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Hardware and Software Requirements

Client System Recommendations

o O5: M5 Windows X or abowe, Linue/BSDD or Mac O3 X 106
or above,
*=  Web browsern
o Internet Explorer 8.0 or above, Momlla Firetox 24 or
above.
o Javabcnpe, Java and cookies must be enabled

* Spreadsheet processor: M5 Excel, OpenCifice Cale,

LibreQthee Cale or Google Sheets

s  IMsplay settings: A minimum screen resolution of 1024 = TeE.

2015 VERTICALTELECOM LLE. ALL RIGHTS RESERVED WWW.NERTICALTELECOM.COM



V:lrtii% Intreduction

1 = Introduction
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Log in to the Customer Self-care Interface

Your I'TSP will provide you with a URL and credennials for logging in to
the customer self-care interface upon subscribang to their services.

Overview

The customer self-care inrerface was designed for end users o access their
profile data, check billing information, download inrvoices and, most
inpoatantly, manage their IP Centrex setrings. The tront-end design
otters aimple and intwtve navgahon. This includes an easy-to-use
struchure of menus and controls, graphic icons and improved presentahion
of mtormaton

For your convenence, the customer selt-care intertace 18 draded ineo four
tabbed secrions:

*  Dashboard (vour home page)

* My Profile
a
# [P Centrex
e .
* Billing Information
'
= Trouble Tickets
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At the rop of the page you can abways view billing mtormaton such as your
balance, ceedir limit, erc.
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Introduction

Common Features

Most of the data on the self-care interface 15 formatted like a page and
gorted into columns. You can go to the next page or the previous page,

pmp to the fiest or last page, or use the & Refresh icon to updare any
of the pages. You can also change the number of columns and sont them
in ascending or descencing order by clicking your mouse on the name

field of any of these columns. If you point your mouse at the name ficld
you will see a tnangle; chick on it and a drop-down menu will appear. You
can choose how to sort vour data and add or remove columns by selecting
and clearing corresponding check box in the drop-down menu:
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Action Buttons

The top nght-hand swde of the interface provides you with the folloswang
information and actions:

JohnDoe ( Login: john_doe } | ) Logout =

*  Your ID and a logn name that was used to log m,
¢ The Logout button that tepminates your current session on the
self-care intertace,

JohnDoe ( Login: john_doe ) | | Logout = |
A2 Change Password

=

Algo, you can change your password heve it necessary,
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Introduction

In order for changes to take effect when adding / editing information,
you need o click the B Save icon on the appropriate page. If you do not
want to save the mformaton entered = just chek Cancel
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m Web Interface

ig
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Dashboard

Your home page i= organized like a dashboard so that you can easily view
the most important information separated by category into different
pancls. In addition, these panels can be moved around, rearranged or
murmmized as vou wish.

You will see three information panels on the Dashboard tab:
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B §
Recent Calls Tz rable hara the most recent calls and call detals
snerated by vour phone lines facconnt IDs on the
EB- ¥ P i
weh inrerface).

Contact Here you can view your contact info such as address,
Tonfiovemmtiom emal, etc.
Brief Billing This reflects thumbnal billing information such as
Information your current balance and credie limar.

My Profile tab

The My Profile tab allows you to wiew and change your personal (or your
company’s} details such as contact informarion, personal into, password,
(= L
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Group - Description
General Here you can enter general information such as
company name, address, etc.
Additonal Here you can define extra information (such as
Information drrver’s heense T or tax code) in addinen to
standard information. The tields for this rab are ser
by the Admimstrator,
Settngs Here you can choose the language to be used on your
self-care interface.
Change Here you can change your current password tor the
Password self-care interface.

Enter vour mobile number in the Al Phone field to receive SAS
A notifcarions.

IP Centrex tab

This tab allows you ro manage phone lines, add extensions and
huntgroups and configuee other IP Centrex services. Here you can also
maodify the ophions for separate phone lines.
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Web Interface
General
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Field Deseription
Paging / Intercom calls enable users belonging to the same
Intercom proup to use two phones like on-door
speakerphones. Here you can see whether this feature
15 enabled or not tor your phone hine,
Paging / Thiz appears only if Paging / Intercom 15 enabled;
Intercom this is a special code that is dialed before the other
Prefix extension number to automatically connect both
extensions. When a two-way aucho channel i
established, speakerphone mode i= immediately
activated on the phone of the party being called.
Extension Thaz sers che maximum speed dial length {also known
Number as “abbreviared number length™). Please see the
Length Abbreviated dialing scchon ot this muede,
Extensions

Here you can define a hst of extensions tor phone lines sathin vour TP
Centrex environment. You can easily add new extensions or change
existing ones without any actual reconfiguration of your phone.

Branch Office extensions can only be added, deleted or modified on the
A Main Othee self-care inferface.
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To add

Camomed sil-Care ol
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a new extension number, click the @ Add Extension butron and

eneer the following informanon:

Extension Number — Trpe the number the end user will dial on
hug phone (an extension number should contam only digaes).
Extension Name — Type the logneal name for thus extension (e g
name of the person using this line: “John™).

Branch Office — Select a hranch office to which the extension
will be assipned. Leave this field empty tor assigning the main
otfice’s phone extension. (Nore thar the Branch Office Gield 15
only avalable on the Main Office self-care interface).

Assigned To Phone Line — This is the phone number rhar the
extension 12 associated with, Here you should speaty one of your
phone lines by selecting it from the list. (Note that each phone
line from the hist can only be used once,

Primary Group — Zelect the hunt group to which this extension
belongs to allow calls within a group to be picked up by dialing
the group pickup prefix (without specifying the group number).
Make sure that vou have assigned the extension to some
hunrgroup beforehand.

Published — Clear this check box to exclude certain exrensions
trom beng accessible via dial-by-name {e.g you do not want rele-
markerers to directly reach vour CEQ or CFO because their
names are publicly accessible).

Recorded Name — You can record or upload a voice prompt
with the actual person’s name for each extension. This can be
used in the Diakby-name Directory feature. IF a caller does not
know the extension number of the person he 15 trving to reach, he
may look up the called party using the first three letters of his
STNAME.
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Oinee all the mbommation 15 enteced, chick the Save button

You can change the extension name and manage phone hine assgmments
by double-clicking on that extension number or on the 52 Edit icon.

Ter vemere the extension from the list, chick % Delete

Having saved the new extension, you can choose Primary Group this
extension will belong to by clicking the EE Edit icon.

To view and edit information about the extension, click «* Configure

next o the extension number. You will see the Edit Extensions page
{note that some detals are read-only).
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A site is a group of customer’s accounts that can be convernently
managed as a single entity. For instance, all of the phone lines used in a
sales department or in ‘office building A" can be joined into a single
group. This allows you to apply certun configuration paramerers or
gervice restrichons to the accounts i that proup. You can hmt the
combined number of simultanecus calls for all accounts of a particular
gite., This is usebul if, for mstance, “othce building A" has limted
bandwidth and can only support 30 calls — no more calls will be allowed
n order to avoud severe degradanon of the sound guality on all calls in

PICHETERS-
Any account that is not assigned to a specific site will share the limitanons
of the Defaulr sire.
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Field

Deseription

Site Mame

Limit
Simulianeous
Calls

Mame for a group of accounts

. Engage real-nme checks of the number of
concurrent call: made by accounts thae belong to
this site. When the specified number of concurrent
calls has already been established (calls are in a
“connected”™ state) and the account tries to place
another call, that call wall be rejected.

Max Number of
Simultaneous
Calls

Max Number of
Incoming Calls

Allerar only a specific number of concurrene calls
(regardless of their type, such as incoming or

| outgoinz) tor accounts at this sike
Allow only a specific number of concurrent
inconing calls for accounts at ths site.

Max Number of
ﬂutgwqitg Calls

Allerar only a specific number of concurrent
ourgoing calls for accounts af this site.

Max Mumber of
Formwarded Calls

Allow only a specific number of concurrent
forwarded calls for accounts at this sikbe.

Codec
Connectivity
Profile

Max Bandwidth

Codec connecrivity protile that will be wsed for
bandwdth allocabon calculation, Every new call’s
allocated bandwndrh i3 calculared by considering a
negotated codec and its parameters to enable full
use of the available bandwidth and block new calls
| it no more bandwadeh 1s avalable.,
Bandwadrh utilization limitation to ensure that only
an acceptable number of calls are allowed, in order
to avoad severe degradarion of the sound quality on
calls in progress.

Max Incoming
Bandwidth

Bandwadth uhlizatnon hrmtahon tor meomng calls

Max Outgoing
Bandwidih

Bandwideh unlizaticn hrmitation for ourgomg calls.

Locanon
Information

Customer’s permanent locanon for geo-1F fraud
preventon

Current Location | Customer's permanent location. It contains a

countey code top-level doman {in fe_3766_71_a2
format, eg. fr for France, & for Germany etc.)
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Allowed Mobility = o

Stationary user (constant location)
option can be used if the customer is not
authonzed to make calls from vanous
countries (e.g as a residenrial customer
would make calls from his SIP phone). Calls
made from any other counrey will be
sereened

¢ The Roaming wser (frequent location)
opticn can be used for customers wheo
travel frequently. In this case, a change in
locaton would be considered acceprable.

Phone Lines
Here you can view the full ist of phone lines and configure them of
MECessary,
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Column | Description
Configure Click «* Comfigure o edit the sertings for a
parricular phone line.
1D The primary identification for this phone line
iie. account ITF).
Idle, days The amount of days the phone line has nor been in
LIse
Available The amount of funds available for the user to spend
Funds O SEPVICES-
Type The type of phone hne. It may either be Debit or
Credit. Diehir is usually assocaared wirth prepaid cards.
. | Credit is usually associared with postpaid services.,
Product | The product assigned to a particular phone line.
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Batch Accounts can be grouped into batches. Each batch
has its own descriptive name. Here vou can see the
name of the batch that a paticular phone line

belongs ro.
Site | The name ot the site the phone ine belongs to.
Forwarding The forwarding ficld shows whether this function is
Enahled enabled or disabled for a particular phone line. When

it 15 enabled, the % Yes icon iz shown. The field with
an == No wcon inchcates that forwarding 15 disabled.

sIp When the phone ling 12 used by a phone to regster

with the SIP server, the @ Onling icon is shown,
IP Phone Indicares the I phone thar is assigned ro a pamticular
Model phone hne,

You can also view phone hines grouped by batch by clicking

the = Group By Batch button located ar the botrom of the page.

You can configure forwarding when it iz enabled for the phone line. Just
chick the « Configure wcon next to the phone line to go to the Edit
Phone Line page.

There are several call torwarding modes: Follow-Me, Advanced
Forwarding, Forward to 5II' URI and Simple Forwarding.

Follow-Me Forwarding Mode

Using follow-me you can foreard calls to mulbple destinanions. You can
also conbipure ik so that each of these destinations wall be used dunng ks
o fime period.

1. Omn the IP Centrex taly, select Fornarding,
2. Clck @ Add New Number.
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3. Eneer the tollocaing information:
*  Number— Enter a number for redirecting calls
fe.g 350448NNTH).
*  Description — A short description for this number.,
¢ Ring for— If a call is not answered, set the number of
geconds it wall ving for untal it 18 forearded to the next
number on the list.
¢« Calling Party Diisplay — Choose how ro display the
caller’s into dunng forwarding
o Helect Caller Number and Name ro see the
phone number and the name of the oognal caller,
o select Caller Number and Forwarder Name o
set the phone number of the caller and the
forwarder's name (they will be displayed).
o Belect Forwarder Number and Name to see the
phone number and the name of the forwarder.

Ring Schedule — Choose the penod during which the
number is used.

o Always — Calls will abways be forwarded to your
cell phone.

o Omnly at the following time interval — If vou
want to forward calls to a cell phone only dunng a
specific time period. Click the % icon to define
that interval. Please consult the How sechon for
more infommation.

20
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4. Click the = Save to save the results of your work

5 Repeat steps 2—4 unnl all the desired follow-me numbers have

been acdded,

Advanced Forwarding Mode

This iz similar to follow-me mode, but has a few extra options that allow
you to route calls to SIP URL To do ths, follow these steps:

1. On the IP Centrex tab, choose select Advanced Forwarding.
2. Clck @ Add New Number to add the number on which vou

wish to receive forwarded calls,
3. Enter the information needed. The fields are very similar to those

tor adding a follow-me number as described in the Follow-Me

Forwarding Mode chaprer.
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Additional ficlds that are not available when adding a follow-me

mumber
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¢ SIP Proxy — Select SIP proxy trom the lise.

o  Keep Original CLI) - Sclece this check box to ensure
that the onginally dialed number is present in the call
information when forwarding a call ro another phone line.

* Calling Party Display — Choose how to display the
caller’s into duning forwarding:

o Select Caller Number and Name o see the
phone number and the name of the original caller.

o Select Caller Number and Forwarder Name to
see the caller’s phone number and the forwarder's
name {they will be displayed.)

o Select Forwarder Number and Name o see the
torwarder's phone number and name,

e  Transport Protocol - This enables vou to choose the
UDP or TCP transport protocol. You can use the TCP
protocol instead of UDP for SIP communications for
PBXes that do not support UDP,

4. Click H Save.

Simple Forwarding

The simplesr type of forwarding s when you specity a single phone
number to whech all calls wall be sent,
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1. On the IP Centrex tab, select Simple Forwarding.
2. Eneer the tollosang intormanon:
*  Forward T'o — The number vou wash the calls to be
forwarded ro.
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3. Chck the ® Save.

DIDs (External Numbers)

In addition to the user’s main phone number, he/she can be assigned
mulniple alternare DI {direct ivoeard dialing) phone numbers.

In this rab you can easily browse the complete inventory of available DD
jor toll-free} numbers online, and selece the numbers you want to use as
alternares. To do this, click the & Add DID burron locared ar the borfom
of the page and specity a country and a city in which you want to
purchase a DI, Once you have specified a country and a ciry you will see
the applicable fees for using this DID number:
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As soon as you confirm the new DID number, your number will appear
as unassigned. You can assign this number to the desired account {phone
line) by simply double-clicking on it.

Abbreviated Dialing (also known as Speed
Dial)

Here you may define a list of phone extensions for your IP Centrex
environment, plus create abbreviated dialing tor external phone numbers.
You can set up dialing mles as an intermational prefiz, outside prefix,
direct number (e.g 911}, or abbreviated dialing for your accounts.

NOTE: To be able to add extensions [ abbreviated rusmbers, you should enber the
maximurn length of anticipated digits (e.g. 3 in the case of 123-like numbers) in the
Abbreviated Number Length fisld.
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To add a new abbreviated dialing number, click the @ Add button and

enter the following information:

Field | Description

Abbreviated #  The number the end user will dial on his phone.

# 1o Daal The number that the call will be forwarded to,

You may enter the 1D of one of your accounts or any
phone number. If you leave this field blank, then the
abbreviated mumber s consideved to be a direce
number, or “dial as 5. This is usetul for making sure
that special numbers (e.g 112) are never converted by

other roanslation rules,

MNOTE: Phone numbers must be entered in the E. 164 format.

Description Diescription of this abbreviated number, eg.

| “Andrew’s IP' phone.”

Using this tab, you can define a way of dialing phone numbers that 1

convenicnt to you of your users.,
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By detault, the Dialing Rules feature is disabled, This means that the
system identifies calls arnving from a user as being in the E_ 164 formar. It
the Dialing Rules feature is enabled by your service provider, this will
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allow vou to define vanouws dial plan parameters such as an international
dialing prefix or area code, feature access codes.

You can selected one of the predefined dialing rules from the list.
T define vour own teanslanon rule selece Custom Rule from the hise.

Venfy that for all examples provided (domestic and itemnational calls)
this is how you want the numbers dialed and click H Save.

Service features codes (also know as Feature access codes)

Field
Park Prefix

Description

" An end user can dial this access code to park a call.
The default value s *70.

Thizs access code 15 available only if call parking is
enabled for the customer.

Release Prefix

A eng vser can dial this access code 1o retrieve
a call from the parked seatus.

The default value 15 *71,

Thiz access code s available only if call parking is
enabled for the customer.

Group Pickup
Prefix

An end user can dial this access code to answer a
call armving to the other accounts of this customer.

The default value 15 440,

This access code 15 available only if group call
pickup s enabled for the customer.

Hide CLI Prefix

Shim CLI Prefix

An end user can dial this code before dialing the
phone number to prohibat the calling number from
bemng dizplayed ro the called party.

The defaule value 15 *67T.

This access code s available only of Hide CLI 15
enabled for the account.

An end wser can dial thiz access code before dialing
the phone number to allow the calling number to
be displayed to the called party.

The default value 15 “68.

Thizs access code 15 available only if Hide CLI is
enabled for the account.
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Incoming Calls

Here you can set the parameters for incoming calls.
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Field | Description

Ext-to-ext call = For incomung calls from phones within the TP

distinctive ring | Centrex environment, use a nog pattern ditferent
from the defaule one.

Group Pickup | The Group Pickup feature enables members of the
same [P’ Centrex environment (customer’s accounts)
or the same huntgroup to answer each other’s calls by
dialing a Group Pickop Prefix

s Selece Enabled to activate group packup for
the customer.

o Selece Disabled ro make group pickup
unavailable to the customer.

Note that group pickup must be enabled for the
particular huntgroup as well.

.
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 Group Pickup
Prefix

I An end user can dial this access code to answer a call

arriving 1o the huntgroup that this end user belongs
to.

The default value 15 “40.

This access code 15 available only if group pickup is
enabled for the customer and for the huntgroup.

Read-only field. For information about how to
configure Group Pickop Prefix, please see the Yarde
Feature Coder falio Bawor 25 Feature Agcesr Coder) table in
the Dialing rules section of this mude.

Call Parking

Call parking allows users to put a conversabon on hold and then eesume i
trom a different IP phone. If vou enable this feature, you can set the
required parameters for it here.

Finlorey Sl Care B

v e | L e L s

i P L e e ]

Sl

i
i
248

Field

| Description

Call Parking

®  Select Enabled to activate call parking for the
customer.

o Select Disabled ro make call parking
ungvailable to the customer.

Y
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' Park Prefix

| An end user can dial this access code to park a call.
The default value 15 *70.

Thizs access code 15 available only if call parking is

enabled for the customer,

Read-only field. For informarion about how o
configure Park Prefix, please sce the Serwie Feature

Cader (adse Enonn ar Feavsre Aveers Cadest table in the
Dialing rules section of this guide.

Release Prefix

An end user can dial this access code o rervieve
a call from the parked seatus

The detault value 1 *71,

This access code 18 available only if call parking is
enabled for the customer.

Read-only field. For informarion about hoe ro
configure Release Prefix, please see the Nemde
Featare Coder (advo duswn a5 Featwre Aevess Cader) table in

| the Dialing rules scction of this puide.

Outgoing Calls

Here you can view ditferent parameters for outgoing calls (note that this

page is read-only).
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Field | Description
Limit This showers whether there 15 a limit on the number of
Simultaneous | concurrent calls that can be made by your phone
Calls lines.
Max Number | Thiz shows the masimum number of concurrent calls
of permitted for your phone lines.
Simulaneons
Calls

Call Logs

With the help of this teature, the users of IP Centrex services can record
their phone conversations for Llater playback.

Here you can check whether the Call Recording teanure is enabled or
not. When it is enabled, you can view information about calls, listen to
recordings and filter them for / from a certain penod.
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Sometimes there 1= a need for a call to be delivered to several extensions
at ence. With the Huntgroup function — you can easily configure a
scheme for call distnbution in such a way that incoming calls are delivered
to one of more assigned extensions.

i)
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Branch Office huntgroups can only be added, deleted or modified on the
A Main Office self-care inrerface
To add a new huntgroup, tollow these seeps:
1. Click the @ Add Huntgroup burton and enter the following
mformanon:
*  Huntgroup Mumber — The number the end user must
dial on his phone to reach one or more assigned
EXTENZI0NE,
*  Huntgroup Mame — Shorr descophive name for this
group of extensions, e.g, “New department.”
*  Hunmt Sequence — The order for delivering a call to one
OF MOCE eXFEnsions.

o IF Order iz selected, extensions will be called one
bv one from the fiest (topmost) to the last number
uritil the call 15 answered.

o Select Random if vou want ro use a random
order

o Simultaneons enables simultaneous calls ro every
extension trom the hst,

o Least Used sorrs the phone lines in descending
order begnmming with ther last usage, and delrers
a call to their exrensions, accordingly.

For example, phone line 777111 wath extension
111 was last used on 2010-12-11, and phone ne
TIT222 with exrension 222 was Last used oo 20010-
12-12, so the call goes to extension 111 and of it s
not answered, it goes to exrension 222,

#  Caller 1T
o Keep original

il
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o Set to name and CLI of the hunigroup.
o Replace Caller Info with Huntgroup Name,
keep Caller CLIL

* Call Pickup Allowed — Enable rhiz oprion 1o allow
extensions to pick up calls made to the members of this
huntgroup

¥ i By L

e

=g (0 4 e [ o HRCR R 1-373

i

_ﬂui-..l :.I.-I--I- oz e = e i Eulﬁ-

;ﬂuu—r— A e e [

2. Omnce all the informaton s entered, click the Update buteon.

Te specify one or several extensions thae calls should be delivered o,
tollow these steps:
1. Chck the «* Configure icon nest to the huntgroup number.
2. Click the Add Extension button.

b F
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3. From the Extension Number, sclect the requared extension,
4. Specify the following options:
* Ringing Delay, sec — Dielay {in seconds) betore the
EXTENSIon SEarts to ring
Ringing Time, sec — Duration (in seconds) of ring,
Ignore Follow-me/Voicemail — Selecr this check box to
disable torwarding (voicemail, folloa-me) on the specific
extension for calls made to this huntgroup.
e Set This Group as Primary — Selecr this check box ro
allow the extension owner to pick up calls within that
group by merely dialing the group pickup prehx.

5. Chek Updated.
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In order for changes to take effect vou need to click the M Save
button at the bottom of the page

You can also use the Back button to retummn to the previous menu.
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several huntgroups can be combined into one huntgroup. Go to the
Included Huntgroups rab and choose the required huntgroups to
add from the hist of Huntgroup Number. Select the Ignore Follow-
me /Voicemail check box to disable forwarding for calls made to this
huntgroup. Then click B Save.
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NOTE: Extension and huntgroup numeses must be different,

Call Queue

This feature allows you to provide a “call center”™ funetionality to vour IP
Centrex customers. When a large number of incoming calls from
customers arnve to the auto attendant, PortaSIPR can forward these calls
to the acrual agents wiathin 3 huntgroup (customer service representatives)
in a regulated fashion

34
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When a new incoming call arrives, it is assigned a position in the queue.
The callers hear announcements about number of callers ahead of them in
the queue and the estimated warbing time. After that, the specified “music
on hold™ 15 played, and every 5 minutes the callers are updated about their
current positions in the queue and the estimated wait ime.

Mote that estimated wait ftme is caloulated as follows:
o For the sew Media Server:
{Average handle nme)* (Number ot callers ahead).
*  For the prevsoser-geweraifor Media Server
{Average handle time)" [[Number of simultanecus calls made to
the call queue number) — (Maximum number of outgoing calls to

agents)].
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Every call queue containg several configuration parameters:

Field | Description
Hunigroup When creating a new call queue, a customer must
select a huntgroup so that when a call arrives to the
call queue, it is eransferved to the corresponding

hunegroup.

Mote: Empby huntoroups are nat listed, A3d at least one
| extension b the huntgroup firsk,

- Maximum The maximum number of calls that agents can
number of process simultanecusly. You can think of it as the
outgoing calls | number of agents who answer calls made to a call
1o Agents center (e.g if vou have 5 agents who answer calls

made to Sales, they can process a maximum of 5
callz, simultanecuwsly).

A%
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MNOTE: This option s used only by the prewous-ganaaiion
Mada Serssr which uses it to define whether the mext call that
arrives to the call gueues must be placed on hold or conmected
ko an agent.

When the number of simultanecus calls made to the call
cenber exopeds the value defined for this option (e.g. 10 calls
arriwesd b0 the call cenber simultaneously, buk there are only 5
agents who answer calls], the Media Server places calls &—10
on hold within the quese.

When the numbser of simultansous calls made to the call
center is fewser than the value defined for this option (=g, &
calls arrived to the call center simultaneouslhy and there are 10
agenis m answer calls), the Meda Senser immediatehy
atternpts to conmect all calls b agents,

Therefare it's impartant 1o specify a true-to-life numiser; if you
specily a mamber that is oo low, some calls will be queued
even If there are free agents; IF you specify too high a
numier, same calls won't be quewsd even if thers are no
actual agents to answer them. Subsequently it will be a

| regular call for Hese callers, with no gueus announcements.

Maximum The maximum number of calls thar can be placed on
number of hold withun this quene.

incoming calls

om hold When this number s reached, the nexe call 15

disconnected.

Average handle | The expecred average processing nme for each call in
Lire, minuies munutes (used to calculate the esomated wat ime},

Announce When this check box s selected, callers wall hear an

number of announcement about number of callers ahead of

callers ahead them in the queue. Note that this chedk box is currently
ahways selected and dimmed.

Announce When this check box s selected, callees wall hear an

estimated wail | announcerment aboue the estmated wae time, Hote

time that this dheck Do is curréntly alwenys selecked and dimmad,

Music on Hold | A melody {or announcement) which 2 plaved 1o
users waiting to be conneceed.

The maximum ble size allowed 15 3 MB.

Here you can define which musgic wall be uzsed tor calls on hold wathim
your [P Cenrrex environment.

L1,
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Chick the é Play On Hold button to enable [/ disable thas fearure. To

upload your own music, selecr a file from your local file system using the
Browse button,

Teor rename the music ble, enter che desired name in the Music Name
field; orherwise the local file name will be used. The uploaded music wall
replace the previous entry in the hse, and wall uzually be enabled witbun 10
munures of performing this acrion.

Billing Information tab
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Billing Summary

Omn this page vou can view your ilhing mformaton armanged n free
informarion panels:

o Bnel Billing Information

&  Tranzachon: Torals Intormanon
#  [nvorces Information

o Acrive Subscoprions

*  Volume Discounts

LI
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Field Diescription
Brief Billing = This reflects your balling info such as current balance,
Information | efc.
Transactions | This reflects your rotal rransactions (calls, payments,
Totals refunds, subscription charges, etc.)
Information
Invoices This section is intended to help you better understand
Information  your inwoice status and other billing-related detals - a

thumbnail sketch, so o speak, of how much money 15
orwed, the due dare, 12 there any amount overdue, etc.

The avalable wformanon felds are:

Balance Due — This represents the remaining
AMOUNE FOUL MUSt pay for your invoice.

Last Invoice Due Date — This shows the dare
by which the last invoice should be paid. If no
payment is recerved for this invoice or the
mviodce 15 only partially paid and the due dare
has passed, the invoice 13 considered overdue.
Last Invoice Amount — This represents the
last invoice rotal plus whatever unpaid amount
trom any and all presious invoees owed by the
customer at the time of invoice generation.
Owerdue Balance — This represents the total
remaining balance for all overdoe invoices. The
overdue balance decreases as payments are
recerved.

Last Payment Received on — This showws the
amount of the last payment and the dare when
this transaction rook place.
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To wview all of the invoisces use the See All Invoices

bsttom.
Active subsscnption plans that currenty apply to you
Subscriptions
Volume Yolume discount plans that cureently apply to you.
Discounts
General
R ST P BTy R |
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Field Desecription

Tax 1T Yoo tax 112

Send Stadstic | Dehnes what kind of DR statistcs should be delivered
to you by email:

¢  Customer class defanlt — Use the sernngs for
the customer clazs,

# Full Stadstcs — Send a cvs file with a
complere hst of xDR=,

o  Summary Only — Do not send a full lise of
xI2Rs, only a boef summary

* Do NotSend — This option prevents the
delivery of event stahstics to the customer via
ermail.

Subscriptions

This tab displays the subscription plans currently being applied 1o you and
your phone hnes. Pending (not vet actve) subscnptions are always on the
botrom of the hist and highlighred in grey.

A
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Field Description
Subscription | Subscrption plans being applied to vou

Periodic Fee | This is a recurring fee for a particular subscription.
Start Date | Subscrption activation date.
Finish Date | This shows the dare on which this subscoprion will be

:rurcunatira]ly_uancelrd.

* Default fee and the amount of discount applied for this subscaption.

Transactions

Transactions (calls, payments, refunds, subscription charges, etc.) serve as
the primary record of services provided to you.

Thiz screen allows you o view and download transachion records — for
any desired time pericd and service.
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On the Transactions Filter page vou can make an extensible search via
s A daee and time range by chckang the 5] Calendar icon
* A cortain service type.
¢ The type of required phone lines {accounts).

o [t you want fuled transactons to be included in the hst, select the
Show Failed Transactons check bos

Sef the from / ro dates by clicking the EE] Calendar icon and click the
Show Records burton. The result page contains a summary and tables lise
all calls and accompanying charges dunng a specified time penod. If you
want to view addinoenal intormanon (charged quantty and amounts due)

tor the chosen serviceds], chiek the Show Details wcon.

Click the L0 * | Download button to download transaction detail
records i the sy Format

Reports

The Reports screen allows vou to download DR reports for any desired
time period either in .csv or pdt formats.

Set the from /' to dates by clicking the L=l icon and press the ® Search
burron. The resulting page contains a lise of xDR reporrs genercated within
a speathied ime penod. Each report 12 avalable in .csv and / or pdf

formars.
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Click the Dowmload button to download an xDRs report i the
desired format.

Volume Discounts

The Volume Discounts group displays all astive discounts that apply to
vou. To display seaetiee volume discount plans, the Inactive check box
must be selected,
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Information about volume discounts” usage history can be obtained in the
Discount History panel, which iz visible by eliclang the @ History

burton.
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Field Descriprion

Inactive Dhsplays the volume discounes with Consamed/ Ulsed st
or Nat Yet Agire status applicable to the customer.

Service A specific service (vouce calls, messaging, data
transfer, etc.) that this volume discount will apply to.

-I:.Iiﬂm:}r

Destination Informanon about discounts used and remaning i
Group sheman, grouped by destinanon group names. Each
name represents one group included in the volume
chiscount plan assipmed to vou

Shows extended information about the discount plan.

Discount Plan | The name of the volume discount plan applicable for
this customer.
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Precedence

This is the pricity level for the currently used
discount plan that specifies the order in which certan
discounts are to be applied. Discounts with higher
prionty take precedence over discounts with low
priogty.

Combined
Discount

Shorars the toral discount value currenty applied o
the customer that resulted i the discoanes”
codrbhrtion.

Used /
Remaining

Shiosws the current value of both consumed and
remaining discount volume (in minutes or funds).
The progress bar graphically reflects hosw much of
the discounted service has been consumed.

Expiration

Shoras the ime left for the discount to be reapplied
to the customer,

If Mever is selected, it means thar thas discount 15 tor
one-tme use and will not be reapphed to the
CLISTOMET.

Discosent Histary

Status

The current stamuz of the discount plan,
*  Active Disconnt Plans — The discount plans
that are currently in vse.
»  Consumed — The discount plans that have
already been used up.
o Not Yet Active — Currently wmactve dizcount
plans.

Current
Digcount
Expiration

The value of the discount currently applied ro the
CUStOMET

The time left for the discount plan counters to be
resgl.

Combine With
Oriher
Discounts

Invoices

sheras the way thiz discount plan iz combmed with
other discount plans applicable to a session.

The invonces screen allows you to view all your invoices. A particular
ivoice can be found escher by entering its number or by selecting a date
range and clicking the A Calendar icon. If you want to include voud
invoices, just selece the corresponding check box and then click Search.
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Invoeces cover these PACIMCLETs:
*  No. (invoice number) — The urmque wennber tor an invosce,
Date — The date that the invoice was issued.
¢ Payment statns — Thas specifies one of the following:
o Do Neot Pay — The inveice amount 15 0, theretore ne
payment is required.
o Unpaid — Payment has not yet been recerved,
o Partially Paid — Paymenr has been recerved but in an
amount less than the amount due.
o Paid — Invoice has been paid in full.
o Owverdue — Invoice is unpaid and past due.
o N/A — Payment starus is not applicable for this invoice.

# Period Starts / Ends — The period for which an invoace is
generated.

*  Due date — The date by which payment should be received,

*  Amount — Sum of all charges for this penod minus credies /
refunds.

Click the View icon in the result list to view or print a particular invoice.

Make a Payment

This page allows you to see your current balance and top it up by
choosing one of the available payment methods.

The list of currently supported payment methods 1s the following
¢  Credit or Debit Cards — Allows vou o pay using vour credit or

debut card. It you have a credit card whose payment charactenstics

are recorded in the system, it will be used by defaule.
* Bank account {(eCheck) — Allows paying from vour checking
bank account.

FE
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¢ Direct Debit NL — Allows you to perform financial transaction
i which you withdriws funds from a bank account.

*  PayNearMe — Allows you to pay for services in cash at any 7-
Eleven or ACE Cash Express store across the United States. You
nced to specify your email to get a PayNear©Me payment slip via
email and then print it. The payment ship contains the bar code to
be scanned at a 7-Eleven or ACE Cash Express location. You pay
cash to the store clerk, who then records the transaction — the
payment information is immediately delivered to the seovice
provider via the PayNearMe network. PortaBilling® records the
transachion and updates your balance so vou can immediarely stare
using the service.

Teo make a payment, select the desired payment method (one of the listed
above), specify the amount vou wish to pav and click the Pay Now
button o proceed with the payment.
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Payment Info

Thiz page allows you to set up the following parameters for penodic
autormated payments.
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In the Preferred Payment Method area vou can choose which type ot
payment merhod fo use.

The Auto-pay invoices nsing this payment method allows vou o
dehne whether a credhe card should be charged ae the end of the billing
pertod.

Lt you want to pay with a different credir card, enrer the new card
mtormaton into the Preferred Payment Method sechon. Click Save o
save this new credit card informanon. PortaBilling® wall ask vou to make
a murimun payment in order o check the credit card ntormanon. The
funds waill then be transterred to your balance.

In oeder Ba chedk your credit card Fformation and sive your changes,
please make 2 payment: of 500 UED or more. Thee funds wil be
tranaamad o your ha@nce,

iChck e if you want to prooeed with the payment and o' in
order to go back to Payment Info.

Bl .00 USEY | 15, [ LESD mirirmsn)
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After successful payment processing, this new credit card information i
stored. Further payments and automatic payments (if configured) will be
made ugang thas card.

Ter set up automatic payment with a debat or ceedit card when the balance
crosses 4 specified threshold, select the Pay check box and specity the
threshold in the second field. When the balance crosses thas threshold the
credit card will be charged for the amount specified in the Pay field.

Taxes upon payment

It you use prepaid services and the service provider has enabled the Taxes
upon Payment functionality for you, the taxes for such services are
caloulated and applied when your balance automatcally tops up.

duto-Payments

| Awilo-pay invaics usang his paymsnl medhod

o Pary 100,00 USD when thes balamos deoips basloss 10.00 UsD
Top-Up O LRSI
Applicabls Taxoes 20,00 Us0
Total Changed Ameount 120.00 USD

The tax amount is calculated based on the amount of the top-up and then
added to the payment sum. Upon successful payment processing, vour
balance iz topped up by the total charged amount excluding tax.

Trouble Tickets tab

Using the Trouble Tickets tab, vou can view a list of recent ickets and
create new tickets wathin the RT (Request Tracking) avstem.
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To create a new ticket, simply click the & Create Ticket button at the
bottom of the page.
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... define a time period using the wizard?

With the period definition wizard, you can easily define the time period
for which a number (e.z. a follow-me number) wall be vsed. Tf youw want
the number to be permanently active, click the Always button at the
bottom of the Period Wizard page. Otherwise, define the desired penod.
{Times given are based on a 24-hour clock, Le. B p.m. is the same as
20001y The Period Wizaed is intutive and lets vou configure multiple fime
intervals from a single page in just a few mouse clicks. The following
example illustrates the process of ceeating a period swathin the Monday
Friday wordoweek that searts at B p.m. and lasts unnl 8 a.m. the next
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1. On the Period Wizard page, select 20000 in the Start Time box
and 08:00 in the End Time box. In the Block contaiming days of
the week select Monday, Tuesday, Wednesday, Thursday,
Friday. In the block containing months click the Select All
Momnths button.

Chick the Include New Perod burton, and tis ime penod wll
appear i1 the Time Periods panel on the nghr side of the page.

b
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3. Click Finish ro complere the peniod defininon. 1f you wish to ser
another definition for this period, repeat seep 1.
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4. Click Save to oadd a specified time period for the current
forwarding number,
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.. configure multiple pickup groups?

The multiple pickup groups funcnionality allows phone lines in the same
[P Centrex environment to be grouped so that phone line owners within
the group may answer each other’s calls by merely dialing a Group Pickup
Prefix on their phones.

3
R J
| b ooy
Ei ‘e E
Mabile User 101 102 103
Huntgroup Number 222

Group Pickup Prefix *77

Let’s assume that there are two offices working with shared secretacial
services. First you must enable a Group Pickup fearure, then configure
two huntgroups and lastly confipure the pickup groups within them.

1. On the IP Centrex taly, select Incoming Calls.

2. To enable Group Pickup feature, select Yes from the Group

Pickup st

=1
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3. select Dialing Rules. For vour current diahng rule, in the Service
Feature Codes area, in the Group Pickup Prefix box, type *77.
Click Save.

4. Select Homtgroups, and add oo huntgroups (for how to add
huntgroups, see the section otled Huntgroups).

e To the fiest huntgroup B8 (e.g. Sales Department) add the

required extensions: 222, 333 and the secretary™s 999
extension. Define huntgroup B8 as primary for extensions
222 and 333, Make sure the Call Pickup Allowed is

enabled for the huntgroup.

e  To the second huntgroup M {e.g Support Department}

add exrensions 444, 335 and the secretacy’s 999 exrension.
Detine huntgroup 99 as primary for all these extensions —
444, 555 and 999, Make sure the Call Pickup Allowed is
enabled for the huntgroup.

LTSRS St -L30d PR
[ L R i LA i v Bkl apn Baayal ) (T Ligmt -
| ] £ =y Pl i B rmren ey
A
#’Eﬂmw Suppest Department
g ® g M L] T S =] -
:::.:'-_' e M g [epawras Ll [ L -
EH— Caf P oeend [
)
g D e sl Coirmlery: oo Homore
il s b o Tmay
:'I'-lﬂ:::- O R TS IO Ay B L m :"i':_‘- it el T
:f-\:d':""" e e camTIIEe - F
. o (c ]
*':::'_'“ &% & = L] SR TTERE i - - ]
i au Sifae S rreiE e - - o
ol A B
Hiem  Simx

L

2015 VERTICALTELECOM LLC. ALL RIGHTS RESERVED WWW YERTICALTELECOM.COM




Verticad

i el -3 Spaial
T | . L = et v gl g Bavad | T Loged -
B P | e o e o S n—— |
ﬁﬁﬂ“mww
| uregrep Wmbs W Hal e [Eies =
E'“ e reErag e et Cader [ LR -
L Ll e ket L
e
e 0 T ey
o apmrramipny T
i“"‘l":‘_ L T T B T P L I::';-':!: n-.-:r— grfols ooow e
g ey i
B L ] o Bl [ 1k - - =
pE
i':“"'lll & B == L T . = —_ =
¥ = L e . memay - =
o S BT
EHiies D=
Costorray Sof-Care Parlal
B T D P LG ™ Froen = Gt e Eeplel T L v
. B e & et e = e bt
#Hﬂrﬂn
i 1= Gm (esRpew cesprep g g ey e ] e ki S )
[ ]
e S
o e
=] & m Bt Ul T m_ - s 3 F- 4
I S | - CERRR
i ey ang r——
B rrgta Torrimes
[rr———— a | & - B et Dl mw o ek . i L 3 F 3
re, e 4 wm- .
LR B
L.
e
Db i 4 e b om0 1-amre

With these settings the following scenario is possible: There is an
incoming call to extension 444, The secretary (extension 295 can dial
#7788 to pack up the call (because #4413 in their non-pamary group, thus
*77 won't work. They have to dial the group pickup prefix and the
number of huntgroup). To peck up an incoming call to the extension 222
the secretary can dial *77 because extension 22215 in their pnmary group.
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