one assigned to the group, type the complete number:  +<country code> <national number>.  For 
example, “+1” must precede a long distance number within the U.S. 

2) Check the Also E-mail me when a call comes in at check box, if you would like a short e-mail message sent to 
you when a message arrives, and then complete the E-mail Address text box. 

8.15.1.3 For the Busy profile:  
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1) To specify up to three numbers to bypass the Busy setup, check the Send all calls to Voice Messaging except 
calls from these Phone numbers check box and type the phone numbers from the calls to forward.  This option 
allows you to screen your calls, allowing just a few selected ones to come through.  Otherwise, when your 
status is Busy, all incoming calls are forwarded to your voice mail.  If this number is not one assigned to the 
group, type the complete number:  +<country code> <national number>.  For example, “+1” must precede long 
distance numbers within the U.S. 
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2) Type the phone number where these calls can be answered in the which will be forward to this phone number 
text box.  If this number is not one assigned to the group, type the complete number:  +<country code> 
<national number>.  For example, “+1” must precede a long distance number within the U.S. 

3) If you want an e-mail notification, check the Also E-mail me a notification when a Voice Message is received to 
check box.  Complete the E-mail Address text box. 

8.15.1.4 For the Unavailable profile:  
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1) To specify up to three numbers to bypass the Unavailable setup, check the Send all calls to Voice Messaging 
except calls from these Phone numbers check box and type the phone numbers from the calls to forward.  This 
option allows you to screen your calls, allowing just a few selected ones to come through.  Otherwise, when 
your status is Unavailable all incoming calls are forwarded to your voice mail.  If this number is not one assigned 
to the group, type the complete number:  +<country code> <national number>.  For example, “+1” must precede 
long distance numbers within the U.S. 

2) Type the phone number where these calls can be answered in the which will be forward to this phone number 
text box.  If this number is not one assigned to the group, type the complete number:  +<country code> 
<national number>.  For example, “+1” must precede a long distance number within the U.S. 

3) Click the button to select the greeting you want callers to hear. 

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Incoming Calls page to: 

�  Activate or Deactivate a Priority Alert 

�  Add a Priority Alert 

�  Modify a Priority Alert 

�  Delete a Priority Alert 

The Priority Alert service allows you to assign a distinctive ring to certain selected incoming calls. 

The table below provides an explanation of each priority alert: 
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Description Description of the instance of the priority alert. 

Days Days assigned to the priority alert. 

Hours Hours assigned to the priority alert. 

Calls From Phone numbers assigned to the priority alert. 

 

9�
6�
  �*����������<��*����������������0�������

Use this procedure to set or deactivate an existing priority alert. 
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1) On the User – Incoming Calls menu page, click Priority Alert .  The User – Priority Alert page appears. 

2) Check the Active check box beside the selection to activate.  If a check mark displays in the Active column, the 
corresponding priority alert is active.  To deactivate an active priority alert, uncheck the Active check box beside 
the selection to deactivate. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to add a new priority alert. 
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1) On the User – Incoming Calls menu page, click Priority Alert .  The User – Priority Alert page appears. 

2) Click Add .  The User – Priority Alert Add page appears. 

3) In the * Description text box, type a description of the phone numbers assigned to this priority alert. 

4) Select the time schedule to use this service from the drop-down list. 
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5) To receive a distinctive ring for all calls outside of the company, check Any external phone number. 

6) To receive notifications of calls from a defined telephone number, select Following phone numbers.  You can 
select “Any private number” or “Any unavailable number”. 

Click your cursor in a text box and type the phone numbers to trigger Priority Alert (not extensions).  If this 
number is not one assigned to the group, type the complete number:  +<country code> <national number>.  For 
example, “+1” must precede a long distance number within the U.S.  You can enter up to 12 numbers for this 
service. 

You can use wild cards.  The “?” is a wild card that can replace a single digit anywhere in a digit string.  A trailing 
“*” represents a digit string and can only appear at the end of a string containing digits and “?” wild cards.  For 
example, 45055512?4, 450555??34, and 4505?5* are all valid call entries. 

7) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to modify an existing priority alert. 
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1) On the User – Incoming Calls menu page, click Priority Alert .  The User – Priority Alert page appears. 

2) Click the Edit  link next to the selection to modify.  The User – Priority Alert Modify page appears. 

3) Modify the information as required. 

4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to delete a priority alert. 
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1) On the User – Incoming Calls menu page, click Priority Alert .  The User – Priority Alert page appears. 

2) Click the Edit  link next to the selection to delete.  The User – Priority Alert Modify page appears. 

3) Click Delete.  The entry is deleted and the User – Priority Alert page appears. 

�
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Use this menu item on the User – Incoming Calls page to: 

�  Activate or Deactivate a Selective Rejection Entry 

�  Add a Selective Acceptance Entry 

�  Modify a Selective Acceptance Entry  
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�  Delete a Selective Acceptance Entry 

The Selective Acceptance service allows you to screen calls by defining criteria for calls to accept. 

Below is an explanation of each item on this page: 

Description Description of the instance of the selected call type. 

Days Days assigned to the instance of the selected call type. 

Hours Hours assigned to the instance of the selected call type. 

Calls from Phone numbers assigned to the instance of the selected call type. 
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Use this procedure to activate or deactivate a Selective Acceptance entry.  Selective Acceptance allows you to 
accept only calls from selected numbers. 
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1) On the User – Incoming Calls menu page, click Selective Acceptance .  The User – Selective Call Acceptance 
page appears. 

2) Check the Active check box beside the selection to activate.  To deactivate a Selective Acceptance entry, 
uncheck the Active check box beside the selection to deactivate. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to add a Selective Acceptance entry. 
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1) On the User – Incoming Calls menu page, click Selective Acceptance .  The User – Selective Call Acceptance 
page appears. 

2) Click Add .  The User – Selective Call Acceptance Add screen appears. 

3) In the * Description text box, type a description of the phone numbers to add to your selective acceptance 
service. 

4) Select the time schedule to use this service from the drop-down list. 

���� ���2�����	$���	����	�(�������	��	���	 �	������������������ 	!���"	

5) To receive calls from any number, select Any phone number. 

6) To receive notifications of calls from a defined telephone number, select Following phone numbers.  You can 
select “Any private number” or “Any unavailable number”. 

Click your cursor in a text box and type the phone numbers to trigger Selective Acceptance (not extensions).  If 
this number is not one assigned to the group, type the complete number:  +<country code> <national number>.  
For example, “+1” must precede a long distance number within the U.S.  You can enter up to 12 numbers for 
this service. 

You can use wild cards.  The “?” is a wild card that can replace a single digit anywhere in a digit string.  A trailing 
“*” represents a digit string and can only appear at the end of a string containing digits and “?” wild cards.  For 
example, 45055512?4, 450555??34, and 4505?5* are all valid call entries. 

7) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to edit a Selective Acceptance entry. 
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1) On the User – Incoming Calls menu page, click Selective Acceptance .  The User – Selective Call Acceptance 
page appears. 

2) Click the Edit  link next to the entry to modify.  The User – Selective Call Acceptance Modify page appears. 

3) Modify the information as required. 

4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to delete a Selective Acceptance entry. 
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1) On the User – Incoming Calls menu page, click Selective Acceptance .  The User – Selective Call Acceptance 
page appears. 

2) Click the Edit  link next to the entry to delete.  The User – Selective Call Acceptance Modify page appears. 

3) Click Delete.  The entry is deleted and the User – Selective Call Acceptance page appears. 
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Use this menu item on the User – Incoming Calls page to: 

�  Activate or Deactivate a Selective Rejection Entry 

�  Add a Selective Rejection Entry 

�  Modify a Selective Rejection Entry 

�  Delete a Selective Rejection Entry 

The Selective Rejection service allows you to screen calls by rejecting certain specific calls. 

Below is an explanation of each item on this page: 

Description Description of the instance of the selected call type. 

Days Days assigned to the instance of the selected call type. 

Hours Hours assigned to the instance of the selected call type. 

Calls from Phone numbers assigned to the instance of the selected call type. 

 

9�
9�
  �*����������<��*���������%���*�����'�?�*���
�.
��0� �

Use this procedure to activate or deactivate a Selective Rejection entry.  Selective Rejection allows you to reject 
calls from certain selected numbers. 
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1) On the User – Incoming Calls menu page, click Selective Rejection .  The User – Selective Call Rejection page 
appears. 

2) Check the Active check box beside the selection to activate.  To deactivate a selection, uncheck the Active 
check box beside the selection to deactivate. 
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3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to add a new Selective Rejection entry. 

 

6���(����	����	��.�(����	7	6���(����	����	��.�(���� 	3��	

1) On the User – Incoming Calls menu page, click Selective Rejection .  The User – Selective Call Rejection page 
appears. 

2) Click Add .  The User – Selective Call Rejection Add screen appears. 

3) In the * Description text box, type a description of the phone numbers to add to your selective rejection service. 

4) From the Selected Time Schedule drop-down list, select the time schedule. 
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5) To reject calls from any number, select Any phone number. 

6) To receive notifications of calls from a defined telephone number, select Following phone numbers.  You can 
select “Any private number” or “Any unavailable number”. 

Click your cursor in a text box and type the phone numbers to trigger Selective Rejection (not extensions).  If 
this number is not one assigned to the group, type the complete number:  +<country code> <national number>.  
For example, “+1” must precede a long distance number within the U.S.  You can enter up to 12 numbers for 
this service. 
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You can use wild cards.  The “?” is a wild card that can replace a single digit anywhere in a digit string.  A trailing 
“*” represents a digit string and can only appear at the end of a string containing digits and “?” wild cards.  For 
example, 45055512?4, 450555??34, and 4505?5* are all valid call entries. 

7) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to edit a Selective Rejection entry. 
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1) On the User – Incoming Calls menu page, click Selective Rejection .  The User – Selective Call Rejection page 
appears. 

2) Click the Edit  link next to the entry to modify.  The User – Selective Call Rejection Modify page appears. 

3) Modify the information as required. 

4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to delete a Selective Rejection entry. 
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1) On the User – Incoming Calls menu page, click Selective Rejection .  The User – Selective Call Rejection page 
appears. 

2) Click the Edit  link next to the entry to delete.  The User – Selective Call Rejection Modify page appears.  

3) Click Delete.  The entry is deleted and the User – Selective Call Rejection page appears. 
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Sequential Ring acts as a “Find me” service to send calls to your base location or other phone number you choose.  
The Sequential Ring service allows you to configure multiple phones to ring in sequence on incoming calls with 
criteria you set (a call entry). 
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If your number is busy, you have the option of whether or not to continue the sequential search.  If there is no 
answer at your number, the service tries up to five other locations in sequence until it receives an answer.  The call 
is then connected as usual to the phone that answers.  If none of the numbers in the sequence answer, the caller is 
directed to Voice Mail or to another no-answer service. 

The caller has the option to terminate the Sequential Ring service by pushing the # key.  The call is then 
immediately forwarded to Voice Mail or other no-answer service.  The caller hears a comfort message every 20 
seconds during the ring sequence and is informed of the # key function. 

Use the following procedures to configure the Sequential service and manage call entries. 

�  Configure Features of the Sequential Ring Service 

�  Set the Ring Sequence 

�  Add Sequential Ring Call Entries 

�  Modify Sequential Ring Call Entries 

�  Delete Sequential Ring Call Entries 

�  View and Activate or Deactivate Sequential Ring Call Entries 
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Use the following procedure to configure the Sequential Ring service. 
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1) On the User � Incoming Calls  menu page, click Sequential Ring .  The User � Sequential Ring  page appears. 

2) Click to select the check box to the left of Use Base Location first. 

-  If the check box is selected, your base location phone rings first in the ring sequence. 

-  If the check box is cleared, the first phone in the ring sequence rings first. 

3) Set the number of rings for the base location.  Click on one of the values from “None” to “6” to the right of 
Number of rings for Base Location. 

4) Click to select the check box to the left of Continue the search process if the base location is busy. 

-  If the check box is selected, the service will continue to search. 

-  If the check box is cleared, the service will terminate the search. 

5) Click to select the check box to the left of Enable caller to skip search process. 

-  If the check box is selected, the caller can end the sequential ring service at any time during the search by 
pressing the # key. 

-  If the check box is cleared, the caller cannot end the sequential ring service. 

����� ��4���������	��	���������	�����(��	����	��	(��������� 	��	���	(�����	��	�������	��	���������	���	6�-����� ��	�����(�"	

6) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to set the ring sequence for the Sequential Ring service and to set the number of rings for each 
phone in the sequence.  The service uses this ring sequence for call entries you have set. 

1) On the User � Incoming Calls  menu page, click Sequential Ring .  The User � Sequential Ring  page appears. 

2) In the text boxes below Phone Number, enter up to five phone numbers to which you want sequential ring 
callers to be directed, in the order in which you want the phone numbers to be rung. 

You can also enter feature access codes and speed codes in addition to the phone numbers. 
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3) For each phone number, select a value for Number of Rings, from "None" to "6". 

4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to add Sequential Ring call entries.  Each call entry must include a required set of criteria to 
activate the Ring Sequence service.  The criteria are call entry description, time schedule, and directory number or 
numbers to be sent to the service. 
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1) On the User � Incoming Calls  menu page, click Sequential Ring .  The User � Sequential Ring page appears. 

2) On the User – Sequential Ring page, click Add .  The User – Sequential Ring Add page appears. 

3) In the * Description text box, type a name for the call entry such as a supplier’s name. 

4) From the Selected Time Schedule drop-down list, select a time period during which you wish to direct this entry 
to Sequential Ring. 
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5) In the Calls from box: 

-  Click the Any phone number check box to select it.  All calls you receive in the time schedule designated for 
this entry go to the ring sequence specified. 

-  Click the Following phone numbers check box.  You can select “Any private number” or “Any unavailable 
number”.  The Any phone number check box is automatically unselected. 

-  Enter one or more phone numbers in the text boxes.  For this call entry, only numbers in the text boxes go 
to the ring sequence. 
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6) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to modify Sequential Ring call entries. 
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1) On the User � Incoming Calls  menu page, click Sequential Ring .  The User � Sequential Ring  page appears. 

2) On the User – Sequential Ring page, to the right of the call entry you want to change, click Edit .  The User – 
Sequential Ring Modify page appears. 

3) To modify one or more criteria for the call entry: 

-  In the * Description text box, highlight the text and type a new name for the call entry. 

-  From the Selected Time Schedule drop-down list, select a new time period during which you wish to direct 
this entry to Sequential Ring. 
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-  In the Calls from box, click Any phone number or Following phone numbers.  Select “Any private number” 
or “Any unavailable number”.  Change one or more phone numbers in the text boxes. 

4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to delete Sequential Ring call entries. 
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1) On the User � Incoming Calls menu page, click Sequential Ring .  The User � Sequential Ring  page appears. 

2) To the right of the call entry you want to delete, click Edit .  The User – Sequential Ring Modify page appears. 

3) Click Delete.  The call entry is deleted and the User – Sequential Ring page appears. 

4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to view all Sequential Ring call entries and activate and deactivate one or more call entries. 
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1) On the User – Incoming Calls menu page, click Sequential Ring .  The User –Sequential Ring page appears. 

2) View the call entries you have configured at the bottom of the page.  Call entries you have configured are 
automatically active. 

-  To see all details of an entry, click on Edit .  The User – Sequential Ring Modify page appears with the 
selected entry criteria displayed. 

-  Click OK to return to the User – Sequential Ring page. 

3) To activate an entry on the User – Sequential Ring page, click to select the Active check box. 

4) To deactivate an entry on the User – Sequential Ring page, click to clear the Active check box. 
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5) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Incoming Calls page to: 

�  Activate Simultaneous Ring 

�  Deactivate Simultaneous Ring 

�  Add a Number to Your Simultaneous Ring List 

�  Delete a Phone Number from Your Simultaneous Ring List 

The Simultaneous Ring service allows you to configure multiple phones to ring simultaneously on incoming calls. 
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Use this procedure to activate Simultaneous Ring.  Simultaneous Ring allows you to ring multiple phones 
simultaneously on incoming calls. 
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1) On the User – Incoming Calls menu page, click Simultaneous Ring Personal .  The User – Simultaneous Ring 
page appears. 

2) For Simultaneous Ring Personal, click “On”. 

3) If you do not want numbers entered for this service to ring if you are on another phone call, click Don’t ring my 
Simultaneous Ring Numbers if I’m already on a call.  This is the default for this service.  If you do want numbers 
entered for this service to ring under any circumstance, click Ring all my Simultaneous Ring Numbers for all 
incoming calls.  The second call can be answered at another phone or using call waiting on the in-use phone. 

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 
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To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to deactivate Simultaneous Ring. 
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1) On the User – Incoming Calls menu page, click Simultaneous  Ring .  The User – Simultaneous Ring page 
appears. 

2) For Simultaneous Ring Personal, click “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to add a phone number to the list of numbers that ring simultaneously on incoming calls. 
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1) On the User – Incoming Calls menu page, click Simultaneous Ring .  The User – Simultaneous Ring page 
appears. 

2) Type the number in the Phone Number text box. 
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3) Click Add .  The phone number is added to your Simultaneous Ring list. 

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

Click Cancel  to display the previous page. 
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Use this procedure to delete a phone number from the list of numbers that ring simultaneously on incoming calls. 
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1) On the User – Incoming Calls menu page, click Simultaneous Ring Personal .  The User – Simultaneous Ring 
Personal page appears. 

2) Check the Delete box next to the phone number to delete. 

3) Click Delete.  The entry is deleted. 
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This chapter contains sections that correspond to each item on the User – Outgoing Calls menu page. 

Use the User – Outgoing Calls menu page to manage outgoing calls, for example, blocking your line ID or 
programming speed dial codes. 
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The User – Outgoing Calls menu page contains these menu items: 

�  Basic menu 

This menu displays menu items that all users can use: 

-  Call Return 

-  Last Number Redial 

-  Line ID Blocking 

-  Speed Dial 8 

-  Speed Dial 100 

�  Advanced services 

This menu displays the menu items that users can use only if such functions have been assigned to them: 

-  Account Codes 

-  Personal Phone List 
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To access the Outgoing Calls menu page, click Outgoing Calls  in the Options list. 
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Use this menu item on the User – Outgoing Calls menu page to: 

�  Return a Call to the Last Party that Called You 

The Call Return service allows you to easily return your last call, using a Feature Access Code. 
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Use this procedure to return a call to the last number that called you, whether or not the call was answered. 

 

1�������	�����	7	����	������	

1) On the User – Outgoing Calls menu page, click Call Return .  The User – Call Return page appears, giving 
instructions for Call Return. 

2) To call back the last party who called you, enter the Call Return Feature Access Code at your phone. 

3) To display the previous page, click OK.  The User – Outgoing Calls page appears. 

:�  �����!������'�������

Use this menu item on the User – Outgoing Calls menu page to: 

�  Redial Last Number You Called 

The Last Number Redial service allows you to easily redial the last number you dialed using a Feature Access 
Code. 

:� �
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Use this procedure to redial the last number you called. 

 

1�������	�����	7	
���	������	������	

1) On the User – Outgoing Calls menu page, click Last Number Redial .  The User – Last Number Redial page 
appears, giving instructions for Last Number Redial. 
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2) To redial the last number you called, enter the Last Number Redial Feature Access Code at your phone or click 
the REDIAL button at your Web Call Manager. 

3) To display the previous page, click OK.  The User – Outgoing Calls page appears. 

:�"  ��
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Use this menu item on the User - Outgoing Calls menu page to: 

�  Conceal Your Phone Number When You Make a Call 

�  Reveal Your Phone Number When You Make a Call 

The Line ID Blocking service allows you to block or display your calling line ID when you make a call. 
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Use this procedure to block your line ID when you make a call.  This service is used to block or reveal your phone 
number to people who have Caller ID (a feature that displays names and numbers) on their phones.  Caller ID 
allows a person to see the name and phone number of the person who is calling. 

���� ���6���	!��!��	����	�����	!�����	���	�!	��	������	(��� �	����	@���(*��	�������@	)	��	����	���	3���$����	�� .�(����	
�����(�"		 ��	
���	#2	���(*���	�����(�	(��	��	(���� ��	��	������	���	!��(���	���������	!����	(����	���	 ������	���	���	!��(���	
(����	��	!������	����	3���$����	��.�(����	��	������ �	�����(��"		 ���	�����(�	����	���	�!!�$	��	(����	� ���	������	���	����!"	

 

1�������	�����	7	�������	
���	#2	2������$	���(*���	

1) On the User – Outgoing Calls menu page, click Line ID Blocking .  The User – Calling Line ID Delivery Blocking 
page appears. 

2) For Block Calling Line ID on Outgoing Calls, click “On”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

:�"��  '������>�����2�
��!�������2�
�>����������	�����

Use this procedure to unblock your line ID. 



                                                           
   
  Voice Web Portal User Guide 

 

����������	
��	�
��	�� PAGE 86 OF 124 VOICE WEB PORTAL END-USER GUIDE�

 

1�������	�����	7	�������	
���	#2	2������$	���(*���	

1) On the User – Outgoing Calls menu page, click Line ID Blocking .  The User – Calling Line ID Delivery Blocking 
page appears. 

2) For Block Calling Line ID on Outgoing Calls, click “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

:�5  %�����<����9��

Use this menu item on the User – Outgoing Calls menu page to: 

�  Program Speed Dial 8 Numbers 

The Speed Dial 8 service allows you to program a single digit to dial a frequently dialed or hard-to-remember phone 
number.  You can assign a single digit to up to eight numbers. 

:�5�
  ��������%�����<����9�!��������

Use this procedure to program a single digit to dial a frequently dialed or hard-to-remember phone number.  You can 
assign a single digit to up to eight numbers. 
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1) On the User – Outgoing Calls menu page, click Speed Dial 8 .  The User – Speed Dial 8 page appears. 

2) Type the phone number in the Phone Number text box next to a speed dial code. 
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3) Type a name or description for the speed dial code in the corresponding Name text box.  This name does not 
affect the operation of the speed dial code. 

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

:�6  %�����<����
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Use this menu item on the User – Outgoing Calls menu page to: 

�  View Your Speed Dial 100 Dialing Codes 

�  Set a Speed Dial 100 Code 

�  Modify a Speed Dial 100 Entry 

�  Delete a Speed Dial 100 Entry 

The Speed Dial 100 service allows you to assign a prefix and a two-digit dialing code to a frequently dialed or hard-
to-remember number.  You can assign Speed Dial 100 codes to up to 100 numbers. 
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Use this procedure to display your Speed Dial 100 call entries. 
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1) On the User – Outgoing Calls menu page, click Speed Dial 100 .  The User – Speed Dial 100 page appears, 
showing your Speed Dial 100 call entries. 

2) To display the previous page, click OK or Cancel .  The User – Outgoing Calls menu page appears. 

:�6��  %�����%�����<����
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Use this procedure to set a prefix and two-digit speed dial code to dial a frequently dialed or hard-to-remember 
phone number.  You can set up to 100 Speed Dial 100 numbers. 
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1) On the User – Outgoing Calls menu page, click Speed Dial 100 .  The User – Speed Dial 100 page appears. 

2) Click Add .  The User – Speed Dial 100 Add page appears. 

3) From the Speed Code 100 drop-down list, select a two-digit code. 

4) Type a text description for the speed dial number in the Description text box. 

5) Type the phone number to assign to the speed dial code in the  
* Phone Number text box. 

6) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 

:�6�  �����0���%�����<����
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Use this procedure to edit a Speed Dial 100 entry. 
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1) On the User – Outgoing Calls menu page, click Speed Dial 100 .  The User – Speed Dial 100 page appears. 

2) Click Edit  next to the entry to edit.  The User – Speed Dial 100 Modify page appears. 

3) Enter a new description, phone number for the speed dial code.  You cannot edit the speed dial code. 

4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to delete a Speed Dial 100 entry. 
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1) On the User – Outgoing Calls menu page, click Speed Dial 100 .  The User – Speed Dial 100 page appears. 

2) Click Edit  next to the entry to delete.  The User – Speed Dial 100 Modify page appears. 

3) Click Delete.  The entry is deleted and the User – Speed Dial 100 page appears. 

Or, 

4) Check the Delete box next to the entry to delete. 

5) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

�
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Use this menu item on the User – Outgoing Calls menu page to: 

�  Display Your Account Codes 

The Account Codes service displays the account codes assigned to you for making calls. 

:�8�
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Use this procedure to view your account codes. 
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On the User – Outgoing Calls menu page, click Account  Codes .  The User – Account Codes page appears. 

The User – Account Codes page displays the information described below. 

Item Description 

Codes The number of the account assigned by the administrator. 

Description A description of the account assigned by the administrator. 

 

9.7.1.1 To Place a Call Using an Account Code:  

1) Dial the Feature Access Code for Per Call Account Code. 

2) Dial the account code. 

3) Dial the number. 

9.7.1.2 If You Make an Error (That is, You Dial the  Wrong Account Code): 

1) While your call is in progress, flash the phone (click the flash button or click the hang-up button once).  The 
active call is placed on hold. 

2) Redial the Feature Access Code and the account code. 

3) Resume your call. 

9.7.1.3 To Exit this Page: 

To display the previous page, click OK.  The User – Outgoing Calls page appears. 

:�9  �����
����2�
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Use this menu item on the User – Outgoing Calls menu page to: 

�  View Your Personal Phone List 

�  Add an Entry to Your Personal Phone List 

�  Modify an Entry in Your Personal Phone List 

�  Delete an Entry from Your Personal Phone List 

�  Import a Comma-delimited Text File 

The Personal Phone List service allows you to configure a list of phone numbers you call frequently or want to 
remember. 
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Use this procedure to display your personal phone list. 
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1) On the User – Outgoing Calls menu page, click Personal Phone List .  The User – Personal Phone List page 
appears, showing your customized phone list. 

2) To display the previous page, click OK or Cancel .  The User – Outgoing Calls menu page appears. 
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Use this procedure to add a number to your customized phone list. 
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1) On the User – Outgoing Calls menu page, click Personal Phone List .  The User – Personal Phone List page 
appears. 

2) Click Add .  The User – Personal Phone List Add page appears. 

3) Type the name and number in the * Name and * Phone Number text boxes. 

4) To save your changes and display the previous page, click OK. 
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To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to make changes to an entry in your customized phone list. 
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1) On the User – Outgoing Calls menu page, click Personal Phone List .  The User – Personal Phone List page 
appears. 

2) Click the Edit  link next to the entry to modify.  The User – Personal Phone List Modify page appears. 

3) Modify the name and number as required. 

4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to delete an entry from your customized phone list. 
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1) On the User – Outgoing Calls menu page, click Personal Phone List .  The User – Personal Phone List page 
appears. 

2) Click the Edit  link next to the entry to delete.  The User – Personal Phone List Modify page appears. 

3) Click Delete.  The entry is deleted and the User – Personal Phone List page appears. 
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Or, 

4) Check the Delete box next to the entry to delete. 

5) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

�
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Use this procedure to import personal phone list call entries from an existing comma-delimited text file (.CSV format 
files).  To produce a comma-delimited text file, see the instructions for a program such as Microsoft Outlook, Word, 
or Excel. 
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1) On the User – Outgoing Calls menu page, click Personal Phone List .  The User – Personal Phone List page 
appears. 

2) Click the Import Phone List  link.  The User - Personal Phone List Import page appears. 

3) In the * Select a Phone List File text box, type the file name or click Browse  to locate the .CSV file and click 
Open.  The .CSV file must have headings “Name” and “Number”. 

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

If you click Apply  or OK, the names and numbers in the .CSV file appear in the Personal Phone List. 

Below is an example of the call entries in an import list created in a text file before the file was converted to a 
.CSV file. 

"Name","Number" 

"Jane B Doe","301-555-1231" 

"Jane M Doe","301-555-1232" 

"Jane W Doe","301-555-1233" 

"John B Doe","301-555-1234" 
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"John D Doe","301-555-1235" 

 


@ 	����	�
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This chapter contains sections that correspond to each item on the User – Call Control menu page. 

Use the User – Call Control menu page to configure or use call control services, for example, call waiting or flash call 
functionality. 

 

����	7	����	�������	

The User – Call Control menu page contains these menu items: 

�  Basic menu 

This menu displays menu items that all users can use: 

-  Barge-in Exempt 

-  Call Waiting 

-  Call Pickup 

-  Directed Call Pickup 

-  Directed Call Pickup with Barge-in 

-  Flash Call Hold 

-  Call Transfer 

-  Three-Way Call 

-   Music On Hold 
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�  Advanced services 

This menu displays the menu items that users can use only if such functions have been assigned to them: 

-   Push to Talk 

-   Remote Office 

-   Shared Call Appearance 
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To access the User – Call Control menu page, click Call Control  in the Options list. 


@��  #����7�
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Use this menu item on the User – Call Control menu page to: 

�  Activate Barge-in Exempt 

�  Deactivate Barge-in Exempt 

The Barge-in Exempt service allows you to prohibit other users from interrupting your calls with the Barge-in service. 
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Use this procedure to enable Barge-in Exempt.  Barge-in Exempt allows you to prohibit others from interrupting your 
conversations with the Barge-in service. 

 

����	�������	7	�����)��	'&��!�	

1) On the User – Call Control menu page, click Barge-in Exempt .  The User – Barge-in Exempt page appears. 

2) For Barge-in Exempt, click “On”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 


@����  <��*�������#����7�
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Use this procedure to deactivate Barge-in Exempt.  When Barge-in Exempt is deactivated, members of your group 
with the Barge-in service enabled can barge-in on your calls. 
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1) On the User – Call Control menu page, click Barge-in Exempt .  The User – Barge-in Exempt page appears. 

2) For Barge-in Exempt, click “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 


@�  	���������
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Use this menu item on the User – Call Control menu page to: 

�  Activate Call Waiting 

�  Deactivate Call Waiting 

The Call Waiting service allows you to receive a signal when a call comes in while you are engaged in another call. 

���� ������$	���������	��	�����	��	(������	����	���	�����(� 	��	���(�������"	
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Use this procedure to enable Call Waiting.  Call Waiting allows you to pick up a call while you are engaged in 
another call. 
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1) On the User – Call Control menu page, click Call Waiting .  The User – Call Waiting page appears. 

2) For Call Waiting, click “On”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to deactivate Call Waiting.  When Call Waiting is deactivated, busy treatment is given to callers. 
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1) On the User – Call Control menu page, click Call Waiting .  The User – Call Waiting page appears. 

2) For Call Waiting, click “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 


@�"  	������*����

Use this menu item on the User – Call Control menu page to: 

�  View Your Call Pickup Group 

The Call Pickup service allows you to answer a ringing call to another phone in your call pickup group. 
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Use this procedure to display the members of your Call Pickup group. 
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1) On the User – Call Control menu page, click Call Pickup .  The User – Call Pickup page appears, showing the 
members of your Call Pickup group. 

The User – Call Pickup page displays the items described below. 

Item Description 

Group Name Name of the Call Pickup group. 

Name Name of the user in your Call Pickup group. 

Department Department of the user in your Call Pickup group. 

 
2) To pick up a ringing call at a member of your Call Pickup group, dial the Call Pickup Feature Access Code.  If 

there is more than one ringing call in your Call Pickup group, the call that has been ringing the longest is 
answered. 

3) To display the previous page, click OK.  The User – Call Control menu page appears. 


@�5 <���*����	������*����

Use this menu item on the User – Call Control menu page to: 

�  Pick Up a Call at an Extension of Your Call Pickup Group 

The Directed Call Pickup service allows you to pick up a call at a specific extension of your call pickup group. 
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Use this procedure to answer a call ringing at an extension of your Call Pickup group. 
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1) On the User – Call Control menu page, click Directed  Call Pickup .  The User – Directed Call Pickup page 
appears, showing instructions for Directed Call Pickup. 

2) To pick up a ringing call at an extension in your Call Pickup group, enter the Directed Call Pickup Feature 
Access Code followed by the extension at your phone. 

To display the previous page, click OK.  The User – Call Control page appears. 


@�6 <���*����	������*����(��2�#����7�
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Use this menu item on the User – Call Control menu page to: 

�  View the Status of the Warning Tone 

The Directed Call Pickup with Barge-in service allows you to prohibit other users from interrupting your calls with the 
Barge-in service. 
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Use this procedure to view the status of the warning tone associated with Directed Call Pickup with Barge-in.  The 
warning tone precedes a barge-in. 
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1) On the User – Call Control menu page, click Directed Call Pickup with Barge-in .  The User – Directed Call 
Pickup with Barge-in page appears. 

2) The Warning Tone displays “On” or “Off.”  The group administrator sets the status of the Warning Tone. 

3) To display the previous page, click OK.  The User – Call Control page appears. 
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Use this menu item on the User – Call Control menu page to: 

�  Hold a Call at a Phone Without Call Control Functionality 

The Flash Call Hold service allows you to hold a call at a phone with no Hold  button. 
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Use this procedure to hold a call at a phone with no Hold  button. 
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1) On the User – Call Control menu page, click Flash Call Hold .  The User – Flash Call Hold page appears, 
showing instructions for Flash Call Hold. 

2) To hold a call at a phone without call control functionality, flash the phone (click the flash button or click the 
Hangup  button once). 

3) Dial the Flash Call Hold Feature Activation Code. 

4) Make the second call. 

5) To toggle between calls, flash the phone and dial the Flash Call Hold Feature Activation Code. 

6) To display the previous page, click OK.  The User – Call Control page appears. 
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Use this menu item on the User – Call Control menu page to: 

�  Transfer a Call at a Phone without Call Control Functionality 

The Call Transfer service allows you to transfer a call at a phone with no transfer  button. 
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Use this procedure to transfer a call at a phone with no transfer functionality. 
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1) On the User – Call Control menu page, click Call Transfer .  The User – Call Transfer page appears, showing 
instructions for Call Transfer. 

2) To transfer a call at a phone with no transfer functionality, flash the phone (click the flash  button or click the 
Hangup  button once). 

3) Dial the number to which to transfer the call. 

4) When the transfer number answers, flash the phone again. 

5) To display the previous page, click OK.  The User – Call Control page appears. 
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Use this menu item on the User – Call Control menu page to: 

�  Connect Three at a Phone without Conferencing Functionality 

The Three-Way Call service allows you to set up a three-way conference call at a phone with no conferencing 
functionality. 
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Use this procedure to connect three calls in a conference call at a phone without conferencing functionality. 
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1) On the User – Call Control menu page, click Three-Way Call .  The User – Three-Way Call page appears, 
showing instructions for Three-Way Call. 

2) To set up a three-way conference call at a phone with no conferencing functionality, make the first call. 

3) When the number answers, flash the phone (click the flash  button or click the Hangup  button once). 

4) Make the second call. 

5) When the second number answers, flash the phone again. 

6) To display the previous page, click OK.  The User – Call Control page appears. 
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Use this menu item on the User – Call Control menu page to: 

�  Activate Music On Hold 

�  Deactivate Music On Hold 

The Music On Hold service allows you to turn on music for all calls when the remote party is held or parked.   
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Use this procedure to enable Music On Hold.  Music On Hold allows you to turn on music for all calls when the 
remote party is held or parked. 
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1) On the User – Call Control menu page, click Music On Hold .  The User – Music On Hold page appears. 

2) For Music On Hold, click “On”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to deactivate Music On Hold.  When Music On Hold is deactivated, no music is heard when the 
remote party is held or parked. 
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1) On the User – Call Control menu page, click Music On Hold .  The User – Music On Hold page appears. 

2) For Music On Hold, click “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 


@�
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Use this menu item on the User – Call Control menu page to: 

�  Configure Push to Talk Options 
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�  Allow Push to Talk Calls From Selected Users 

Push to Talk provides an intercom-like functionality where you can call another party and be instantly connected. 
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Use this procedure to configure Push to Talk Options. 

The User – Push to Talk page is a list page that contains an advanced search.  The advanced search lets you 
define specific search criteria to narrow your search and display a manageable list.  For more information on 
defining search criteria, see section Error! Reference source not found.  Error! Reference source not found. . 
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1) On the User – Call Control menu page, click Push to Talk .  The User – Push to Talk page appears. 

2) Select your Auto-Answer options. 

-  Select “On” if you want to automatically answer Push to Talk calls. 

-  Check “Off” if you do not want to automatically answer Push to Talk Calls. 

3) Select the Outgoing Connection Type. 

-  Select “One-Way” to establish a one-way path.  If this option is selected, then the originator of the call can 
talk to the party receiving the call, but the party receiving the call cannot talk to the originator of the call. 

-  Select “Two-Way” to establish a two-way path.  If this option is selected, then both the originator of the call, 
and the party receiving the call can talk to each other. 
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Use this procedure to select which users Push to Talk calls can be received from. 

1) On the User – Call Control menu page, click Push to Talk .  The User – Push to Talk page appears. 

2) Select your Access List options. 

-  Select “Allow calls only from the users selected below” to list the users who can use Push to Talk to call 
you. 

-  Select “Allow calls from everyone except the users selected below” to accept Push to Talk calls from 
everyone except the listed users. 

3) To add users to the display, move users from the Available Users column to the Selected Users column. 

-  In the Available Users column, select the users.  You can select some or all of the items in a column.  Item 
names are listed in alphabetical order.  To select several items in sequential order, click the first name, hold 
down the SHIFT key on the keyboard, and click the last name.  To select several items, but not in a 
particular order, click the names while holding down the CTRL key on the keyboard. 

-  To add the selected users to the display, click Add > .  To move all users (unselected) at once, click Add All 
>>. 

4) To remove users from the display, move users from the Selected Users column to the Available Users column. 

-  In the Selected Users column, select the users. 

-  To remove the selected users from the display, click Remove < .  To move all users (unselected) at once, 
click Remove All << . 
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5) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Call Control menu page to: 

�  Activate Remote Office 

�  Deactivate Remote Office 

The Remote Office service allows you to use an off-site phone, for example your home office phone or cell phone, 
as your business phone.  All services available from your office home are available through Remote Office.  In 
particular, if you subscribe to a name delivery service at home, External Calling Line ID must be enabled for your 
caller’s name and number to display with Remote Office. 
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Use this procedure to access your Web Call Manager functionality from other phones. 
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1) On the User – Call Control menu page, click Remote Office .  The User – Remote Office page appears. 
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2) For Remote Office, select “On”. 

3) Type the number of the remote phone in the Remote Phone Number text box. 

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to deactivate the Remote Office service. 
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1) On the User – Call Control menu page, click Remote Office .  The User – Remote Office page appears.  
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2) For Remote Office, select “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Call Control menu page to: 

�  Query the Alternate Locations Assigned to You 

The Shared Call Appearance service allows you to view your alternate locations.  Alternate locations are alerted 
along with the primary location when an incoming call is received.  Any one of these locations can answer the 
incoming call.  The location that answers the call becomes the active location. 

The alternate locations can also be used to originate calls.  The location originating the call becomes the active 
location. 

Once one location is active, the other locations cannot be used until the active location is released. 

The Users – Shared Call Appearance page is a list page that contains an advanced search.  The Device Type, 
Device Name, and Line Port appear.  Depending on the number of pages of data in a list, list pages allow you to 
present the data several different ways.  You can click the headings of a column to change the sort order of items in 
the column, use the input boxes below the data to specify search criteria, or click the page links, for example, Next 
or Previous .  The advanced search lets you define specific search criteria to narrow your search and display a 
manageable list.   
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1) On the User – Call Control menu page, click Shared Call Appearance .  The User – Shared Call Appearance 
page appears. 

2) Select Alert all appearances for Click-to-Dial calls to enable Click-to-Dial alerts.  When this is enabled, all of the 
user’s locations (primary and SCA) are alerted for a Click-to-Dial call when the user has no active location or the 
user has Multiple Call Arrangement (MCA) assigned and enabled.  If you do not have MCA enabled, or it is 
disabled, and you have active location, only that active location is alerted. 

3) For Multiple Call Arrangement, select “On” or “Off”.  Multiple Call Arrangement provides the ability for multiple 
calls to be handled concurrently on different Shared Call Appearance locations for a user. 

The User – Shared Call Appearance page list displays the items described below. 

Item Description 

Device Type Type of device of the alternate location. 

Device Name Name of the device assigned to the alternate location. 

Line/Port Line or port assigned to the alternate location. 

 
4) From the drop-down list, select the “Device Type”, “Device Name”, or “Line/Port” of the alternate location to 

search. 

5) From the drop-down list, select the search condition (“Starts With”, “Contains”, or “Equal To”). 

6) Type a search string in the text box. 

7) Click Find .  The alternate location appears. 

8) To display all alternate locations assigned to you, click Find All . 

9) To display the previous page, click OK.  The User – Call Control page appears. 
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The User – Client Applications menu page contains these menu items: 

�  Basic Menu 

This menu displays menu items that all users can use: 

-  Attendant Console 

-  Web Call Manager 

-  Outlook Integration 

-  Phone Status Monitoring 

�  Advanced Menu 

This menu displays the menu items that users can use only if such functions have been assigned to them: 

-  Telephony Toolbar 

-  Reception 



�
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Use this menu item on the User – Client Applications menu page to: 

�  Configure Attendant Console 

The Attendant Console feature allows you to configure call monitoring within your group. 
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Use this procedure to customize the columns on your Attendant Console.  Attendant Console allows you to use the 
console to view call activity (on a call, not on a call, or do not disturb) for selected members in your group to monitor 
calls within your group. 
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1) On the User – Client Applications menu page, click Attendant Console .  The User – Attendant Console page 
appears. 

The User – Attendant Console page displays the column titles described below. 

Column titles Description 

Action Populates the Call Manager dialog box with the phone number. 

Department Department of the user. 

E-mail User’s e-mail address. 

Extension Telephone extension of the user. 

Mobile User’s mobile telephone number. 

Name Name of the user. 

Number Telephone number of the user. 

Pager User’s pager number. 

Status A red icon appears if you are on a call or has a red line through it indicating 
DND (Do Not Disturb) is enabled. 

Title User’s title, name, and department.  This is a sortable field. 

 
2) Check Launch Attendant Console on Login if you want to launch the Attendant Console service when logging 

in. 
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3) Check View Call Details if you want to see details of calls on the Attendant Console. 

4) To add columns to the display, move columns from Available Columns to Displayed Columns. 

-  In the Available Columns, select the columns.  You can select some or all of the items in a column.  Item 
names are listed in alphabetical order.  To select several items in sequential order, click the first name, hold 
down the SHIFT key on the keyboard, and click the last name.  To select several items, but not in a 
particular order, click the names while holding down the CTRL key on the keyboard. 

-  To add the selected columns to the display, click Add > .  To move all columns (unselected) at once, click 
Add All >> . 

5) To remove the selected columns from the display, click Remove < .  To move all columns (unselected) at once, 
click Remove All << . 

-  In the Displayed Columns, select the columns. 

-  To remove columns from the display, move columns from the Displayed Columns to the Available 
Columns. 

���� ��� ��	 
�� �� 	���	 
�� �
�� ��� 	�������	����$�	����	�����	����	�	(�����	��	���	��� �	��	�	(�����	��	���	�����"		 ��	
������ � 	���	 ������ �
�� �  	�������	����$�	����	�����	����	�	(�����	��	���	��� ��	��	�	(�����	��	���	����"	

6) Position the displayed columns as required, by clicking in the column you wish to move within the display and 
clicking Move Up  and Move Down . 

7) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Client Applications menu page to: 

�  Invoke Web Call Manager 

The Web Call Manager service allows you to initiate, manipulate, and receive calls through a web-based interface. 
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Use this procedure to display information on Web Call Manager. 
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1) On the User – Client Applications menu page, click Web Call Manager .  The User – Web Call Manager page 
appears, showing information on the Web Call Manager Call Manager services. 

2) To access Web Call Manager, click Call Manager  at the upper right of a page. 

3) To have the Web Call Manager launch automatically upon login, check Launch Web Call Manager on Login. 

To display the previous page, click OK.  The User – Client Applications menu page appears. 

4) Previous page, click OK.  The User – Client Applications page appears. 
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Use this menu item on the User – Client Applications menu page to: 

�  Activate Outlook Integration 

�  Deactivate Outlook Integration 

The Outlook Integration service allows you to access your Outlook contacts from Web Call Manager. 
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Use this procedure to activate Outlook Integration. 
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1) On the User – Client Applications menu page, click Outlook Integration .  The User – Outlook Integration page 
appears. 
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2) For Outlook Integration, select “On”. 

3) Specify the location from which your contacts are retrieved.  Select either Retrieve Contacts From Default 
Contact Folder Only, or Retrieve All Contacts. 

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to deactivate Outlook Integration. 
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1) On the User – Client Applications menu page, click Outlook Integration .  The User – Outlook Integration page 
appears. 

2) For Outlook Integration, select “Off”. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Client Applications menu page to: 

�  Add Users to Monitor 

The Attendant Console feature allows you to configure call monitoring within your group. 
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Use this procedure to add users to the Phone Status Monitoring service to monitor calls within your group. 

The User – Phone Status Monitoring page is a list page that contains an advanced search.  The advanced search 
lets you define specific search criteria to narrow your search and display a manageable list.   
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1) On the User – Client Applications menu page, click Phone Status Monitoring .  The User – Phone Status 
Monitoring page appears. 

2) To add users to the display, move users from the Available Users column to the Monitored Users column. 

-  In the Available Users column, select the users.  You can select some or all of the items in a column.  Item 
names are listed in alphabetical order.  To select several items in sequential order, click the first name, hold 
down the SHIFT key on the keyboard, and click the last name.  To select several items, but not in a 
particular order, click the names while holding down the CTRL key on the keyboard. 

-  To add the selected users to the display, click Add > .  To move all users (unselected) at once, click Add All 
>>. 

3) To remove users from the display, move users from the Monitored Users column to the Available Users column. 

-  In the Monitored Users column, select the users. 

-  To remove the selected users from the display, click Remove < .  To move all users (unselected) at once, 
click Remove All << . 
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4) To filter the users in the display, from the Show only drop-down list, select a filter. 

5) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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The Telephony Toolbar application is a carrier class lightweight desktop communications management product for 
users of Microsoft Outlook, Internet Explorer, and Mozilla Firefox.  Telephony Toolbar can provide users with Click-
to-Dial ability, and the ability to configure commonly used services.  As Telephony Toolbar uses the latest 
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technology platforms and communications facilities, it fully interoperates with the Zayo Managed Services platform.  
Many services, such as the Web Call Manager, can be configured or used from the Telephony Toolbar. 

Please contact your service provider if you would like to request this service. 

For information on using Telephony Toolbar, see theTelephony Toolbar user documentation, or the Telephony 
Toolbar online help. 
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1) On the User – Client Applications menu page, click Carbon 12 miPA Corporate .  The User – Carbon 12 miPA 
Corporate page appears. 

2) To display the previous page, click OK.  The User – Client Applications page appears. 
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The Reception Console (Carbon 12 miRECEPTION) is an IP telephony attendant console for use by front-of-house 
receptionists, or telephone attendants, who screen inbound calls for enterprises.  It realizes the promise of next-
generation networks by enhancing business processes and delivering rich services in a personalized way. 

 

For more information on the Reception Console, see the Reception Console user documentation. 
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1) On the User – Client Applications menu page, click Carbon 12 miRECEPTION .  The User – Carbon 12 
miRECEPTION page appears. 

2) To display the previous page, click OK.  The User – Client Applications page appears. 
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This chapter contains sections that correspond to each item on the User –Messaging menu page. 

Use the User –Messaging menu page to configure voice mail parameters, such as distribution lists or greetings. 
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�  Basic menu 

This menu displays menu items that all users can use: 

-  Aliases 

-  Distribution Lists 

-  Greetings 

-  Voice Portal 

-  Voice Management 

�  Advanced services 

This menu displays the menu items that users can use only if such functions have been assigned to them: 

-  Error! Reference source not found.  
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To access the User – Messaging menu page, click Messaging  in the Options list. 


���  ��������

Use this menu item on the User – Messaging menu page to: 

�  View Your Aliases 

�  Add an Alias 

�  Delete an Alias 

The Aliases service allows you to access your voice mailbox from other phones as if you were at your primary 
phone. 
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Use this procedure to view the other phone numbers from which you can access your voice mailbox as if you were 
at your office phone (for example, your cell phone). 
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1) On the User – Messaging menu page, click Aliases .  The User – Aliases page appears, showing your aliases. 

2) To display the previous page, click OK or Cancel .  The User – Messaging menu page appears. 
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Use this procedure to add a phone number from which you can access your voice mailbox as if you were at your 
office phone (for example, your cell phone). 
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1) On the User – Messaging menu page, click Aliases .  The User – Aliases page appears, showing your aliases. 

2) Click Add .  The User – Aliases Add page appears. 

3) Type the alias phone number in the * Phone Number text box. 

4) To save your changes and display the previous page, click OK. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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5) In the User – Aliases page, save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves 
your changes and displays the previous page. 


����  <�������
��������

Use this procedure to delete an alias. 
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1) On the User – Messaging menu page, click Aliases .  The User – Aliases page appears, showing your aliases. 

2) Check the Delete box next to the entry to delete. 

3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Messaging menu page to: 

�  Create a Distribution List 

�  Add an Entry to a Distribution List 

�  Delete an Entry from a Distribution List 

The Distribution Lists service allows you to create and maintain lists of phone numbers for distributing voice mail 
messages. 
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Use this procedure to create a list of phone numbers for distributing voice mail messages.  You can create up to 10 
different lists. 
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1) On the User – Messaging menu page, click Distribution Lists .  The User – Distribution Lists page appears. 

2) Click the tab for the list that you want to create. 

3) In the Description text box, enter a description of this list for your own reference. 

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this procedure to add a phone number to a distribution list. 
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1) On the User – Messaging menu page, click Distribution Lists .  The User – Distribution Lists page appears. 

2) Click the tab for the list that you want to add to. 



                                                           
   
  Voice Web Portal User Guide 

 

����������	
��	�
��	�� PAGE 120 OF 124 VOICE WEB PORTAL END-USER GUIDE�

3) Type a phone number in the Phone Number text box. 

4) Click Add .  The entry is added to the list. 
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Use this procedure to delete a phone number from a distribution list. 
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1) On the User – Messaging menu page, click Distribution Lists .  The User – Distribution Lists page appears. 

2) Click the tab for the list that you want to modify. 

3) Check the Delete box beside the phone number to delete. 

4) Click Delete.  The entry is deleted. 
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Use this menu item on the User – Messaging menu page to configure your greetings. 

The Greetings service allows you to configure the messages your callers hear or see when your phone is busy or 
you do not answer. 
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On the User – Messaging menu page, click Greetings .  The User – Greetings page appears. 
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1) If you want callers to hear or see the standard system greeting when your phone line is busy, select System 
greeting. 

Or, 

If you want callers to hear or see a personalized message, select Personal greeting. 

Type the name of a .WAV file that contains your personalized greeting in the Load personal greeting text box, or 
click Browse  to locate the file.   
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1) If you want callers to hear or see the standard system greeting when there is no answer, select System 
greeting. 

Or, 

If you want callers to hear or see a personalized message, select Unavailable Greeting. 

Type the name of a .WAV file that contains your personalized greeting in the Load Unavailable Greeting text 
box, or click Browse  to locate the file. Go to step 2 of this procedure. 

If you have recorded an alternate greeting for callers to hear or see when there is no answer, type the name of 
the alternate greeting in the Greeting Name text box, click the button next to one of the alternate greetings.  
Type the name of a .WAV file that contains your personalized greeting in the Audio control, or click Browse  to 
locate the file.   
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2) Select the number of rings you want callers to hear before your greeting.  Other services, such as Call 
Forwarding No Answer, share this setting, and if it is changed in one service, that change affects all other 
services using this value. 
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3) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Messaging menu page to: 

�  Upload a Recorded Personalized Name 

The Personalized Name service allows you to configure a recording of your name for Auto Attendant and 
Messaging. 
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Use this procedure to upload a recording of your name for Auto Attendant and Messaging. 
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1) On the User – Messaging menu page, click Voice  Portal .  The User – Voice Portal page appears. 

2) Check the box to indicate that the personalized name recording should be used with Auto Attendant and Voice 
Messaging.  Callers hear the user name recording when using the name-dialing feature and when transferring 
to the user’s extension. 

3) Type the name of the .WAV file of the user name in the Load Name text box or click Browse  to locate the file. 

4) Check the Auto-login to Voice Portal when calling from my home text box to enable the auto-login option.  When 
this is enabled, the system recognizes the calling user and the password collection phase is skipped. 

4) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 
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Use this menu item on the User – Messaging menu page to: 

�  Activate and Set Up Voice Messaging 

The Voice Management service allows you to configure the handling of your voice messages. 
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Use this procedure to specify how you want your voice messages handled. 
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1) On the User – Messaging menu page, click Voice Management .  The User – Management page appears. 

2) For Voice Messaging, select “On”. 

3) To retrieve voice messages using the phone and e-mail, select Use unified messaging. 

4) If you have selected unified messaging and you want to hear a stuttered dial tone (and see a blinking light on 
some phones) to inform you when you have messages waiting, check Use Phone Message Waiting Indicator. 

5) If you always listen to your voice messages using your e-mail client and do not use the phone retrieval option, 
click Forward it to this e-mail address and type the e-mail address where you want your voice messages to be 
sent. 

6) If you want to receive a short e-mail message informing you about incoming calls, check Notify me by e-mail of 
the new voice message at this address and type the e-mail address where you want these notifications to be 
sent. 

7) If you want a carbon copy of your messages to be sent to another e-mail address, check E-mail a carbon copy 
of the voice message to and type the e-mail address where you want the copy to be sent. 

8) If you want callers to be able to press 0 during your outgoing voice message and be transferred to another 
number, such as a mobile phone or Auto Attendant, check Transfer on ‘0’ to Phone Number and type the phone 
number to transfer the calls. 
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9) Save your changes.  Click Apply  or OK.  Apply saves your changes.  OK saves your changes and displays the 
previous page. 

To exit without saving, select another page or click Cancel  to display the previous page. 

 


