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Hosted PBX Customer Portal for Business Group Administrators

Introduction Welcome to Cogeco’s Hosted PBX. This guide will help get you up and running
with the Customer Portal for Business Group Administrators (BG Admin). The
Customer Portal BG Admin User Interface makes it possible for Business Group
Administrators to view and manage the different features of their business phone
service through their Customer Portal account.*

Ready to get started? Login at: businessplus.cogeco.net/login/bg. (Consult
your administrator regarding your default password. Once you log in, you will

be prompted to create a new password.)

*This guide is representative and may vary from your individual Hosted PBX BG
Admin Customer Portal screen.

Customer Portal BG Admin Home Page

A Business Group Administrator will initially see the Home page when logging
into the Customer Portal BG Admin Ul.

The Customer Portal BG Admin Ul Home page displays icons of all the services
available in the Business Group as well as a scrollable left-hand sidebar, both of

which provide links to screens where the BG Administrator can view and configure
each service.

Customer Portal BG
Admin Home Page



http://businessplus.cogeco.net/login/bg
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The left-hand sidebar also includes the following links.

Help

The BG Admin can click on this
link to see information about the
options on the particular page
they are currently viewing.

Send Feedback
The BG Admin can use this link to
send feedback if they encounter

problems using the Customer
Portal BG Admin Ul.

Working with groups

Hunt Groups
(MLHGs)

Hunt Groups screen

BG Administrators can view and change the settings for any Hunt Groups (MLHGs)
in their Business Group or Department. A Hunt Group (also referred to as a Multi
Line Hunt Group or MLHG] is a collection of Business Group lines. Calls to a
Hunt Group are passed to the first non-busy line in the group or to all non-busy
lines simultaneously. If all lines are busy, then the caller is added to a queue.
A Hunt Group may be used to create a small Call Center.

If you are using Cogeco’s Integrated ACD product, you may configure this service
on a maximum of 10 Hunt Groups in a single Business Group. The Hunt Groups
page lists all of the Hunt Groups in the Business Group or selected department
(not including those in sub-departments).

If you are using Cogeco's Integrated ACD product in one or more Hunt Group in
a Business Group, this screen will also display the Service Level to indicate whether
this Hunt Group can use either the Integrated ACD Basic and/or Premium service.
If there is a limit on the number of licenses which can be used in the Business
Group, the BG Admin will also be able to see how many ACD Basic and/or Premium
licenses are currently available for use in this Business Group or Department.

Hunt Groups in Department:
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the group are passed to & non-busy member of the Hur
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5 within @ Business Group (members), so that calls to
@y b added o 8 quase IF ll members g
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On this screen, the BG Administrator can:

e select one or more Hunt Groups using the checkboxes and move the
selected Hunt Group(s) between departments using the drop-down.

e click on a Hunt Group to access the configuration screen for that Hunt Group.

On the configuration screen for an individual Hunt Group, the BG Admin can:

e view details of Hunt Group Pilots and Hunt Group Members and access the
configuration options for the member lines in the Hunt Group.

e add or remove member lines, or change the position of member lines
within the group.

e change settings, including

— the name of the Hunt Group;
—» whether new members can explicitly log in or log out of it by default;

—» the call distribution algorithms.

Call Pickup Groups BG Administrators can view and change the settings for any Call Pickup Groups
in their Business Group or Department. Incoming calls to a Business Group Line
that is a member of a Call Pickup Group can be answered by any other member
of the Call Pickup group, who simply presses a key to connect to that call. The
Call Pickup Groups page lists all of the Call Pickup Groups in the Business Group
fragment or selected department (not including those in sub-departments).

Business Group Admin Portal

Hoine:

Call Pickup Groups in Department:

Groups

4% Hunt Groups (MLHGS) SalestMarketing-QC
+ia Call Prokup Groups
= Supervisor Dashboard

& Call Pickup Groug {CPUG) defines a group of Business Group Lines within which the subscribers can use Cail
Pickup to answer each other’s incoming calls.

Move selectad 1o

All Lines

--Select Department— 7

Call Pickup Group Name Number of Members

Search far...

There are no Call Pickup groups in tis department.

Call Pickup
Groups screen
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On this screen, the BG Admin can: On the Call Pickup Group Configuration

e view all the currently-configured screen, the BG Admin can

e add or remove lines from the Call
Pickup Group

Call Pickup Groups

e add or delete Call Pickup Groups
« click on a Call Pickup Group to e access the conflg.urat|.on options
for the member lines in the Call

access the configuration screen _
Pickup Group

for that Call Pickup Group

Supervisor
Dashboard

Supervisor Dashboard

If your deployment includes Integrated ACD, BG Admins who are also ACD
Supervisors can access the Supervisor Dashboard directly the Customer Portal
BG Admin Ul. Integrated ACD (Automated Call Distribution) is a separately-
licensed Customer Portal component that provides BG Administrators with
detailed information about the activity of the MLHGs that they are managing.

If the BG Admin is also an ACD Supervisor, they will see the Supervisor Dashboard
link on the Customer Portal BG Admin Ul. Clicking this link launches a new
browser window that enables the administrator to view a range of graphs for
all the MLHGs that they administer (Department Administrators will only see

their department and, if configured, sub-departments).
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BG Administrators who are also ACD Supervisors will also be able to use this
screen to launch the ACD Report Scheduler to generate and schedule reports
on MLHG activity.
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Reports for business group 'Sales&Marketing-QC' T
Report Title: Data range
iod: 12/16/2018 - 12/16/2018
Report Type: Calls by Day . Period: , /
; 00 v| 3 ) v

Select Data: All gueues v Start of day:

End of day: 24 T = 00 ¥

D0 [ S

The Calls by Day report shows a summary of the call activity for all queues by day. Only calls that arrive via queuss will be included, for example outgoing or direct-dialled calls are
AC D R epo rt SC h e d u {e r not displayed. Any activity outside of the start/end of day and from unselected days of the week is not included in the results. All times are in (GMT-5.00) America/Eastern.

Working with lines and phones

Business Group and BG Administrators can view and change the settings for all the lines in their
Department Lines Business Group or Department. The Lines page displays all the lines in the
selected Department, using icons to indicate lines of a particular type. The BG
Admin can also click on the following links to view screens that only contain

lines of a particular type.

e The Users screen displays all individual Business Group lines
(see Appendix for detailed settings examples)

e The Attendants screen displays any lines configured as Easy Attendant or
Premium Attendant lines (see Appendix for detailed settings examples]

e The Groups screen displays any lines configured as Hunt Group Pilot lines.

E Group Admin Portal et Sl -

Lines in Department:
Vi 4 A

~Select Department—- *

Telaghane Wuiiber  Ext, L Depatment
Searh i, I any st

Wip Resfenstan; SHecRM QC &omn  Nome At ¥
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g, Mol Mew individusl seingi

t preisonal detalls

Lines screen
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There are a range of options on these pages. On the main Lines page, the BG
Admin can use the Download all Lines button to download a CSV file which
contains information about all the lines in this Business Group. This CSV file
contains the name, DN and department of each line, ordered by the department
to which the lines belong.

On all the pages, the BG Admin can use the Search for text box to search for any
value in the table to find a particular line.

e The search will be restricted to the Department selected at the top of the
screen. Selecting View All opens a drop-down which displays a list of all
the Departments currently configured in the Business Group, along with a
search facility. When the View All option is selected, a Department column
is shown in the results table so that the administrator can easily see where
the line is located.

e The drop-down box on the right of the search field enables the BG
Administrator to specify whether the search should be applied either
in any field or just to a specific column.

e The information of each column will be checked against the characters
entered in the textbox, and just the lines that have matches are shown
with the relevant matches highlighted. The list is updated as the characters
are entered.

e The BG Administrator can also use the search facility to list all the
administrators in the selected Department, by entering admin in
the search textbox.

The BG Admin can use the Actions dropdown alongside a line to

* View individual settings e Unlock account. Clicking this link
for that line. enables the BG Administrator to

. . unlock a line. For example, if a
¢ Edit personal details for that ) ) P
. . . . subscriber has incorrectly entered
line, including changing the . .
: . their PIN or password multiple
name and designating the

line as a BG Administrator. times and been locked out, or a

BG Administrator has previously

¢ Reset line. Clicking this link locked the line so that it cannot
enables the BG Administrator be used. This option is only
to allocate this line to a displayed if the action to unlock
different subscriber. an account is enabled in the

Customer Portal customization.
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Resetting a Business
Group Line

Attention: Resetting an account is a significant change that takes a few
seconds to complete, and cannot be reversed. The existing account is
stripped - all messages and contacts are deleted, personal settings and
schedules are removed and service options are returned to the Class of
Service values. Subscribed services are still available, but may be disabled
awaiting reactivation by the new subscriber.

The Reset Line option allows the BG Administrator to allocate the selected
line to a different subscriber. Resetting a line removes all the current data
associated with the line, including any call lists.

e Toreset aline, the BG Administrator clicks the Reset line link on the Actions
menu drop-down.

e This launches a pop-up where the BG Administrator can enter the
following information.

e The new account name.

e Whether to use the account name as the local calling name (this option
is ticked by default).

e Whether to remove the line from all groups (this option is ticked by default).

e The BG Administrator then clicks OK. They will see a confirmation pop-up
warning them that this action will lose all data for the line and cannot be
undone. Clicking OK resets the line.

e The BG Administrator then sees a New User Details pop-up showing the
new account name, directory number and all PINs/passwords. These
passwords will be set to randomly generated numeric or alphanumeric
sequences.

e The BG Administrator can then copy and paste this information into an
email and send it to the new user.

e The new account will be uninitialized, and the subscriber will need to set
a new TUI PIN/Customer Portal password and record a spoken name and
initial greeting when they log in for the first time.

Business Group BG Administrators can assign phones to lines in the Department or Business
Phones
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Group, and click a link to launch the Customer Portal Phone Configurator
where they can view and make changes to phone profiles. The Phones
page lists all the SIP phones in the Business Group or Business Group
fragment or selected department.

tl [ oot st = |
Phones in Department:
—Sgiact Dapatmant-- T
Saner ruriber,

Agsiign phangs t Enes using the tabie betw or

Madal MAC Addrecs Dasrriptian

Search for...

arfinng

actions ¥

Phones screen

FEFEFEE~~F

The BG Admin can:

e view the status of all the phones in the selected Department - the question
mark icon indicates if a phone is not currently able to be used, for example
because the phone has not been authenticated.

e use the checkbox to select a phone or click on the phone and then assign it
to a department or line.

e click on the phone icon to launch a pop-up to change the phone configuration.

e click on the Actions menu to change or configure the phone
(see Appendix for detailed settings examples).

e click on manage your phone profiles to launch the Customer Portal
Phone Configurator.

Working with Business Services

Business Group The BG Administrator can make changes to the configuration for all the

Departments Departments for which they are administrators. On the Departments
screen, the BG Administrator can view details of all the Departments for
which they are an administrator, and also add new departments.
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Business Group Admin Portal

e Departments
Departments divide your Business Group into separately-acministrable groups.
¥¥a Hunt Groups (MLHGs)
¥ To edit or delete a department, dick on the department in the tree view below,
s Call Pickup Groups
= Supervisor Dashboard Add Department
Al Lines Department Name Qperator Mumber LGy %o ASa
& Users
Search for...
7 Attendants
Business Sales 0 ) 7
222 Group Access

18 Phones

Departments screen

The BG Admin can click on any of the existing departments on this screen
to launch a pop-up where they can:

e rename the department
e enter or change the operator number for the department

¢ set limits on the number of incoming and outgoing calls that the
department can make

Business Group The BG Administrator can view and make changes to the short codes used in a

Short Codes Department or Business Group. Short Codes allow subscribers to call a number
by dialing the short code rather than the whole number. On the Short Codes
screen, the BG Admin can see all of the Short Codes in the Business Group
fragment or selected department (not including those in sub-departments).

Business Group Admin Partal

o Short Codes in Department:
45 Hunt Groups (MLHGE) Wiew All Y
+ t w ¥ 5 ly dial U bers, below wes rrently
<}, Call Pickup Groups Shnrfote; flln ¢\{0L\r users to quickly dial common numbers, The table below shows the short codes currently in
operation in the selected department.
= Supervisor Dashboard
Mave seleced to:
All Lines
--Select Department- ¥
& Users
) Attendants Delete Selected m Add Range
422 Group Access
Short Code Telephone Number or Service Access Code Department
LB G 22 (819) 289 2883 None
2200 988400 None
5555 1 {844) 8635 1515 None

Short Codes screen
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The BG Admin can:

e move a selected Short Code to another Department
e select a Short Code and delete it
e add a single Short Code or a range of Short Codes

e click on an existing Short Code to launch a pop-up where they can edit it

Business Group The BG Administrator can configure the Business Group's Account Code settings,
Account Codes and create and edit a list of Validated Account Codes.

On the Account Codes screen, the BG Administrator can see which types of call
require an account code to be entered before they can be made, and, if account
codes have been assigned, a list of these account codes.

Note: Only the BG
Administrator for the
whole Business Group

Business Group Admin Portal

Account Codes
The falleveng codes are avalable on afl knes when account codes are validsted, Indradual Ines may akso Fave
addiional codes.

Edfit List

Account Gode Dpbans

fragment can access
the Account Codes page.

Call bypas saquiring an accaunt ooge

Mational Diperator

# Interrational Darectory
Lacal Carrier Dialed
Framium Rats Local Business Group
Reglosal Othar Business Group

# U valtfated account cotes
Account ccde length: | 4

Max + attempts before account Wacked: 10

! Call typas may be ovarridden zer lme
W &ccourt code length may be overnddan per ine

1 Line mmay viaw business grou accourt codes

Lires | can wiaw * their own validated accourt codes.
! send Feadback assigned Account Coges
0320 Pasca
1234 Robeart
Account Codes screen 4536 Jonathan

On this screen, the BG Admin can

e edit the list of assigned account codes
e use the checkboxes to mark which call types require account codes

e choose whether or not to use validated account codes (so that subscribers
must enter a specific code before making a call of a particular type)

e set the account code length (1-15 characters])
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e set the maximum number of incorrect attempts to enter an account code
before the account is blocked (1-100 attempts)

e choose whether or not call types and Account Code length can be
overridden on a per line basis

e choose whether or not Business Group Lines can view and change their
own account codes

Business Group The BG Administrator can view and configure the extensions that can be used
Extensions in their Business Group or Department.

On the Extensions screen, the BG Administrator can see all the extensions
that are currently configured in the Business Group or Department. These
extensions can be used to quickly dial other numbers in the Business Group.

Note: Only the BG
Administrator for the

Business Group Admin Portal

whole Business Group Extensions
Groups.
fra gme nt can access e Extensions allow your users to quickly dial other numbers in the Business Group. The table below shows t@le
- X ¥¥% Hunt Groups (MLHGs) extensions currently in operation. Additionally, to transfer calls to voicemail, prefix the extension with 98, @
the Extensions page. 1 Call Pickup Groups
Coior L
= Supervisor Dashboard
All Lines Ext, Telephone Number
& Users 4000 - 4099 89911111114000 - 85911111114099
) Aitendants 8410 (873) 387 0239
483 Group Access 8411 (873) 387 0240
8432 - 8422 89944444448402 - 85944444448422
é Phones
8423 £0044444448473
Services
8424 - 8499 8004444444847 - §9944444448409
Wi Departments
== Short Codes
= Account Codes
&. Bdensions
Extensions screen ne

On this screen, the BG Admin can

e delete selected extensions
e add a single extension, or a range of extensions

e click on an extension to launch a pop-up where they can edit it

Business Group BG Administrators with the appropriate permissions can download Call Logs

Call Logs for a specific period of time.
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Note: Only BG
Administrators
with suitable
permissions
can see the Call
Logs screen.

Call Logs screen

Groups

#¥s Hunt Groups (MLHGS)
i+ Call Pickup Groups

b= Supervisor Dashboard
All Lines

& Users

) Attendants

422 Group Access

1@ Phones

Services

@ Departments.

=== Short Codes
= Account Codes
%, Extensions

' Call Logs

! Call Recording
</ Music on Hold

Business Group Admin Portal

Call Logs
Call Logs are presented in a CSV report listing the calls to and from lines in your administration domain. Use the
filtering options to specify a date range or to restrict the report to calls to and from fines in a given department.

Filter confguration
Enter start and end dates to request logs of calls made within a spacific periad of time:

Start date:

End date:

Selact the department whose calls should be induded in the report. Note that the report will include calls to and
from lines n the selected departmeant and its sub-departments.

Sales&qMarketing-QC v

On the Call Logs screen, the BG Admin can:

e request a report containing the logs e filter call logs specifying a date

of all calls made (up to a month at range, and/or by department
a time) to and from lines within domain if the Business Group
their administration domain (whole has them.

business group or department and

sub-departments).

Error messages are displayed if any of these filters are set to incorrect values.
The Ul will validate these filters once the Download button is clicked, and then
display a dialog box while the report downloads. The BG Admin cannot access

the main page or navigate to another page during this process, although they

can cancel the operation. Once downloaded, the report can be openedin a
spreadsheet application such as Microsoft Excel.

Business Group
Call Recording

Note: The Call
Recording tab
Is only visible if
Call Recording is

enabled for the
Business Group

The BG Administrator can click on the Call Recording menu button to

access the default Call Recording Server where they can configure their

call recording service.
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Business Group
Music on Hold

Music on Hold
configuration interface

The BG Administrator can access configuration pages for Music on Hold directly
from within the Customer Portal BG Admin Ul. The BG Administrator can click
on the Music on Hold link to configure this service. This will open a new window
containing the appropriate configuration interface.

Music On Hald Mapgngs 1n ceparteent Marketing-BUSY (root)

security mappings = resources

Directory number  Initial resource Actian Follow-up resource Start Point  Duration  Actions
Dsfzult Giobsl 11 - Cogeco MOH File Fepast Random Cveride
Directory number  Initial resource Action Follow-up resource Start Point  Duration Actions
2502450100 ¥ || MNone ¥ | [Repest i ¥ (Bt ¥ Add

0 of 5 mappings used

Mote: f = line has been recently sdded ko or moved within this ergsnization, then it may teka ep b3 to one business day for the change to affect Music On Hold
Wiew mappings in
subdepartment: Vaice

Spedialists

Business Group
Miscellaneous
Settings

The BG Administrator can use the Misc. Settings screens to view a range of
settings for their Business Group or Department. On the Misc Settings screen,
the BG Admin can see the Number Blocks screen, and click additional tabs to
view External Call, Call Notifications and Other Settings screens.

Number Blocks

Business Group Misc Settings
Number Blocks screen

On the Number Blocks screen, the BG Admin can see a list of the Telephone
Number Blocks in their Department or Business Group, and the number of lines
that are currently allocated in each block.

55 Group Admin Portal Chaw L w

Misc. Settings
Extenal Calls Cal Noofcatans Dther Sataings

bzt 3 of tha Imes in sach telephone namber Wock may have bean diocated vet. Plaase contact us if vou weald ke
tn racan mara aumbste o b ioeato mara lines

Teiephane Humbar Black Humber of Lines Alocated
1280) 111 8000 - 9

(299) 245 0112 3

2891 48 0133

- [389) 266 DGR0

B e g

BI55G000MCONZ - BH9IOOD001D006 1
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External Calls On the External Calls screen, the BG Admin can see if there are any limits on

calls made outside of the Business Group or Department as well as the codes
set for local, long distance and international carriers.

Business Group Admin Portal

Misc. Settings

Other Settings

It eamiers that aro usad whan malking

Settings
Extomal Cals Uniimited
tncaming Calle Undimitad
Dumoeng Uniimmited
[L05]
2 e [
Intermanioral earmiar code 0900

Business Group External o
Calls Settings screen 1 sond Fepdhack

Call Notifications The BG Administrator can use the Call Notifications screen to enable or disable

Emergency Call Notifications and, if these notifications are enabled, configure
the targets who will receive either an email or outdial notification whenever an
emergency call is made by one of the lines in the Business Group.

Note: The Call
Notifications tab is
only visible if the
Business Group

is subscribed to

the Outgoing Calls
Notifications service.

Business Group Admin Portal

Misc, Settings

nurber Bods Emema Caks Other Setangs
Select COrkacts 1 recave
departments will contac

ations when emergency cals ara disked within their sapartment, Mested
e emergency cantacts of their ovwn department and those of it parent'a.

Department

Emergsncy Cantacts

Salesd&Markening-BUSY Chns Ly Achons ¥

Business Group Misc
Settings Emergency Call
Notifications screen

The BG Administrator can click Disable Emergency Call Notifications to turn

call notifications off. When Call Notifications are disabled, this button displays
Enable Emergency Call Notifications.
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On this screen, the BG Admin can:

e view the Call Notifications which are already configured.

¢ use the Add New button to launch a pop-up where they can select a Department
and add details for the recipients who should receive either an email or a
telephone call whenever a line in that Department makes an emergency call.

e use the Actions drop-down alongside a Department to edit the existing lists
for that Department or to clear them. Clicking on Edit launches the same
pop-up as the Add New button.

Other Settings

B chmin Portal {E e

Misc. Settings

Marber Blocks Exsama Cabs e3f Motfications

Bimsirated Subecriber Meszaging
Restrict submeriver-to-subacriber messaging outsde of the Businzss Group
Intermal Goerstor Mamber
Surmass Graup cperator numbes T
(e Imarest Eaensions

Draplay imeme! Susness Group sxtensons rather than externsl directory members where possibe

Other Settings screen

On the Other Settings screen, the BG Admin can configure the following options.

¢ Restricted Subscriber Messaging - set whether members of this Business
Group can send messages only to other members of the same Business Group.

¢ Internal operator number - enter the number used to access this Business
Group's operator.

¢ Use Internal extensions - choose whether or not Customer Portal displays
the Business Group extension number associated with a directory number
where possible.

Working with Business Services

The following are just a few examples of the settings you can adjust in the
Users, Attendants and Phones screens:
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Users Select the desired user, and then clicking on Incoming calls will:

* Ring your phones together (simultaneously ring your phone with another)

¢ Forward to another phone (forward your calls to another phone])

Y. adable for Cals -
Ring your Locount Fhone = E

Ring your henes 1 order 1

i i
Hang actions ¥
Hane dctians ¥
i... Mone Actions ¥
Flarwe Acons ¥
fn Mone actions ¥
in Mare Actions ¥
Ve Account Settings t Hars Aeting ¥

|
Mana Actions ¥
Open In New Window m
Mare actians ¥
- (B3} 387 0237 Chantal Borneville: SelesaMarketing-0C Admin Mane Petions ¥
= [BF3} 067 0228 . Jonathan Gervals; SaesBMarketing-OC fomin  MNone Adtians ¥
(E73) 387 0239 B400 & Simon Leclerc CaesSMatkeEng-QC Admin  Mane Actions ¥
(E73) 307 0240 2401 0 Jemathan SSkanger: SxlesBMarkoting-0C Admin Hona Aetions ¥
Example of user screen

« Open Call Manager, then Send to voicemail after (adjust the number of
seconds before your extension goes to VM (1 ring = 5 seconds)

g Robert Smilga: SalesBMarkating-0C Admin

Phone Status

A, Avnilshlefor Cals -

LR g your Account Phore.

A Arcount Fhane g -
(438} 843 4841
1f there 15 na answer Nang Agtians ¥
Forward ts Eobiert after seconds Mana Actions ¥
* Send 1o ke of i
end to woiceman sfter. [T jeconds b o Actinns ¥
yoar phana & bugy Nana Adtions ¥

In None Achonz ¥
n Mone Artions ¥

Nane Actions ¥

oo e v | e« I S

{873) 287 037 Chantal Bannawilie: SFas&Markating-QC Admin More Actions ¥

(873) 387 (238 Jonathzn Ganais; SsleshMarkating-0C Admin - Nane Actions ¥

Exam p le of user p hone {873} 387 0235 BH0D & Simom Leclers; SalesBarkernp-QCADIIn  Mane Actinns ¥

status screen (873) 387 0240 B401 & Jonathan Bilanger: Szlesharksting 0O Acmin. Mane Actionz ¥
Call Settings e change the internal name for each phone in the field after “If not withheld,

signal my name as”
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Message Settings ¢ Forward messages and faxes as emails

(add/change voicemail to email)

\dnin Portal

‘era Reifenstein; SalestMarketing-0C Admin

Message Settings S
General a4 "
rd anmssngss mnd Faves as svais e AEtione ¥
ne oS

P tone Acticns ¥

Leme angral gbax ... e actions ¥
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Example of Message

1873} 367 1237
1 (873} 357 123
o (873)387 0239

Chantal Bonneyilar SalesaMarkstng-CC Admin Nang Acticas ¥
Jonathan Eanvam: SaleshManenng-OC Admin  None Actions ¥
8400 Siman Leclerc: SalasBMarketing-QC Admin None Actions ¥

{873} 387 M40 401 Jonathan Blanger: SaleskMarketing-QC Adirin Nene Ections ¥

Settings screen

¢ View Account Settings, then Change Voicemail PIN
(change voicemail password)
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. o {B73) 367 C241 Philip Sameszevkl: SaleshMarketing-0C Admin None Aitinms ¥
Settings screen L Ers— i sciane ¥

Attendants Select the desired attendant, and then click:

e Open Attendant Settings
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e Main and then Switch to using a single menu
(i.e. NO SCHEDULING - Easy Attendant)

You can change attendant recordings remotely

Line Status
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Example of Attendants
Line Status screen

¢ Schedule (change the scheduling for your attendant if applicable)
e Business/Non-Business Hours Menu (Easy Attendant)

—» Change the key assignment
(ex: press 1 goes to reception ext 8400)

roup Admin Portal

RVI Standard
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Example of Attendants
Line Status screen

¢ Announcements (you will only see this category if scheduling has been applied)

— Select one of the greetings (AH = After Hours Greeting, BH = Business
Hours) and record/listen to greeting remotely
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Example of Attendants
Line Status screen

Phones Select the desired phone, and then click:
¢ Actions -> Configure Phone (new window will open)

Phones in Department:
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tab screen ==

e Click “Edit”

¢ Programmable Keys - Line: this configures the 12 buttons on the left & right
side of the screen. Select a key you want to configure (key 1 = button 1 top
left corner, so keys 1-6 starting top left to bottom left, 7-12 top right to bottom
right]. Make sure when configuring keys to check the phone so that you're
not altering something that is crucial to that phone such as a main line
extension etc. In this section you will most likely be selecting a blank key to:

e Assign a speed dial

— Soft Key Action = Speed Dial
—» Number = Phone Number
—» Label = Contact’s First/Last Name
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e Add a monitoring key to monitor other phones in the business. This feature
allows you to see when people are on the phone. If you're not on a call it will
also allow you to speed dial that person’s phone. If you're on a live call and
press their key, it will Blind Transfer your call to that person’s phone.

— Soft Key Action = Enhanced Monitored Extension

— Extension = (the extension you want to monitor, ex extension 20
is reception’s phone then you would put 20 here)

— Label = (the person’s/department’s name, ex. Receptions Desk]
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»Advanced

Example soft key actions el

e Programmable Keys - Bottom (this section configures the 4 keys on the
bottom of the screen)

— In this section you could customize what keys you have on the 4 buttons
at the bottom of the screen. For example you could add a button that brings
you directly to your “Directory”.

Music on Hold e Click “Override”

e Upload new wave file



Questions?

Please visit our HPBX FAQ page at cogeco.ca
or call us at 1-855-494-5853.
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https://www.cogeco.ca/en/business/support/hosted-pbx

