


\;/xNet

PBX Administrator Guide

URL for the site is https://hostedpbx.voxnetinc.com/l ogin.php

Login

[ Remember He

Enter you Username — E mail address
Enter your Password - Y our extension

The HOME page opens

\;/xNet

Home = Activity @ Voicemail Services @ Reporis Settings

Welcome: Denise devine (devi

Home
Home

Recent ltems

Welcome to the VoxMNet Customer Portal

Time Frame ‘Business Hours

Extension #150 To get started, you can Manage your extension settings, or Check your voicemail messages, or see your recent
Call Histary.

Mailbox #399 ’

Extenzion #105 To learn more, please start with the Help & Training.

Wailbox #101

Mailbox #150

Auto Attendant ‘Christmas
Auto Attendant “After Hours'
Auto Attendant

(484) 94525921

Here you can access the following options by clicking on the appropriate tab on the top of your
screen:



Activity = using the activity tab, you can access Calls Date and time, Duration, Call type, Call
From (CID), call To, Account code information

Voicemail=Using the voice mail tab, you can access and See message ID, caller ID, Date/Time,
Duration

Services = Under the Services tab, you can access PBX info, Phone numbers, E911, extensions,
mailboxes, auto attendant, time frames, groups, Holidays

Reports= Under the Reports tab you can view call activity by start and end dates, call type, and
choose to view as agraph or list of cals.

Home  Activity Voicemail Services Accounting Reports = Settings

Home = Activity

Lo v T Call Activity: VoxNet
foniy start Date:[gzozot0_ ] (0]
- caiTyeeAcalls v

Recent ltems Kewmrdg:l— |

Extension #100

|Searcn || Clear Search H Export Results

View Activity Graphs for date range abaove
View Virtual Path Usage for date range above
« Previous - Next» Page 10of1(1Records) - |20 ¥
Date/Time Duration Call Type From To Accl Code
8/20/2010 04:42:10 PM 00:00:17 Qutgoing (484) 362-1376 [Ext 107] (610) 672-1164

«Previous - Next» Page 10f1(1Records) - |20 &

Call Activity Graphs

Start Date:[g/03/2010 sz
End Date:[g/10/2010 EzE
m

Graph Type:| T

-

Call Type:| |,

View Graph
« Back to Activity Reports

Call Volume by Date

Settings. under the settings tab you are able to update a user profile and change user type from

Administrator, to Call center agent, or basic end user. Y ou may also change an extension in this
area

Total Calls

This guide will aide you in basic programming to edit extensions, voice mail boxes, groups,
phone numbers, auto attendant, time frames and holiday greetings.

Most Administrative programming is done under the [Serviceg tab.



\Welcome: Denise devine (devine@expertta.com) My Frofile | Logout | Help & Training

xNet

Home Activity Voicemail Services Reports = Seifings

Home » Services » PBX Configuration » Pbx Info

Click on the|SERVICES tab

When the service tab opens you will be able to adjust parameters for PBX Features. The bulk of
functionality of the Customer Portal is within the PBX Configuration module. There are two
types of usersin the Customer Portal, Administrator and Employee. The Administrator has the
ability to administrate all aspects of their assigned PBX. Administrators can create other users,
modify phone numbers and extension settings, mailboxes, call routing, auto attendants,
conference bridges, call blocking and after hour settings, and E911.

Home = Activity = Voicemall = Services = Accountng Reports  Settings

Home » Services » PBX Configuration » Pbx Info

Create New.. [ PBX Info - VoxNet
PBX Info
General Info
Fhone Numbers
= Customer Name: Voxhet

e PBX Context:vomvox

Extensions PBX PIN:[955061

Mailboxes Prepaid Paths: 0

Auto Attendant On-Demmand Raths: 5 V| Please note: MNote: Please selectthe number of On-Demand Paths you
i would like available for your use. On-Demand Paths are charged to your
= account when and if used, per the terms of your agreement with Voxhlet
Groups

EctlcteNicaE o BICROANIIge s st

SERGHIE Caller ID Name:|

GG Allow Internatione! Calling: (3 ves @ o

el Enable Directed Call Pickup® &) ves O 1o

LalBiockng Enable Intercom?: ) yas € No
Recenthemic Enable 7 digit cialing? (3 ves & no

Extension #100 Preﬂx:l:l (Required for 7-digit dialing}

Enable Directory By First Name?: (™) ygs & g
Read Extension Numbers in Directory?: () yes (&) Na

Call Parking Timeout:

[ UpdatePBX |[ BackupPBX |

M anaging Extensions

From the left column on your screen, double click on to open your extension list.
You will edit extensions, call routing and voice mail boxes' in this area



Home = Activity Voicemail . Services Accounting Reports = Setfings

Home s Services s PBX Configuration » Extensions

Create Mew... b Search

— R ﬂ | [Search ] Clear Search

PEX Info

Fhane Numbers < Previous - Next= Page 1of 1 (18 Recards) - |20 ¥

[otoin o ] ot s

Extensions

e 100 In House Demo (856) 562-1942 100 PSPE01 D004F22863AD Edit

Wallboxes

101 In House Demo 2 (484) 362-1376 101 PSP331 0004f223dced Edit

Auto Attendant

e 102 Witel Test (484) 362-1376 102 BYOD Edit

s 104 In House Deme Aastra 6757 (484) 362-1376 104 AastrasTi 000850238010 Edit

Conference Bridge 105 In House Demo Aasta 6755 (484) 362-1376 105 Aastrassi 00085D22E287 Edit

Listen Live 107 In House Dema 67571CT (484) 362-1376 107 AastrasTicT 000850 23406F Edit

Halidays 108 Sofiphane (484) 362-1376 Soft Edit

Hold Music 109 Demo Kit 1 AaSTRA (484 362-1376 109 Aastragsi 000850235ED7 Edit

Sl 110 Demo Kit 1 polycome (484) 362-1376 110 PSP501 0004F2264A61 Edit
| Recent ltems 111 Demo Kit 2 Aastra (484) 362-1377 11 Aastrassi 000850235EDD Edit

STEP 1: Editing Extensions:

1. From the left column of your screen, click on

to open your extension list.

2. To [EDIT] an existing extension or mailbox, while on the list of extensions.
Simply click [EDIT| next to the extension you wish to edit.

150 test phone (484) 949-2020 150 Mone —»  Edit

An Extension Detall Report opens.
Extension Detail

Extension Details

Extension Number:

Name:||n House Demo |

Outgoing Caller 1D: (856) 552-1942 |»

E811 Location:| 4100 Davis Dr. Suite 100 Plymouth Mesting. PA 19462

Seconds to ring:

Routing & Configuration

[ETRSETL Y (Find e | | Advanced

How would you like incoming calls to be handled? The sytemn will send all calls to the "Try First” setting.
If yau are busy, unable to answer the phone, orthe phone is offiineg, the system will handle the call based
on the settings below.

Try First| phone - || 100 {In House Demao) & | Ring Time:
If BUSY: | [1ailbox ~ | 100 {Demao) "|
If Hot Answered:| Fing Ie ™ | Configure Find Me settings

If Offline: | paailbox - | 100 (Demo) "|

Voice Mailbox

Voice Mailbox:[ 100 (Dema) N

You may record your voicemail announcements by phone, or by upleading audic files. If you wish to record by phone, please dial = + your mailbax
number or click the Record button below. Your phone will ring and you will be guided through the recording process. To listen to the current

Thisiswhere you will enter all of the associated information for the new extension including,
name, call routing options, and voice mail.

NOTE: E911 location MUST be configured as part of changing or adding an extension, either before or after configuration.

All information associated with the end userslocation must be provided and tested. Thisis also accessed from the left side of
your screen by clicking on E911 (directly above Extensions).



STEP 2: Setting up the Extension Details
Programming extensions call Routing and Configuration:
For each extension, you must configure a path (call routing) for callsto take if that extension is
busy or unable to answer the phone.
Stepl
Click on thefirst tab .The Routing and configuration page opens.

Routing & Configuration

 call Routing || EIRTEE

Advanced |

How would you like incoming calls to be handled? The sytem will send all calls to the "Try First” setting.
If you are busy, unahle to answer the phone, orthe phone is offline, the system will handle the call based
on the settings below.

Try First| custom Setting * || Forward to Pat Cell e
If Busy:

If Hot Answered:
If Offline:

Configure how you would like incoming calls to be handled by choosing the
appropriate options and rules which are accessed from the dropdown boxes.

Routing Options:
Try First: Thefirst setting system sends callsto. Usually set to Phone. From the dropdown boxes, choose
appropriate extension.

If Busy: From the dropdown boxes, choose path for call to follow if busy

If Not Answered: From the dropdown boxes, choose the path for call to follow if the call is unanswered.

If Offline:  From the dropdown, choose path for call to follow if phone is offline.

(Example of second call path options: Voice mail, Group, Automated
attendant, name directory, Outside tel ephone number)

NOTE: The additional Tabs across Routing and Configuration are used to program phone and
extension details and additional call paths.

Step 2:
a. Click on the second tab



Routing & Configuration

Call Routing | Ray R ER |Advanced

The Find Me feature attermpts to locate you by dialing each of the following locations until you accept or reject the call.
The calleris placed on hold until you are found. Cnce you answer the call, you have the option to accept the call, or reject
the call. You also have the option to reject the call and leave a short message for the caller.

1. .My Extension |+ |Rings your extension

2.[ Other Extension || 130 {John 5324)

3. .Outside Line ~“ ] [ active?
4| Outside Line ~“ ] [ active?
5| Outside Line v 1 O Active?

Ring each location for| 20 % | seconds
Record callers name and announce them to you before connecting.

Give the caller the option of transferring to voicemail between each location defined above.

® Active during the hours below
From: [8-00 AN
Include: Saturday [¥] Sunday

Then send calls to:| Mailbox

© Always active
| o:[5-00 P

v |[299 (General Mailbox) ¥

Find M e - Thisfeature allows you to program routi ng to have the system locate you by dialing 5
subsequent devices/locations until you accept or reject acall.

Choose Outside number or Extension or other extension
Enter or choose destination

Check Active box to activate.

Y ou must set ring time for each location; you also have the option, by simply checking the

provided box, to have the callers name announced and the ability to give the caller an option
to transfer to voicemail.

(You must also configure times of day and days of the week in the provided area.)

Step 3:

Click on thethird tab [RNECeH

Advanced tab allows you to configure extension details such as: message waiting extension,

rulesfor call waiting, missed call list, and show agent status. Using the dropdown boxes, set
your advanced options.

Routing & Configuration

call Routing] [Find e | [RIENal
Message Waiting Extension:

Disallow Dial-By-Extension: (]

Disable Call Waiting:

Mo e

Disable Missed Call List:| g

Enable Buddy List:| g

Show agent status on LCD display:| pjg
Dial '# to transfer:| pjgp |«

Y ou are now ready to make changes to the extensions mailbox

STEP 3: Setting up or editing the extension mailbox




Access user mailbox:

1. While till on the extension detail page, or

2. From theleft side of screen, choosing Mailboxes, or

3. By clicking on EDIT while on the extension list.

From the dropdown box, select or confirm extension you wish to assign the mailbox to.
Select the option for recorded messages under Recor dings and Greetings

1. Unavailable or Busy.

2. Click record or play.

3. A name must be recorded to associate with that extension.

4. Click Record or Play.

Voice Mailbox
Woice Mailbox:| 150 {test phone) A
You may record your voicemail announcements by phone, or by uploading audio files. If you wish to record by phone, please dial * +your mailbox

number or click the Record button below. Your phone will ring and you will be guided through the recording process. To listen to the current
recording, click the Play button. If you wish to upload a file, browse for the file on your FC.

Denise devine (105)

Clicking the Record or Play buttons will ring the phone at extension = (type a name or extension number to change)
Unavailablel‘.’lessage: orupload a file:
Busy Message:[ Record | or upload a file:
Your Hame: or upload afile: |CBrowse.. ]
[ save |[ cancel |[ Delete |

NOTE: Once a mailbox is added to the system, the end user should record a greeting and a
name to associate with that mailbox.

Torecord agreeting:
Dial * followed by your mailbox number.
Your phone will ring and you will be guided thru the recording of your greeting.

Or click the Record or Play buttons and enter the appropriate extension in the provided
text box shown above.

When finished entering the required information in steps 1, 2 and 3

Click Save.

| mportant Note: When mailbox options ar e accessed from the left column of your screen
by clicking on mailboxes, you will have the additional settings of Notifications and
Advanced Settings. When accessing mailboxes via the extension edit option, you will not see
the optionsto set notifications or advanced settings.




Notifications

Email to notify:| |

SMS email to ﬂDtiW!| | This field should contain an email address.

Advanced Settings

Dial During Announcement: [ pjal During Announcement allows the caller to dial any extension during the announcement.
Skip Voicemail Instructions: [ it yoy want to skip the instructions for leaving a message that are played after your announcement, check here.

Announcement OnlY: [7] Announcement mailboxes are to be routed ta from an Auto Attendant (44) 10 playthe busy messaae in this box and then return to the beginning ofthe calling
AA Overrides "Background™in an AA.

Hide From Directory: 7] pige tailbox from the Company Directory

[ save |[ cancel |[ Delete |

Notifications. enter e mail address to receive avoice mail notification in your e mail
Advanced Settings: Check box to allow caller to:

Dial during an announcement, skip voice mail Instructions, listen to an announcement message
only, or hide the mailbox from the company directory.

When finished, click save.

GROUPS: Adding an extension to aring group

While on the SERVI CE§ tab, from the left side of your screen, double click on

GROUPS.

Home » Services » PBX Configuration» Groups

Create New v Search
—_— ﬂ ] | Search | Clear Search
FBEX Info
Phone Numbers Hew Ring Group « Previous - Nexts Page 1of 1(0 Records
e N T
Extensions
Na records found
Mailboxes
Auto Attendant Hew Ring Group « Previous - Mexts Page 10f1(0 Records)
Time Frames
Groups

Click on New Ring Group



Home = Services = PBX Configuration = Groups = Group Detail

Create Mew. ..

PBX Info

Fhone Flumbers

Eg1i

Extensions

Mailboxes

Auto Attendant

Time Frames

Groups

Conference Bridge

Listen Live

Holidays

Hold Music

Call Blocking

Recent ltems

Extension #100

New Ring Group

Group Name:|

Ring all extensions: At the same time ~

Seconds to Ring:

Caller ID Settings:| Original Caller ID

~

Extensions

Available Extensions:

100 {In House Demo)
101 {In House Demo 2)
102 (Mitel Test)

107 (In House Demo B757ICT)
108 (Softphone)

122 (Test ext 1)

123 (test ext 2)

109 (Demo Kit 1 AaSTRA)
110 {(Demo Kit 1 polycome)
112 (Demo Kit 2 Polycom)
130 (John 5324)

111 (Demo Kit 2 Aastra)
150 {jbp)

104 {In House Demo Aastra 6757

105 {In House Demo Aasta 6755) A s

« Remove

After ringing Group foresard call:l

| Add Group || Cancel |

Extensions to Ring:

oSOk~ wdhE

~

L.
8. Click onjAdd Groug at bottom of page

Name the new group
Choosering rules (ring all extensions) choose same time or sequentially.
Under Seconds to Ring, Set time to ring group (note, each ring is aprox. 5-6 seconds)
Choose caller ID settings
From the right column of available extensions, highlight to add or remove
From the right column, you can format the sequential ring order by moving an extension
up or down

Set the final forwarding step by choosing from the dropdown box:

After ringing Group fonward c:all:

to finish or cancdl.

Phone Numbers: Managing Telephone numbers ring in destination:

While on the [SERVICES tab, from the left side of your screen, click on Phone Numberg

10




Home  Activity Voicemail Services Reporis Settings

Home = Services » PBX Configuration » Phone Humbers
| Create New b -_Search
|| || Search | Clear Search
FBXInfo L
Agcount Details = {rovous hieits, baasi ol
{ )y - |20 |
Phone Numbers iRecordy
E211 Global Caller ID Name Toll Free?
Extensicns O (484) 362-1376 demo Extension 1000 Mo Edit
G O 843 Voxtlet Extension 123 No Edit
Auto Attendant e . - -
O (856) 552-1942 Voxhlet Extension 122 Mo Edit
Time Frames
Groups «Previous - Mext» Page 1 of f
8 v
Conference Bridge (3 Records) 20
Listen Live

From this window you are able to edit.

To Edit — highlight the number you need to edit and click the button on the far left of the
column

When the window opens you are able to make changes to the following:

Global Caller ID Name, screen for privacy, internal presentation of caller 1D, Holiday options,
routing and Music on Hold.

When finished, click Save.

AUTOMATED ATTENDANT:

While on the[SERVICES tab, from the left side of your screen, click on |Auto Attendant

Home Activity = Voicemail Services Reports ~ Settings

Home » Services » PBX Configuration » Auto Attendants
Create New bt -_Search
—————— H Search | Clear Search ‘
PEX Info L . |
Fhane Numbers sl L «Preious - Next» Page 1 of 1(3 Records) - |20 [
i I
Extensions

After Hours Edit
Mailboxes = -
Auto Aftendant Christmas Edlit
Time Frames LIl Edit
Groups New Auto Attendant « Previous - Next= Page1of1(2 Records) - |20 "‘

To edit an existing greeting:
Click on Edit_ 59" | next to the greeting you need to edit.

OR
To create anew attendant greeting click on New Auto Attendant | New Auto Attendant
1. General Settings:

Edit attendant name, attendant timeout, and digit timeout
2. Announcement:

Click on Record to record a new announcement, or click on Play to listen to the
current greeting.

11



Auto Attendant: After Hours

General Settings

Attendant Timeout:
Digit Timeout;

Announcement

® Record via Phone | Click the "Record” button to record the Attendant gresting by phone. Click the "FPlay” hutten to listen to the current greeting. Your phone will ring and you will ke guided
(] Upload a File through the recording process. Alternatively, you may dial *322

) Default Recording

Denise devine (105)
O mailbox Click sither button to ring extension _

Attendant Name: Short name given to each attendant to help identify

Attendant Timeout: Amount of time after the greeting is finished playing before
timeout rule is executed

Digit Timeout: Amount of time between presses before attendant attemts' to connect
user to extension or option dialed.

To Record an Auto Attendant Greeting:

To record by phone, click the RECORD button. Y our phone will ring and you will be prompted
thru setting up the greeting.
*322 isthe feature code that will also allow you to record the greeting.

3. Button Configuration (digit translations)
- From the column, choose the button you wish callers to pressin relation to
the announcement you will record.
From the column, choose the destination or action.
If your destination so requires, you will be prompted to enter the destination
information.

i.e. extension, group, automated attendant, mailbox etc.
Note: Timeout options meansif the caller does not choose any option, what will happen to that call?

Button Configuration
[ oo ] meweo ] ]
Button 0 | _____ ~
Button 1 | _____ P
Button 2 .
Mailbaox
Extension
Button 2
Fhone
Button 4 Laroup
Custom
Button 5 Conference
Queue
Button & Cutside
Directory
Button 7 Auto Attendant
Time Frame
Button 8 Check Mail
Button o [ _____ ~
Button* | _____ ~
Button# | _____ -
Timeout | _____ -

12



After your Buttons have been configured within the desired auto attendant, click

TIME FRAMES:

While on the SERVICES tab, from the left side of your screen, click on

[PEX I

|Phane Numbers
E911

f

Extensions

Time Frames
Groups

(Create New...

v

_Search
| ‘ Search | Clear Search |
L
«Previous - Next» Page 10of1(1Records) - ‘20 :l
e
Business Hours Edit
< Previous - Next» Page 1 of1(1Records) - ‘20 ~|

Next to the Hours you wish to work with, click EDIT

Or, to create anew time frame, cli ck||

Hew Time Frame ‘

Thisiswhere you will set the day and night auto attendant’ s schedule for days of the week, and
start and end times.

i-Create Mew

- |

Time Frame Details: Business Hours

HEER NG Time Frame Name:[Business Hours |
[EonsiNymbers During hours forward call:[ Group ~ |[ 1ain Ring In ~|
|E911 |
I z After hours forward call:| auto Attendant | || After Hours ~|
| Extensions L
uto Attendant
] 1

|TIITIE Frames | e L1 A pay
| Groups Tuesday [ an bay
| Conference Bridoe
I . = = Wednesday [ anpay
| Listen Live
L
| Holidays Thursday [ an Day |7 ~ || 30 V||f'-‘~l"l V:l
LRI A Friday [ a1 Day 7 & vllan v||AI'1 |4 v|| 00 |Pr.f| ~|
| Call Blocking

[ saturday apay (9 ~|[00 ~][AM = (5 [~|[o0 ~][PMm ~|
Recent Items e

] sunday alpay 9 w00 v][AM v [5 ][00 x~|[PM >

| Save || Cancel || Delete |

Timeframename: Name of time frame you are working with

During hoursforward callsto: From the drop down box, highlight and choose option
for where the calls must ring into during the day. (i.e. auto attendant, group, mailbox,
directory). From the second drop down, when applicable, enter or choose ring in
destination details.

After Hoursforward to: From the dropdown box, highlight to choose option for where
the calls must ring during closed/night hours. (i.e. directory, mailbox, )

From the second drop down, when applicable, and enter ring in destination details

To complete set

up, using the drop down boxes:

Check, the day of the week and check All day where appropriate
Enter start time under the Before column
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Enter end time under the After column

When finished, click Save.

Holidays
To create and manage Holidays:

While on the SERVICES tab, from the left side of your screen, click on|Holidays

Next to the Holiday you wish to work with, click EDIT| Or [Deletd

To create aNew Holiday, click on the|New Holiday tab.
Click on|Add Holida

Conference Bridge:
To create a new conference bridge room:

While on the SERVICES tab, from the | ft side of your screen, click on click on

To create anew CONFERENCE Bridge room, click on|[New Conference Room|

14



Assign a conference number and a
numeric password. Click Add
Conference Bridge

DDevine 8.10
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