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What you'll learn today.

Agenda

1. Logging In

2. Help Tool

3. Administrator Portal
4. MLHG's

5.  Call Pick Up Groups
6. Lines

7. Phones

8. Departments

9.  Short Codes

10.  Account Codes

11.  Extensions

12.  Call Logs

13. Music on Hold

14.  Misc. Settings



Log In nhC

Open up a web browser

‘ n h c ® Navigate to https://commportal.nhcgrp.com/bg

CommPortal Web

Please log in below. You will need to enter the following information.
Number — This is your 10 digit telephone

Number: 5558675309 | aumber

Password: | seessees Password — This is your Commportal Password

(] Remember me on this computer.

If you have forgotten your password, please contact
customer support.
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https://commportal.nhcgrp.com/bg

CommpPortal Help

Lines

The Lines page shows any User Lines, Sim-Ring

Home

Hunt Groups

Additionally, the visible list may be filtered by

business.

send Feedback Sim-Ring and Hunt Groups allow callers to find an

available userwithout having to ring them
individually.

Actions
For each line, this button allows you to:

Yiew the Hunt Group or Sim-Ring Group
configuration.

Wiew the line (including attendant) configuration.
Reset aline.

Unlock an account. If the account was not locked,
nothing will happen.

Reset Line
You will be asked for some new properties for the

Groups (MADMS), Hunt Group Pilots and Attendants.

Phones selecting the Users, Attendants and Groups
Departments navigator links.

Short Codes User lines correspond to particular people within
Account Codes the Business Group.

Extensions Attendants can provide basic call routing services,
Misc. Settings e.q. for a single external directory number for a

THE Communications STACK Provider™

For on demand help, click on the
Setting Sl hyperlink.
(located at the bottom of the page)



Administrative Portal

Groups

« '« Hunt Groups (MLHGs)
++s Call Pickup Groups

== Supervisor Dashboard (4
All Lines

& Users

'} Aftendants

182 Group Access

I# Phones

Services

# Departments

### Short Codes

i= Account Codes
& Extensions

. Call Analytics

<< Music on Hold (4

=+« Misc. Seitings

! Send Feedback

FhhC.

Business Group Admin Portal

w calls are handie
ble member. The QuL
allow lines to answer eac

sor Das hI oard helps you monitor

Hunt Groups Call Pickup Supervisor
(MLHGs) Groups Dashboard
All Lines
The All L o details of all lines in the business group. These can be
filtered b up Access Lines. Manage the phones in your

Business Group a m the Phones page.

Attendants Group

Services

To configure and manage further business services on your lines,

Deparimenis

select an option below.

Short Codes Exiensions

Music on I5C
Hold

Butter Stotch ~

for a selection of callers. Hunt Groups

1.Hunt Groups MLHG's (Multi-line Hunt Group):
A set of lines within a business group that allow
calls to be passed to multiple lines within a hunt
group.

2.Call Pick Up Groups: defines a group of lines in
which subscribers can answer each others
incoming call

3.Supervisor Dashboard: shows your call stats for
the agents within a MLHG. (This will only appear if
you have a Premium ACD and you are designated
an ACD Supervisor)

4.Users: Shows all individual lines under your
business group.

5.Attendants: Shows all Auto Attendants in your
business group.

6.Group Access: Shows you a list of MLHGs within
your BG

7.Phones: Allows you to manage the devices in
your business group.
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Administrative Portal cont....

‘ n h c ® 1.Departments: Divide your business into

Business Group Admin Portal Butter Stofch ~ Se pa rate g rO U pS.
Groups :G:?LL\IF:'S" be used to manage how calls are handled for a selection of callers. Hunt Groups 2. Short COdES: A SpeCifiC Speed d ia | I i ke COde

««a Hunt Groups (MLHGs)

t“e;e Call Pickup Groups allow I'1 tan er each o

: that is tied to an external phone number.
e e e @ 3.Account Codes: Allows you to restrict
outbound calling by utilizing an access code.

== Supervisor Dashboard [

- MG Com  Dumoun 4.Extensions: Allows users to quickly dial another
ok e e number within the business group.
L 5.Call Analytics: Download CSV report of all calls
1] oo 0 e to and from lines in your administration
: — domain.
21 2 oo | s T 6.Music on Hold: The ability to change the music
5,5 o e on hold and if applicable upload additional
6

sound resources.
7.Misc. Settings: Gives access to the number

«++ Misc. Setfings
1
! Send Feedback

Damens  getofs  Acom  Eden blocks & external calls settings information.
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MLHG's - Multi Line Hunt Groups - Settings

Business Group Admin Portal 3157157570 = The MLHG page displays all lines and settings
. | for a single MLHG (Multi Line Hunt Group).
rome Hunt Groups in Department:| Viewal v 9 ( P)
A Hunt Group (MLHG or Multi-Line Hunt Group) is a set of lines within a Business Group
{memkers), so that calls to the group are passed to a non-busy member of the Hunt Group, or may
be added to a queue if all members are busy. Please contact us if you would like to set up a new A MLHG iS a set Of IineS Wlthln a BUSineSS
Hunt Graup.
Group (MLHG Members), so that calls to the
Move selected for | ~Select Department- | group hunt to a non-busy line within the Group
L Hunt Group Name Mumber of Members Service Level Department or may be added tO d queue If a” IlneS are
busy.
O hunt 2 3 Fremium ACD Mone
O MLGH 1 Hunt Group Mone
O test1 1 Hunt Group Mone
[ test2 1 Hunt Group Mone
[ test3 1 Hunt Group Mone
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MLHG's - Multi Line Hunt Groups

Business Group Admin Partal

Click on the Hunt group name.

Hunt Group hunt 2 in Department: None

Hunt Gi ots Hunt Group Members Settings

2. Under Settings, you can change if Login/Logout is
supported by default for new members.

Telephone Mumber MName

(595) 222

Business Group Admin Portal = 3.  Displays the Settings for the MLHG, providing access to
the Preferences & Hunt Settings.

Ability to Change:
 Call Distribution Algorithm (how calls hunt)

_ * Maximum Queue length (How many calls can
Service Level FPremium ACD .
Loginflogout supported by default for new members @ Yes O Mo be ln the queue)

Business Group Admin Portal 3157157570 ° Maximum time Ca”s Can be queued

rlunt Group hunt 2 Depariment: None « Allow hunting on direct dialed calls (will the
calls hunt if one of the members is called

Proferences P directly)

Hunt Settings

Hunt Group MName: hunt 2

Hunt Group Pilots Hunt Group Members

e » How caller id is delivered (does it show callers
caller id or the lead number for the hunt)

E « How long to ring a line for before going to
ZT:T:LZ;E:;:!?SOd\rect—d\a\edca\\s? Dm neXt |Ine

et 0 » How long before trying a member again

If & member does not answer, do not call again for

(secs) 1
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MLHG's - Multi Line Hunt Groups - Pilot Numbers nhc

Groups

Business Group Admin Portal

www Hunt Groups (MLHGS)

-hunt 2
-MLGH

test 1
i

Telephone Number

5558675309

Hunt Group hunt 2 in Department: None

3157157570 =

Hunt Group Members Setlings
Ext. Marme
1057 Test 1

THE Communications STACK Provider™

The MLHG Pilots page provides access
to the Pilot Lines for the MLHG.

You can optionally assign one or more
MLHG Pilot Directory Numbers to the
Hunt Group. These provide a single
contact number for the whole group.



MLHG's - Multi Line Hunt Groups — Addin

g Lines nhc

Business Group Admin Portal -
Hunt Group hunt 2 in Department: None
Hunt Group Pilots Settings 1 .
Change Positions
Add single line: 2
O Position  Telephone Numbear Eut. ame Department
01 {315)572 4144 3155724 Dept1 Actions ¥
Add Lines to Hunt Group
aC Select the lines by ticking the boxes and then click Add Selected. Lines added to this Hunt Group
are allowed to loginflogout. When you add a line, itwill initially be logged out.
Department. | Joe Test |~
~
O Telephone Mumber Extension MNarme
O (315)572 315572
o (315)572 4147 Test Line 3
O (315)572 4202 411 test
O 315)572 analog 2431
W
Add Selected
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To Add a Line to a MLHG:

Click the Add Lines button.

Choose the number you wish to add by:
— selecting the top checkbox to select all

— select one or more with the individual
checkboxes.

NOTE: Displayed is a list of all lines in the Business
Group that are not already in a MLHG).

Click the Add Selected button.



MLHG's - Multi Line Hunt Groups — Change Line Position

Home

Business Group Admin Portal

Hunt Group hunt 2 in Department: None
Hunt Group Filots Settings
Remove Selected Change Positions Add Lines
Add single line:
O Position  Telephone Mumber Ext. Mame Department
01 (3151572 XXX 31557 Dept 1 Actions ¥
X — X

Change Member Positions in Hunt Group

lUse the up/down arrow icons in the FPosition column to change the order inwhich the hunt algorithm
selects non-busy lines to pass incoming calls to. Click Apply when you have finished.

Faosition Telephone Mumber Ext. [Mame Department
1 Q (3151572 xxx 41 315572 Dept 1
o 2 9 © |(312)715 ;XX i) 215715 Dept 1
SR + (5351222 XX Bobby Jones Dept 1
X

nhc

To Change the Positions of the Lines in a MLHG:

1. Click the Change Positions button. (You are
shown a list of all lines in the MLHG).

2. Use the arrows to move a line's position up
or down the list.

3. Click the Apply button to save the change.

THE Communications STACK Provider™



MLHG's - Multi Line Hunt Groups — Remove Lines
P nhc

Business Group Admin Portal 3157157570 «

Hunt Group hunt 2 in Department: None

To Remove a Line from a MLHG:

Hunt Group Pilots Hunt Group Members Settings
(MLHGs)
Change Positions Add Lines H

. . 1. Choose the number you wish to remove by:
— selecting the top checkbox to select all

— select one or more with the individual
checkboxes.

Add single line:

sition  Telephone Mumber Ext. ame Department

0O (315) 572 41 31557 Dept 1 Actions ¥
Oz (315) 715 75 31571 Dept 1 Actions ¥

3 (595) 222 09 Bobby Jones  Dept 1 Actions ¥

2.  Click the Remove Selected button.

THE Communications STACK Provider™



Call Pickup Groups

The Call Pickup Groups page displays all the Call Pickup
Groups in a department.

Business Group Admin Portal 3157157570
Call Pickup Groups in Department:| Viewal |+ A Call Pickup Group defines a group of Business Group
A Call Pickup Group (CPUG) defines a group of Business Group Lines within which the subscribers LlneS W|th|n Wh|Ch the SUbSC”berS can use Ca” PICkup
can use Call Pickup to answer each other's incoming calls. tO answer eaCh Otherls incoming Ca”S (A group can
Move selected to: | --Select Department- |~ Contain a maximum Of 32 ||neS)
— Members of the Call Pickup Group must be able to
O Call Pickup Group Mame Mumber of Members Department hear the ringing phones Of Other group members.
Search for...
O CPGl 2 Dept 1
O MewCPG 2 None
O Sales 3 None Note: Calls are limited to the number of lines

programmed on each user’s phone. For example: If you
only have 2 lines programmed on the phone, you will
only be allowed to have 2 simultaneous calls on that
particular phone.

THE Communications STACK Provider™



Call Pickup Groups — Add Groups

Business Group Admin Portal 3 0w

Call Pickup Groups in Department:| viewal |~

A Call Fickup Group (CPUG) defines a group of Business Group Lines within which the subscribers
can use Zall Pickup to answer each other's incoming calls.

To Add a Call Pickup Group:

Move selected tor| --Select Department-- |~

Add Group

O Call Pickup Group MNarme Mumber of Members Déﬁrtment 1 C||Ck the Add Group button.
Search for...
CPGI 2 Dept 1 .
- " 2. Enter a new Call Pickup Group name.
D [t.ul fand Tl ] [ limn
Add Call Pickup Group
O Sal
You can add a news Call Pickup Group. Just enter the name of the Call Pickup Group and 3 Clle the Add button
then click Add. ’ ’
9(38” Pickup Group Mame: Farts
Department: Mone

THE Communications STACK Provider™



Call Pickup Groups — Configuration

Business Group Admin Portal 0 Click on the call pick up group
name from the side menu.

Dept 1

To Add a Line:

. Click the Add Lines
button.

Call Pickup Group CPG! in Department:

hembers Settings

Remove S Add Lines Add single line;

BN | | Telephone Number Ext.  Name Department . Select the lines to add
[0 (595) 222 09 NHC Hosted 6000 Dept 1 i
- e o . Click the Add Selected
“0dl: ept b
servieor Dachboare utton.
Add Lines to Call Pickup Group Call Pickup Group CPG! in Department: Dept 1
Select the lines by ticking the boxes and then click Add Selected. Members Settings TO Remove a I—I ne:
Department. | Joe Test |« Dve selecled Add single line: dd ° SeleCt the ||nes to
0 Telephone Number Extension MNarme O Telephone Mumber Euxt. MNarme Department remove
(315) 572 31857 (595} 222 NHC Hosted 6000 Dept 1 ° Click the Remove
o 315572 47 TestLine O (595) 222 00:04:F2: Dept 1 Selected button.
O (315) 572 "0z 411 test
O (315)572 analog 2431
Add Selected
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Call Pickup Groups — Delete Groups

Business Group Admin Portal

Call Pickup Groups in Department:

. can use Call Pickup to answer each other's incoming calls.
(55)

Move selected to; | —-Select Department—- |~

yervisar Dashboard 4§ Search for...

Mew CPG 2

O Sales 3

A Call Fickup Group (CPUG) defines a group of Business Group Lines within which the subscribers

O Call Pickup Group MName Mumber of hMembers

3157157570 =

ekd B To Delete a Call Pickup Group:

1.

Add Grou p

THE Communications STACK Provider™

Choose the group you wish to
remove by:
» selecting the top checkbox to select all

e select one or more with the individual
checkboxes.

Click the Delete Selected button



Call Pickup Groups - Settings

Business Group Admin Portal

Call Pickup Group CPG! in Department: Dept 1 Access the Settings tab to change the name of the

Call Pickup Group.

Members
wwe Hunt Groups (MLHGs)
wa Call Pickup Groups . .
F— o 1. Click on the Settings tab.
Call Pickup Group Name: | Cpa| | 2. Enter the new Call Pickup Group name in the

box.

or Dashboard r_|’

3. Click the Apply button to save the changes.

THE Communications STACK Provider™



All Lines

nhc

new horizon

communications
Busi roup Admin Paortal

Hame Lines
Groups
o TS L Telephone Mumber Ext. Marme
it Call Pickup Groups Searcfor.. nanvre
All Lines (315) 572 1 test 4200

(315) 572 test 4801

(35672 : Wik 500
282 Groug (315 572 : Test3
Id Fhones (a1 a7 | test 4304

(38572 i test 670

(319572 ' &la
### Short Codes {318y 572 1 Jon W 300
= Account Codes {RO5) 200 595200
& Extensions {595) 200 595200
of4 Music on Hold (4 {585) 200 SLA Groups pilot: test

ttings

v B00 -

Actions ¥

Actions ¥

Actions ¥

Actions ¥

Actions ¥

Actions ¥

Actions ¥

Actions ¥

Actions ¥

Actions ¥

Actions ¥
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The Lines Tab displays all the numbers in your business
group.
The lines sub tabs allow for a finer view.

Users: Allows you to see only the users in the business
group.

Attendants: Allows you to see only the auto
attendants in the business group.

Group Access: Allows you to see only the groups the
business group.

Phones : Allows you to see the configured devices in
the business group.

= This display also provides Administrative control of
individual users in the business group.

= This view will also allow you to search for lines
using a number, name, extension, or department.

* You can also identify who is a business group
administrator and what lines are you auto
attendants from this view by reviewing the icons
next to the seat name.



-

The Solid star icon represents the Premium Auto
Attendant.

The white star icon represents the Easy Attendant.

The person wearing headset represents a Business Group
Administrator.

Three boxes connected at the top represents a MLHG Pilot

TN, the telephone number that when dialed will ring a
group of lines.

THE Communications STACK Provider™



Lines - Actions — View Individual Settings

Home

All Lines

3 lsers

) Aftendants

@ Fhones

Business Group Admin Portal

Lines in Department:| ViewAll

Move selected to. | --Select Department-- |« Download all Lines
O Telephone Number  Ext. Marme Department
Search for.. inany field ~
3151516 21551¢ Dept 1 Actions ¥
3155168200

Home: Messages Contacts

Phone Status

Forward to. (315) 572 Inactive

Your Services

0000

Call Settings Message Settings Notifications Account Codes

Open in New Window

- Wiews individual settings
Edit personal details
dmin | Resetline

Unlock account

THE Communications STACK Provider™

Click the Actions drop-down and
select View individual settings to
gain access to an individuals
CommPortal under the administrator’s
view.

You will be able to make changes and
view information within the selected
individuals CommPortal.

Note: Administrator's will not have access
to the individual’s voicemail messages or
click-to-dial.



Lines — Actions- Reset Account Information

Business Group Admin Portal ; 0w

Haome H H . i w . . .
Lines in Department:| ViewAl From the All Lines tab in the Business Group
Move selected tor | —Select Department- | Download all Lines Admln porta|, an Administl‘ator haS the ab|||ty to

reset the account.

O Telephone Mumber  Ext. MName Department
Search for... inarny fisld v 1 GO to the A" Lines tab
2. Click on the Actions dropdown.
0(315) 516 31551€ Dept 1
(315516 aas0 Joe Test r View individual settings 3 C||Ck the Reset Line Option.
O(315)572 31887 ) Feftpersonal detalls 4.  Enter New account name. Apply. (Confirm
0(315) 572 4144 315572 o Test Admin (E)) Resetline change on pop up window)
Reset Line rINew User Details

] 5. Record Password information for new user,

Telephone number: {315) 572

o MNew account name: Test Line

Note: This will reset all the information back to the

(nitial setup, including voicemail. You should ensure

&4 Remove from groups ‘ that all voicemail messages are retrieved prior to
completing this action

Also use as local caling name
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Lines - Actions - Unlock Account

Business Group Admin Portal 3157157570 «
Horme Lines in Department:| Viewal |- If the user attempts to access their voicemail and
enters the incorrect voicemail password too many
Move selected to) —-Select Department—- |~ Download all Lines times, they are Iocked out.
DiTelephens Number - Ext. ame Department Administrators have the ability to unlock the user’s
_ _ __ Search for. in any field v VO[CemG[[.
AllLines 0 1.  Go to the All Lines tab.
(315 516 31551 Dept 1 ;
& Users 0(315)516 388 . Joe Test [ View individual settings 2. Click on the Actions dropdown.
& AR 01(315)572 F195724140 | Betpersonal details 3. Click the Unlock account option
o ECHPAC 00315572 31557 Joe Test Admin [ Resetline
IE# Fhones O(3151572 414 TestLine q Unlock account I Note' Don,t forget tO G[SO reset the USGI’,S

Voicemail password.
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Editing Personal Details

Business Group Admin Portal 3157157570

Home Lines in Department:| View Al
=rol s

Move selected to: | -Select Department-- |~ Download all Lines

e Hunt Groups (MLHGS)

. U Telephone Mumber  Ext. Marme Department
«ws Call Fickup Groups
visor Dashboard I'_u’ searcher. in arty field Y
O1315) 516 315516 Dept 1 Actions ¥
sers N }
~=els [1{315) 516 55¢ Joe Test r Yiew individual settings

) Attendants 9 . .
) Attendant 0(315) 572 3155724 [

288 Group Ac

Oi31a)a72 .. .. 414 315572 Joe Test Admin [ Resetline
Phones . .
W Phon Edit Personal Details t
MName 9 Jenny lanning
Admin Mot an Administrator |~

Cancel

[ — 0 20 AT

Joe Test

C1(215) 516 8880 g880 Dept 1 Actions ¥

As an Administrator, you can change aspects of a
user’s individual line:

1. Click on Actions button to the right of the
user you wish to modify.

2. Click on Edit personal details
To Change Seat Name:
-Edit the Name field appropriately.

To Grant Administrator Privileges:

— Click on Admin drop-down and choose the
level.

— Not an Administrator grants no privileges.

— The Next level down grants full business
group privileges .

— The Next level down grants privileges only
in the department.

4.  Click the Save button.
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Changing Internal Caller ID

R e et Actore You can change the caller ID for calls internally
between other callers in your Business Group.

(3151516 Joe Test

(375572 31557 1.  Go to All Lines.

(315) 572 3155 Joe Test Admi [ Edit personal details . o

oo o 2. Select the Actions button, and select View
(3151572 Test Line I Resetline |nd|‘"dua| SettlngS
0315572 411 test I+ Unlock account

3. Click on the Call Setting from your
Your Sorvicen services menu on the new window that

@ 6 e just popped up.
4.  Enter the name as it should be displayed

in the If not withheld, signal my name as:

Call Settings field.
General 5. Click Apply
Caller transfer is not available as no operator number has been set for your business group.
[ withhold caller ID when making calls o Note: This field is limited to 15 characters.
If not withheld, signal my name as| joe test ThlS name Wlll On!y ShOW lnte(nally when
Provide caller ID for incorming call using extension dialing and will not be send
o _ outside of the business group.
] Provide caller name for incoming calls
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Phones - Management

Business Group Admin Portal 2 =  The Phones page provides the ability to
oo _ Do Al manage the phone profiles within your
Phones in Department: ViewAl  [¢ business group and assign lines.
S -Select Department- |~
s (MLHGs)
: : Enter number. . . . . .
. Call Pickup Groups * A Phone Profile is a set of configurations for a
NN [ [
Assign phones to lines using the table below or manage your phone profiles. phySical phone and can eXiSt at Severa| |eve|5.
o L hModel MAC Address Description  Assigned to Department _ FOr a BUSineSS GrOUp
AllLines ) ) . . .
SEE(EN (... In any field - — For a Department (This phone profile will
= e - o _ override the Business Group level
O Atendants O g oo0dr2 00:04:£2:40:... (595)222 Dept 1 Actions ¥ programming)
OJR 0004r2 PolcomVy.. 2181572 Deatt Actions ¥ — For a Business Group Line (This phone
Ofg oooer2 Polycomn So. (595) 222 Dept 1 Actions ¥ profile will override the Departmental level
rogrammin
00:08:50. 0008502 0 (315) 715 Dept1 Actions ¥ 'D g g)
00:08:50. 00085003 (595) 222 [Naone Actions ¥ . ..
. s | Note: As a Business Group Administrator
00:08:50: 00:08:50:4. . (315)516 Dept 1 Actions ¥ you have t_he abilitv to ch_ange phone
121212 12121212, . (595) 222 Dept 1 Actions ¥ configurations at the Business Group level,
34:DB:FC 34DBFD5... (508) 779 Dept 3 Actions ¥ the epartment level & the individual level.
B8:EF-BC . Test (315) 572 None Actions ¥
BO:FAEE BOFAEB3... (315)572 None Actions ¥
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Phones — Managing Profiles

Business Group Admin Port=!

riome Phones in Depa
Groups

--Select Department- |~

5 Hunt Gro
Enter number. .

5 call Pick

O Model MAC Address Description  Assigned to Department

Assign phones to lines using the table below or manage your phone profiles. ‘

Business Group Admin Pori=.

Assign phones to lines using the table below or manage your phone profil

Phones in Depa

--Select Department- |~

Enter number...

O model  MAC Address Description Assigned to
Search for.. inany field

00:04:F 2 00:04:f2:4 (595 222

0004 F2i Folycom WV (319) 572

00:04:F2:, Fokjcom Soun... (595) 222

000850 00085 (3151715

00:08:50: 00:08:5 v 1315) 516

1212120 12121 . 1995) 222

3157157570

Actions ¥
Actions ¥
Actions ¥
Actions ¥
Actions ¥

Actions ¥
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To Manage your Phone Configurations at the
Business Group Level:

Click on manage your phone profiles (with the
Phones in Department set to View All)

To Manage your Phone Configurations at the
Departmental Level. This will allow you to
Configure phone buttons and settings for the
entire business group.

Click on manage your phone profiles (with the
Phones in Department set to the appropriate
department). This will allow you to Configure
phone buttons and settings for only the phones
that are assigned to this department..



Phones — Managing Profiles

& | Phone selection for Joe Test as admin

To Create a New Phone Profile:
Manage your phones 1. Click Create New Profile button

Create new profile 2. Choose the phone model you wish to set
programming for,

3. It will appear on your Manage your phones
page & be available for programming.

7/,
Polycom VVX 1500 Polycom VVX 310 Polycom VVX 400

Polycom VVX 30v

Note : You will want to choose the model that
matches your phone. Some phone models look
very similar. The VVX 300 and 310 look the same
but have different internals. If you choose a 300

and you have a 310 the programming will not take

THE Communications STACK Provider™

Edit | =




Phones — Managing Profiles

& | Phone selection for Joe Test as admin

Manage your phones

Polycom VVX 300

o Edit | =

Create new profile

& | Polycom VWX 300 - Edit settings for Joe Test as admin

To Edit your Phone Profile:

1. Click the Edit button.

2. The Phone profile will open & you
can then program the phone.

»Programmable Keys - Line
»Programmable Keys - Bottom
»User

¥»Network Settings

¥»Paging Groups
¥»Push-To-Talk

¥ Advanced

»LDAP

¥ Sidecar Key Capabilities
¥ Default Sidecar Keys 1-20

=+ Show more softkeys

" Save changes

& Print.. = Expand all Reset all to defaults

THE Communications STACK Provider™

& Discard changes



Phones — Managing Profiles

Business Group Admin Portal 31 70 v

H[:] T " .
i Phones in Department: ViewaAl v
Groups
—-Select Department- |~
wwe Hunt Groups (MLHGS)
Enter number...
i‘E‘i Call Pickup Groups
Assign phones to lines using the table below or manage your phone profiles.
= Supervisor Dashboard 04

~ O hodel MAC Address Description  Assigned to Department TO Manage your Phone Configurations at the
AlEInEs Search for... in any field v IndiViduaI Phone Level:
& lsers .
4 . : . ' ¥
" I " | " Bhones tab and ehoose Configure phone
200 I:-':'r[_:l|”_] A = D J OOO4F >pt 1 Act g p .
o Prone. Ofg 0004 Manage your phones ot 1 Change phone 2. A new window will open allowing you to edit
“Tones . . . . . .
Du 00084 bpt 1 Configure phgneo the prOflle for the IndIVIduaI phone. ClICk Edlt
- g 000 . J— under the phone profile to make changes.
tfi Departments
00:08:9 kot 1 Acti
### Short Codes = . g dons ¥
O 12121 bpt 1 Acti
(= Account Codes g fens ¥
n 4D ot 3 Actions ¥

Polycom VVX 300

Create new profile

THE Communications STACK Provider™



Phones - Descriptions

Business Group Admin Portal

Home

Phones in Department: ViewAl

Groups

-—Selact Department- s

S Change Phone To Change the Description Associated
with a particular line in the Group:

. Zhange the phone configuration and then click Apply.

il MAC Address: 00 04 E 5 nent )
s 1. Click on the #¢19" ¥ drop down from

the Phones tab and choose Change
Phone Model: Polycorn SoundPoint IP Actions ¥ phone.

Description: 00:04:1Z

. s N 2. In the pop-up window input the new
Ll I Change D“O”eo description in the Description field.

Comaure phens 3. Click the Apply button.

Fhone authenticated at;

9 Actions ¥
O . 0008 5040 AR A5 0005504 0 (315)516 8200 Dept 1 Actions ¥
[y ? 121212121212 12121212, (595) 2220909 Dept 1 Actions ¥
I= Accountc
OB 24 DEFDSCERES] 24DEFDS (S0 TTA6E012 Dept3 Actinns ¥
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Phones — Assigning a Telephone number to Phone nhc

Business Group Admin Portal =

Home

Phones in Department: View Al v

Groups

dept 2
Tt 2 R To Assign a Line to a Phone:
o CElFIEp Erenps Assign phones to lines using the table below or manage your phone profiles. 1. Place a checkmark next to the
O Model MAC Address Description  Assignedto  Depariment phone.
Searchfor... In anyfield - 2.  Enter the telephone number.
; !H::IIM O u 00:04 F2: 00:041240: . (595) 222 Dept 1 Actions ¥ 3. Click Assign to Line.
2 J 0004F2 Polycom VV... (315) 572 Dept 1 Actions ¥
Ofg oomr2 Polycom So... (595} 222 Dept 1 Actions ¥ Note: Telephone Number must be an
Ol 00085D 00085D2. (315715 Deptl Actions ¥ existing Telephone Number or already
00:08:5D 00:08:5D:3... (595222 None Actions ¥ built. To add a new number to a
00:08:50: 00:08:5D:4... (315)516 Dept 1 Actions ¥ phone contact NHC.
121212 1212:12:12... (595) 222 Dept 1 Actions ¥
34 DBFC 34 DB.FD5... (508) 779 Dept 3 Actions ¥
63.EF-BC Test (315)572 None Actions ¥
BOFAEE BOFAEB3... (315)572 None Actions ¥

&% Music on Hold (4
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Phones — Assigning to Departments

Business Group Admin Portal 31 70~
riome Phones in Department: Viewal v

Groups

dept 2 ~
www Hunt Groups (MLHGS) 1 " "
5558675209 Assign to Line . .
e | | The Phones page also provides access to Assign
Assign phones to lines using the table below or manage your phone profiles. Phones tO a Department or ASSign Phones tO a
O Model WMAC Address Description  Assigned to Department Line.
All Lines ) :
Search for.. in any field ~ .
U To Assign a Phone to a Department:
P 00:04 F2: 00045240 (595) 222 Dept1 Actions ¥ 1 Place a Checkmark neXt tO the phone
Y Allenaants M °
) _ 00:04:F2: FPolycom Wy (315572 Dept 1 Actions ¥ 2 Select the department from the drop
282 Group Ace . -
E— 00:04:F2: Folycom So... (595) 222 Dept 1 Actions ¥ down bOX.
00:08:50: 00085002 0 (315715 Dept1 Actions ¥ 3 Clle ASSign tO Department
00:08:50; 00085003, (595222 Mone Actions ¥
B Departments
o i 00:08:50: 00:08:50:4... {315)516 Dept 1 Actions ¥
Short C
= 121212 12121212 (595222 Dept 1 Actions ¥
= Account C
ol 34:DB:FC 34:DBFD:S. (508) 779 Dept 3 Actions ¥
., Extensions
. 68:EF.BC v Test [(315) 572 Mone Actions ¥
Call Logs
BO.FAEE EOFAEB:3. . (315)572 Mone Actions ¥

Music on Hold 4
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Departments

A lsers

) Aftendants

388 Group A

Business Group Admin Portal

Departments

Departments divide your Business Group into separately-administrable groups.

To edit or delete a department, click on the department in the tree view below.

Add Department

Department Name Operator Mumber \"

Search for

Dept 1 0
dept 2
Cept 3

SIP

A\

\

The Departments page displays all departments in
the Business Group.

Departments divide your Business Group into
separately-administrable groups.

Business Group administrators can optionally be
restricted so that they only have privileges to
administer lines within a given Department.

Departments may also be divided into sub-
departments.
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Departments — Adding a Department

Business Group Admin Portal

Home

Departments

Departments divide your Business Group into separately-administrable groups.

To edit or delete a department, click on the department in the tree views below.

Department MName Operator Number \:‘ \f \f
AliLines search idAdd Department
& lsers
Dept 1 To add a new department, enter its name, select its parent department and then click
) Attendants Add
dept
882 Group .
Dept 3 Department Mame: Farts
IE Fhones .
z 5P Farent Department: Joe Test -
Operator Number: 5558R75309

Set limits on the number of calls this department can malke:

W Incorming and Outgoing: Unlimited |~
9\:' Incoming: Unlirmited |~
\: Jutgoing: Unlimited |~

6

Cancel

To Add a Department:

Click the Add Department button.

Enter a new name for the Department you
wish to create.

Select a Parent Department your new
department will belong to as a Sub-
Department.

If applicable, enter an Operator Number.

Specify any call limits you would like to apply
to this department.

Click the Add button.

THE Communications STACK Provider™



Short Codes

ww s Hunt Groups (M

b - -
xS all Pic

All'Lines
A lsers

) Aftendants

I Fhones

Business Group Admin Portal

Short Codes in Department; JoeTest |~
Short codes allow your users to quickly dial cormmon nurmbers. The table below shows the short The Short COdes page ShOWS a” the Short COdeS
codes currently in operation in the selected department. aCtive in a department.
Move selected tor | -Select Department-- |~
A Short Code is a specific code that is tied to a
Delste Selected Add Range phone number for all users within the business
O Short Code Telephone Mumber or Service Access Code grOUp tO access.
o 171 *T1
O 172 T2
o 182 ') *The Short Code number can not match an
O 199 - existing extension, and by default, there is a
R —— maximum of 130 short codes, call park orbits and
- - exter)sions allowed at once. If adqlitional are
- P required, please contact New Horizons.
O 170 0
O &so0oo 570
O 9000 4144
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Short Codes - Adding

Home

www Hunt Groups (MLHGS)
_—E—_ Call Pickup Groups

lashboard D’

Business Group Admin Portal 70

Short Codes in Department: JoeTest v

Short codes allow your users to quickly dial common numbers. The table below shows the short
codes currently in operation in the selected department.

MWowe selected to; —-Select Department-- |~

o Add Range

Short Code Telephone Mumber ar Senvice Access Code
171 71

17,|Add Single Short Code

152

Enter the code and (opticnally) either the telephone number ar the service
199| access code that it maps to, and then click Add

5 Short Code: 5309

9 Maps to: ® Telephone MNumber
901 ) éewice Access Code
1Y Telephone Number, 5558675309

sonl  Department: Mone

5]

To Add a Short Code:

1.  Click the Add button.
Enter a new Short Code.

3.  Select a Telephone Number or Service Access
Code.

4.  Enter the telephone number to be assigned to
the Short Code.

5.  Click the Add button.

As an additional option select a department from the drop- down menu.

* Short codes can also be added in ranges by using the Add Range button.
Enter the be7gugn.mg & end og the short code range and the 15t number in
the range. This is only suitable for numbers in d sequence.

* Call Park Orbits, Extension and Short Codes, all use the same number[ng
resources and cannot be duplicated. For example if you use extension 20
you cannot have a short code 200.
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Short Codes - Deleting

Haome

gl [:] =3

rvisor Dashboard (5

Business Group Admin Portal 3157157570

Short Codes in Department;| JoeTest |~

Short codes allow your users to quickly dial common numbers. The table below shows the short
codes currently in operation in the selected department.

Maowe selected to: —-Select Department-- |~

Short Code Telephone Mumber ar Service Access Code

171 71
172 72
182 82

O oo g o

199 *99
555 (585) 851

&

200 2000
201 (08%) 2

O O 0O 0o O

70 70
8000 7570
2000 4144

To Delete a Short Code or Short Code Range:

1. Choose the Short Code or Short Code Range
you wish to remove by:

— selecting the top checkbox to select all
— select one or more with the individual
checkboxes.

2. Click the Delete Selected button.

THE Communications STACK Provider™



Account Codes

The Account Codes page allows you to establish account
codes of your choice against calls"made by dialing the
appropriate code when placing an outbound call.

Business Group Admin Portal 3 -

Haome
i Account Codes

Lps The following codes are available on all lines when account codes are validated. Individual lines

may also have additional codes.

¥¥% Hunt Groups (i 1. Check the box next to the Call Type you wish to
Edit List associate with an Account Code.

Account Code Options

Call types recuiring an eccount code 2. Enable Use Validated Account Codes by checking
the box to the right.

O Mational Operator
International Directory
OLocal O Carrier Dialed .
_ _ Decide the Account Code Length.
Premium Rate O Local Business Group
O Regional O Cther Business Group 4. Decide the maximum incorrect attem pts before

blocking the account.
Use validated account codes

Account code length: | 4 5. Click the App'y button to save.

Max incorrect attempts before account blocked: 10

Call types may be overridden per line Note: Account Codes MUST be enabled by New Horizon

efore any codes apply.
Account code length may be averridden per line y PP y

Lines may view business group account codes

¢ on Hold 4

Lines canview and change v | their own validated account codes.
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Assigning Account Codes

Home

Business Group Admin Portal 31

Account Codes

The following codes are available on all lines when account codes are validated. Individual lines
may also have additional codes.

Edit List

Account Code Options
Manage Assigned Account Codes

Call types requinn
. Account code Description
O Mational 7
_ 1050 Eruce Banner
Internation

OLocal
Premium Raty

1040

[ Regional

Use validated 4

Account code leng

Clear List

MWax incorrect attel

Call types may be overridden per line

[ 0 Lt Ao lemath mreany by rriAAsn ey lin

o U

Click the Edit List button.

To Add a New Account Code to the List:

— Enter the account code & description in the
appropriate fields.

— Click the Add button.

To Remove an Account Code:
— Click the X icon next to the appropriate entry.

To Remove all the Account Codes:
— Click the Clear List button.

Once all desired changes have been made:
Click the OK button.
Click Apply to complete changes

Note: You must click the Applty button to save your
changes or the Cancel button to discard your changes.

THE Communications STACK Provider™



Extensions

Home

Groups

ww e HUNt Groups (MLHGS)
i Call Pickup Groups

= Supervisor Dashboard 4
All Lines

& lUsers

) Attendants

282 GroUp ACCEss

IE Fhones

B Departments

Business Group Admin Portal

Extensions

Extensions allow your users to quickly dial other numbers in the Business Group. The table below
shows the extensions currently in operation. Additionally, to transfer calls to woicemail, prefix the
extension with ™. 0

Add Range
0 Ext. Telephone Number
Search for...

O 0555 (315) 599

O 0900-0908 (595) 222 - (595) 222
O 1057 (5a5) 222

O 4144 (315)572

O 4147 (315)572

O 4202 (315)572

O 4342 (5a5) 222

O 4343 (585) 222

O 5300-5309 (555) 867 - (555) 867

THE Communications STACK Provider™

The Extensions page shows all the
extensions currently active in a Business
Group.

An extension allows users to quickly dial
another number within the Business Group
without having to dial the full telephone
number.

Users also have the ability to call or
transfer straight to voicemail by dialing a
star (*) code followed by the extension.

By default, there is a maximum of 130
short codes, call park orbits and
extensions. If additional are required,
please contact New Horizons.



Extensions - Adding

Haorme
Grol ps
ww s Hunt Groups (MLHGS)

55 Call Pick

Business Group Admin Portal 31 70~

Extensions

Extensions allowe your users to quickly dial other numbers in the Business Group. The table below
shows the extensions currently in operation. Additionally, to transfer calls to wvoicemail, prefix the

extension with *. 0 o

Add Range

Telephone Mumber

Search far...
Add Single
O 0555
L 0900-09 1o configure a single extension, enter the extension code and the telephone
O 1057 number, and then click Add.
0 alad Extension: 5555
O 4147
Telephone Mumber:
O 4200 P 5558675309
O 4342
O 4343 Cancel
O 5300-5209 (555) 867 - (555 86T

THE Communications STACK Provider™

To Add an Extension to the Business
Group:

Click the Add button.

2. Enter the new extension number
you wish to create.

3. Enter the telephone number that
the extension is assigned to.
(* The telephone number must be a
member of your business group.)

4.  Click the Add button.

As an additional option select a department
from the drop-down menu.

* Short codes can also be added in ranges by usin
the Add Range button. Enter the beginning & en
of the short code range and the 15t number in the
range. This is only suitable for numbers in a
sequence.



Extensions - Editing

Business Group Admin Portal 3 0~

Haorme

Extensions

Extensions allowe your users to quickly dial other numbers in the Business Group. The table below
shows the extensions currently in operation. Additionally, to transfer calls to wvoicemail, prefix the

extension with*. @ To Change or Edit an Extension that has been
Delete Selected Add Range pl’eViOUS|y Created:
0 Ext Telephone Number
Searer 1. Click on the hyperlink of the Extension
9 you want to edit.
0555 (315) 509 (
O 0000-0908 (595) 222 (5951227 2. Edit the Extension
o |Edit Single _
o 3. Edit the telephone number
O To configure a Slngle extension, enter the extension code and the telephone 4. Click the Save button.
. number, and then click Save.
O Extension 0555
O Telephane Mumber: (3151599
O

THE Communications STACK Provider™



Extensions - Deleting

Home
Groups

& Hunt Groups (MLHGS)

Business Group Admin Portal

Extensions

Extensions allow your users to quickly dial other numbers in the Business Group. The table below
shows the extensions currently in operation. Additionally, to transfer calls to voicemail, prefix the

extension with *. 0

Delete Selected Add Range

Telephone MNumber

Search for..
0555 (315) 5991
0 0800-0908 [(595) 2221
O 1057 (595) 222~
O 4144 [(315) 572
O 4147 [(315) 572
O 4202 [(315) 572
O 4342 [(595) 222 .
O 4343 [(595) 222 .
O 5300-5309 (555) 867 ¢

To Delete an Extension or Extension Range:

1. Choose the Extension or Range you wish to
remove by:

— selecting the top checkbox to select all
— select one or more with the individual
checkboxes.

2. Click the Delete Selected button.

THE Communications STACK Provider™



Call Logs

Home

& lsers

) Attendants

288 Group Ac

I# Fhones

Business Group Admin Portal 315 )

Call Logs

Call Logs are presented in a CSY 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
lines in a given department.

Filter configuraticn

Enter start and end dates to request logs of calls made within a specific period of time:

Start date: 06 |05 2018 e
month day WEAr

End date: 06| |12 2018 e
month day WEAr

Select the department whose calls should be included in the report. Mote that the report will include
calls to and from lines in the selected department and its sub-departments.

Joe Test v

nhc

The Call Logs page allows you to download a
report of all calls made to or from lines in your
Business Group. Information is provided on a
historical basis (not real time).

To Download a Report:

1.  Enter the start and end dates for the
records you wish to display.

2. From the drop-down box, select the
department whose calls should be
included in the report. (Optional)

3. Click the Download button.

THE Communications STACK Provider™



Music on Hold - Mapping

Music On H0|d Mappings in department:

View mappings in department: (root)
security resources
Directory number Initial resource Action Follow-up resource Start Point Duration Actions

ODefault Global 10 - Standard v |[Repeat v | [Global 10 - Standard v Stat v

Directory number Initial resource Action Follow-up resource Start Point Duration Actions
585-222 v| [Global 10-Standard v Repeat v |[Global 10 - Standard v Stat v
0 of 5 mappings used

Mote: If a line has been recently added to or moved within this organization, then it may take up to to one business day for the change to affect Music On Haold.

The Music on Hold page provides access to allow users to configure the music that the callers will hear when placed on hold. This is an
optional feature.

The Mappings tab provides you with many options to consider when deciding to use Music on Hold.
« Choose the Initial Resource as the music you wish to play to callers when on hold.

« What Action you want the music on hold to follow: repeat, play once, or repeat with interruptions.
+ Start Point - Choose whether you want the music to start at the beginning of the file or random.

1. Default - Music on hold that will play for the whole business group
2. Directory Number - Music on Hold that will play for specific numbers

THE Communications STACK Provider™



Music on Hold — Adding Resources

Music On Hold

security mappings

Global Media List

There are currently no global resources stored.

ID Description Gain Filesize Length Actions

20 Music Fils 0 159 seconds [ Edit H Delete ]

1D 9 Description

1.21 MB

Upload local resource file
o Choose File | No file chosen

Disk Used: 1.21 MB of 10 MB used.
Resources: 1 of 10 used.

enctmns
| Add_|

THE Communications STACK Provider™

The Music on Hold Resources page allows you to
upload files to use as music or messages on hold.

Click on Choose File, Click on Browse. Find
the file you wish to upload on your
computer. The File must be in WAV or .MP3
format and cannot exceed the total size limit
for the music on hold (10 MB).

Give the file and ID number and Description,
the ID should be a number, the Description a
word(s).

Click the Add button to upload



Misc. Settings — Other Settings

Business Group Admin Portal 315 = : : :
el ' The Miscellaneous Settings page gives

Misc. Settings access to the Number Blocks and External
Calls settings information. The Other
Settings tab allows the setting of other
business group wide functions.

Groups

Mumber Blocks External Calls

Restricted Subscriber Messaging

Al Linee O Restrict subscriber-to-subscriber messaging outside of the Business Group. Restricted Subscriber Messa Ing IS Used

to prevent the forwarding of voicemails to
& Users IniEE) ClPeEor Uiy someone outside of the Business Group.
) Aftendants Business Group operator number: | 5558675309

222 Group A Use Internal Extensions

_ To Use Internal Extensions, checkmark the
e is lay internal Business Group extensions rather than external directory numbers where possible bOX tO dISplay bUSIneSS grOUp eXtenSIOnS
P i K posabE rather than directory numbers.

To change the Internal Operator Number
for the Business Group as a whole, enter
the number you want.

& Extensions
\"—f =
&% Iusic on Hold 4

oo M
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Misc. Settings — Other Settings- 911 Notification

Email

nhc

_M

Groups

wws Hunt Groups (MLHGs)
i L « Call Pickup Groups
= Supervisor Dashboard (4
All Lines

& Users

) Attendants
282 Group Access

I@ Phones

Services

ifli Departments

#a## Short Codes

Account Codes

& Extensions

Y.’ Call Reports
< Music on Hold (4

=+ Misc. Setfings

isc. Settings

Number Blocks

External Calls

Call Notifications

Other Settings

Select contacts to receive notifications when emergency calls are dialled within their department. Nested
departments will contact both the emergency contacts of their own department and those of its parent's.

Disable Emergency Call Notifications

Department

There are no Call Notificatio

Add New

Emergency Contacts

Emergency Callers

Add details for the people to be notified when emergency calls are made from the

chosen department.

Department:|  Joe Test

Name

‘ C_Bear

~

Email Address

C_Bear@dot.com x

-

THE Communications STACK Provider™

The Miscellaneous Settings page gives
access to the 911 Notification
configuration tab.

This will send notifications to the
configured parties when 911 is dialed.

To configure Email Notification.
Choose Misc. Settings.

Then Call Notifications.

Press Add New.

Select the Department you which to
configure for.

*these are usually set by location address
Select email.

Add the name of email recipient.
Add Email address

Click Save



Misc. Settings — Other Settings- 911 Notification

Outbound Dial

nhc

_M

isc. Settings

Groups
wws Hunt Groups (MLHGs) Number Blocks
I L 3+ Call Pickup Groups

= Supenvisor Dashboard [

Disable Emergency Call Notifications

Department

All Lines
& Users
) Attendants

282 Group Access There are no Call Notifications configured.

External Calls

Call Notifications

Other Settings

Select contacts to receive notifications when emergency calls are dialled within their department. Nested
departments will contact both the emergency contacts of their own department and those of its parent's.

Add New

Emergency Contacts

IE Phones

Emergency Callers
Services
i#i Departments
### Short Codes Department:  Joe Test
:= Account Codes
& Extensions
Y.’ Call Reports Hame

C_Bear

< Music on Hold (4

=+ Misc. Setfings

Add details for the people to be notified when emergency calls are made from the chosen department.

A%

Email Outdial

N

Telephone Number

‘55586?5303

THE Communications STACK Provider™

The Miscellaneous Settings page gives
access to the 911 Notification
configuration tab.

This will send notifications to the
configured parties when 911 is dialed.

To configure Call Notification.
Choose Misc. Settings.

Then Call Notifications.

Press Add New.

Select the Department you which to
configure for.

*these are usually set by location address

Select Outdial.

Add the name of Outdial recipient.
Add telephone number.

Click Save.



nhc
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Thank you for learning with us today!

Have Questions? Visit nhcgrp.com/academy for more information.



http://nhcgrp.com/academy
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