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GETTING STARTED

Getting Started

Hello and welcome to the training for our End-User Portal. This portal will be
the one you use to manage your telephone services.

We created this portal to offer a greater range of tools allowing you increased
flexibility and functionality.

Requirements

Before we get started, there are a few requirements that we need to discuss.
First, since the End-User Portal is a web-based application, you are going to
need access to a supported web browser. Microsoft Internet Explorer, Apple
Safari and Mozilla Firefox are all examples of supported browsers.

Next, you will need to make sure you have your supplied username and
password.

First Login
If you have these two items, you are ready to begin. Open your web browser
and type the following in the browser’s address bar:

http://mydigitalservices.com

After pressing the ENTER key, you will be taken to a login screen similar to the
one shown here.

( Login

Usemame
Password

| | Remember Me Until | Click Logout

Togih

Enter your username and password in the fields provided and click “Login” to
proceed.




GETTING STARTED

If prompted to update email, enter your email address (see 1 in image 1.1) and
click submit (see 2 in image 1.1). Your email address will become your new
username.

-

Home Features

Account Information:
i:ustnmer No.:
323278
Name:

My Demo

Street:

222 Chastain Meadows CT
City:

KENMESAW

State:

GA

Zip:

30144

Updated:

5/17/2016 4:20:53 PM

-

E911

Call History Download Account Info

(required fields)

Enter your email address below.

“Your email: myemail@email.com 0

Naote: This will be your new username.

e @

Image 1.1

If this is the first time you have logged in, you will be taken to the page below.

P
Home Features

Account Information:

Customer No.:

5/17/2016 4:20:53 PM

E911.

323278 {required fields)
Name:
My Demo
Street: The Federal Communications Commission has recently implemented a new ruling designed to
222 Chastain Meadows CT improve privacy and security for all telecommunications consumers’ Customer Proprietary
City: Network Information (CPNI). This code requires telecommunications providers to have their
3 customers create a 4-digit CPNI code. This code will help us validate your identity protecting
KEMNNESAW : ; : :
your private information from unauthorized access.
State:
GA Please choose a 4-digit numeric code and enter it in the field below. The 4-digit numeric code
. should not consist of any significant portion of your account number, telephone number, street
Zip: g g p g % s ¥
S address, zip code, social security number, date of birth, other account information, or easily
guessed string of digits.
Updated:

Call History Download Account Info

Please make a record of the code you enter below as this CPNI Passcode will be used to verify

your identity when we provide support.

*4-digits CPNI:

o
o @

Image 1.2

This page will only be displayed one time and is a requirement from the Federal
Communications Commission (FCC). It allows you to create a 4-digit Customer
Proprietary Network Information (CPNI) number that is used in the protection of
your private information. Information will not be given out unless the requestor
has the CPNI number. Please create an easily remembered number in the
event you ever need access to your private information.

Enter your 4-digit number (see 1 in image 1.2) and then click Submit (see 2 in
image 1.2) to proceed.




GETTING STARTED

Next, you will be directed to the change password page where you will be
prompted to create a new password.

-

Home Features [E911 Call History Download Account Info

Service Number:
(470)336-3366 v
To choose = different number, Logon username: myemail@email.com

please select from the drop-
down.

(required fields)

Password should not consist of any significant portion of you name, family names, account

Account Information: number, telephone number, street address, zip code, social security number, date of birth,
TR other biographical or account information, or easily guessed words or strings of digits.
323278

» The password length must be at least 6 characters.

Name: = The password must contain at least 1 number, at least 1 lower case letter, and at least 1
My Demo upper case letter.

Street:

222 Chastain Meadows CT

City: *Current password: “ |a
KENNESAYE *New password: 9
State: .

= *Verify password: 9
| @

30144

Updated:

5/17/2016 4:20:53 PM

Image 1.3

Enter the password you initially used to login in the “Current Password” field
(see 1 in image 1.3).

Create a new password and enter it twice, once in the “New Password” field

(see 2 in image 1.3) and again in the “Verify Password” field (see 3 in image
1.3).

When ready, click “Submit” (see 4 in image 1.3) to complete your login.

Note: You will only have to follow these steps once, the first time you log into
the system. This must be done for each account allowed to log into the system.




GETTING STARTED

Finally, a page similar to image 1.4 will load, and you will be asked to use the
new login credentials you have just created in order to login.

'd N\
Home Features ES11 Call History Download Account Info International Rates

Login Help

Forgot Password?

Announcement
MNotice: By default, outbound international calling for all business and residential phone
services is disallowed. If you do not plan to place international calls, then no action is
required. If you wish to place international calls, please contact your local office. Please
note that you will be billed for international calls on your normal monthly bill in arrears

so it may take 1 or 2 billing cycles for the charges to appear. If you use a calling card to
place international calls, it is not necessary to activate international calling. Thank you.

Please login into your account using your username and password.

Username: Q|
Password: @
\ o @ ,

Image 1.4

1 — Enter your username.

2 — Enter your password.

3 — Click "Login."




ONLINE FEATURES MANAGEMENT

Feature Management

After login, the End-User Portal’s start page will load. This homepage is also
the page for managing features online (see image 2.1).

-

Home Features [E911 Call History Download Account Info

Service Number:

(470)336-3366 v

To choose a different number,
please select from the drop-

Phone Number: (470)336-3366

(required fields)

down.
Basic Features Click on the left panel to update features.
Advanced Features

Voicemail Management

Logoff
\09

Image 2.1

The page is made up of several sections.
* The navigation bar — allows you to click links to quickly move between

various tasks performed via the portal. Each will be discussed in this
document. (See image 2.2)

[ Home Features [E911 Call History Download Account Info

Image 2.2

The service numbers dropdown list — allows for the selection of the
telephone number you wish to manage. (See image 2.3)

-

S
Service Number:

(470)336-3366 v

To choose a different number,
please select from the drop-
_down.

Image 2.3

Direct Feature Access Links Sidebar — allows you to move directly to the
feature set you wish to manage or edit. (See image 2.4)

Basic e Click on the left panel to update features.
Advanced Features

Voicemail Management

Image 2.4

Note: Clicking on either the home link or the features link on the navigation bar
will return you to the features page.




BASIC FEATURES

Basic Features

To access basic features, click on the item labeled “Basic Features” in the
direct feature access links located on the left side of the homepage. The Basic
Features page will load as shown in image 3.1.

Home  Features E911 Call History Download Account Info

Service Number:

| (470)336-3366 v |
To choose a different number, Phone Number: (470)336-3366

please select from the drop-
down.

Basic Eeat i Click on the left panel to update features.

Automatic Callback - Off

Anonymous Call
Rejection - Off

Call Forwarding Always -
Off

Call Forwarding Busy -
off

Call Forwarding Mo
Answer - Off

Call Forwarding Mot
Reachable - Off

Call Forwarding Selective
- Off

Calling Line ID Delivery
Blocking - Off

Calling Name Retrieval -
on

Call Waiting - On

Connected Line
Identification Restriction
- Off

Do Mot Disturb - Off

Image 3.1

On this page you can view, edit and manage each of your subscribed basic
services. Your list may vary depending on your subscription. If you have any
questions about your features, please contact customer service for further
information.




AUTOMATIC CALLBACK

Automatic Callback

The purpose of Automatic Callback is to allow you to request notification when
a busy line becomes available. A distinctive ring will be used to notify you when
the other party is available. This feature is set to OFF in this example.

Refer to Image 4.1 for the instructions on managing this feature:
1 — Click the Automatic Callback link to open the feature’s page.

The following page will load:

Home Features ES11 Call History Download Account Info

Service Number:

Phone Number: (470)336-3366 (required fields)

Allows you to request notification when a busy line becomes available. A distinctive ring will be
used to notify you when the user is available.

Automatic Callback - 0 Automatic Callback: © on ® off
off
Anonymous Call
Rejection - OFF e Aoty
call Forwarding Always -
\_off y

Image 4.1

2 — Enable or disable feature by selecting the “On” or “Off’ radio button.
3 — Click “Apply” when finished.

You will be presented with a message confirming your selection has been
applied.

© Automatic Callback has been successfully updated. w




ANONYMOUS CALL REJECTION

Anonymous Call Rejection

Anonymous Call Rejection allows you to reject calls from anonymous callers,
which are callers who have blocked their number from being displayed. Only
deliberate anonymous numbers are rejected. Callers whose numbers are

unavailable are not rejected. Callers that are rejected will be informed you are
not accepting calls from unidentified callers. Your phone does not ring and you
do not receive any indication a call was placed to your number.

Refer to Image 5.1 for the instructions on managing this feature:

1 — Click the Anonymous Call Rejection link to open the feature’s page.

The following page will load:

e 2
Service Number:

(470)336-3366 v

To choose a different number, Phone Number: (470)336-3366

*(required fields)
please select from the drop-

down,

Anonymous Call Rejection allows you to reject calls from callers who have blocked the display

of their number. Only deliberate anonymous numbers are rejected. Callers whose numbers are

unavailable are not rejected. Callers that are rejected are informed that you are not accepting

sutematie Callback - OFF calls from unidentified callers. Your phone does not ring and you do not receive any indication
that they called. However, this does not apply to calls within your group.

Basic Features

Anonymous Call o
Rejection - Off F—
_— Anonymous Call Rejection: O on ® off
Call Forwarding Always - 9
off
Call Forwarding Busy - 9
off PRIy

Call Forwarding No
Answer - Off
-

Image 5.1

2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Click “Apply” when finished.

You will then receive a confirmation notice similar to the one shown below.

|
© Anonymous Call Rejection has been successfully updated. ‘“

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALL FORWARDING ALWAYS

Call Forwarding Always

Call Forwarding Always allows you to forward your incoming calls to a different
phone number, such as your home office or cell phone. You can also make your
primary phone emit a short ring burst, called a “Ring Reminder,” to inform you
when the call received is a forwarded call. This is important when you have

forgotten the service is turned on and you are at your primary phone waiting to
receive calls.

Note: The phone number where you forward your calls must be permitted by
your outgoing calling plan.

You can also set the phone number to forward using the voice portal or by
using the appropriate star code on your phone.

Refer to Image 6.1 for the instructions on managing this feature:
1 — Click the Call Forwarding Always link to open the feature’s page.

The following page will load:

(“Service Number: D
(470)336-3366 v
To chaoss a different umber,  Phone Number: (470)336-3366

please select fram the drop-
down.

{required fields)

Call Forwarding Always allows you to forward all your incoming calls to a different phone
number or SIP-URI, such as your home office or cell phone. You can also make your primary
phone emit a short ring burst to inform you if you are next to your phone when the call is
Aitomatic Callbadk —aff forwarded by using the Ring Reminder. This is important when you have forgotten the service is
turned on and you are at your primary phone waiting to receive calls. Note that the address
(phone number or SIP-URI) you forward your calls to must be permitted by your outgoing
calling plan. You can also set the phone number or SIP-URI to forward to using the voice portal
Call Forwarding 0 or on the phone using the feature access code.
Always - Off

Basic Features

Anonymous Call
Rejection - OFf

Call Forwarding Always: © gn !-oﬁg

Call Forwarding Busy - )
Off 9 *Calls Forward to this phone number: | |

Call Forwarding No 9 ) play Ring Reminder when a call is forwarded
Answer - Off

Call Forwarding Not
Reachable - Off

0
\_Call Forwarding Selective

Image 6.1

2 — Enable or disable feature by selecting the “On” or “Off’ radio button.

3 — Enter the number of the telephone where you would like all calls to be
forwarded.

4 — Select the box labeled “Play Ring Reminder” if you wish to hear a ring
reminder when a call is forwarded.

5 — Click “Apply” when finished.

Once applied, you will receive the following message:

© Call Forwarding Always has been updated successfully.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALL FORWARDING BUSY

Call Forwarding Busy

Call Forwarding Busy allows you to forward all of your incoming calls to a
different phone number if your phone is currently busy. Use this service when
you would rather have a cell phone or another phone line receive the call
instead of the call being sent to your voicemail when the line is busy. You can
also set the phone number to forward to using the appropriate star code.

Refer to Image 7.1 for the instructions on managing this feature:
1 — Click the Call Forwarding Busy link to open the feature’s page.
The following page will open:

-

Home  Features E911 Call History Download Account Info

Service Number:

(470)336-3366 -

To choose a differant number,
please select from the drop-
down.

Phone Number: (470)336-3366 *(required fields)

Call Forwarding Busy allows you to forward all your incoming calls to a different phone number
Basic Features or SIP-URI if your phone is currently busy. Use this service when you would rather have a

secretary or co-worker receive the call instead of the caller being sent to your voice messaging
Automatic Callback - OF box. [«lote that the addrgss (phqne number or SIP-URI) you forward your calls to must be
permitted by your outgoing calling plan. You can also set the phone number or SIP-URI to
Anonymous Call forward to using the feature access code.
Rejection - Off
S?_LI Forwarding Always - Call Forwarding Busy: O pon ® off 9

*Calls Forward to this phone number: |9
Call Forwarding Busy
- Off

Call Forwarding No

Answer - Off 9 Apply
N

Image 7.1

2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Next, enter the telephone number where the calls should be forwarded.

4 — Click “Apply” when finished.

Once your changes have been made, you will receive the following
confirmation:

© cCall Forwarding Busy has been updated successfully. H‘

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALL FORWARDING NO ANSWER

Call Forwarding No Answer

Call Forwarding No Answer allows you to forward all of your calls to a different

phone number when you do not answer your phone Use this service when you

would rather have a cell phone or another phone line receive the call instead of
the call being sent to your voicemail when the call is not answered in time.

Refer to Image 8.1 for the instructions on managing this feature:

1 — Click the Call Forwarding No Answer link to open the feature’s page.

The following page will load:

-

1e  Features ES11  Call History Download  Account Info
—

Service Number:

(470)336-3366 v

To choose a different number, Phone Number: (470)336-3366
please select from the drop-

(required fields)
down.

Call Forwarding No Answer allows you to forward all your calls to a different phone number or
SIP-URI when you do not answer your phone. Use this service when you would rather have a

Basic Features
- secretary or co-worker receive the call instead of the caller being sent to your voice messaging

Automatic Callback - Off box if you miss a call.

Anonymous Call )

Rejection - Off 9 Call Forwarding No Answer: () on ® off

Call Forwarding Always - 9 *Calls Forward to this phone number:|

off eNumber of rings before forwarding: O pgpe O 2 O3 04 ®s5 Op

Call Forwarding Busy -

Off

call Forwarding No o i

Answer - Off PRIy
W, y

Image 8.1

2 — Enable or disable feature by selecting the “On” or “Off’ radio button.
3 — Enter the telephone number where calls are to be forwarded.
4 — Select the desired number of rings before the call is forwarded.

5 — Click apply when finished.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALL

FORWARDING NOT REACHABLE

Call Forwarding Not Reachable

Call Forwarding Not Reachable is a great feature to use as a part of a disaster

recovery plan. In the event of a service interruption, this feature forwards calls
to the phone number you designate.

Refer to Image

9.1 for the instructions on managing this feature:

1 — Click the Call Forwarding Not Reachable link to open the feature page.

The following page will load:

e
Service Number:

Ta choose a different number,
plezse select from the drop-
down.

Basic Features

Automatic Callback - Off

Anonymous Call
Rejection - Off

Call Forwarding Always -
Off

Call Forwarding Busy -
Off

Call Forwarding Mo
Answer - Off

Call Forwarding Not
¢ Reachable - Off

[ (470)336-3366 E

Phone Number: (470)336-3366 *(required fields)

Call Forwarding Mot Reachable automatically forwards your incoming calls to a phone number
of your choosing, when activated, if the device your phone is connected to loses contact with
our Digital Woice System. Note that the phone number you forward your calls to must be
permitted by your outgoing calling plan.

9 Call Forwarding Not Reachable: O on ® of
9 *Calls Forward to this phone number: | |

Ol

Image 9.1

2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Enter the telephone number where calls should be forwarded.

4 — Click “Apply” when finished.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALL FORWARDING SELECTIVE

Call Forwarding Selective

Call Forwarding Selective provides more configurable options to customize the
call forwarding experience.

Call Forwarding Selective allows you to forward specific calls matching pre-
defined criteria to a different phone number. For example, use this service

to forward calls from work, a family member, or close friends to your cell
phone. The call forward selective feature can be configured for up to 12 phone
numbers or digit patterns, and can include specified time schedules. For any
call to be forwarded to the designated number, all criteria (phone number, day
of the week and time of day) must apply to the caller. If the call does not match
the pre-defined criteria, the call will be handled as normal.

Refer to Image 10.1 for the instructions on managing this feature:
1 — Click the Call Forwarding Selective link to open the feature page.

The following page will display:

(Service Number: h

(47002363366 v |

To choose a difierant rumber,  Phone Number: (470)336-3366 *(required fields)
plezse zalect fram the drap-
down.

call Forwarding Selective allows you to forward specific calls matching your pre-defined criteria

Basic Features to a different phone number or SIP-URIL. Use this service to forward calls from your manager, a
family member, or an important customer to your cell phone, alternate business phone, or

R T home phone. The criteria for each Call Forwarding Selective entry can be a list of up to 12
phone numbers or digit patterns and a specified time schedule. All criteria for an entry must be

Anonymous Call satisfied for the call to be forwarded (phone number and day of week and time of day). If the

Rejection - Off call is not forwarded, the call continues as if this service was not turned on.

é?;‘ Fopardng Sty Call Forwarding Selective: © on ® off

N > B S —
Off

e () Play Ring Reminder when a call is forwarded
call Forwarding No
Answer - Off

Description Time Schedule Calls From

call Forwarding Mot .
Reachable - Off No Entries Present

call Forwarding

selective - Off Apply
Calling Line ID Delivery
Blocking - Off

Description: |

calling Name Retrieval - )
On Selected Time Schedule: [Every Day All Day ¥ |

call Waiting - On

Connected Line Forward to:
Identification Restriction
Off @® use Default Forward phone number

© Do not forward
External Calling Line ID

Delivery - on

Internal Calling Line 10 Calls from:

Delivsry Ot ® Any phone number
Speed Dial 8 © Following phone numbers:
Speed Disl 100 O any private number

& Any unavailable number

Advanced Features .
Specific phone numbers:

Voicemail Management

Logoff

Image 10.1
2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Enter the telephone number where calls are to be forwarded.

4 — If you would like a ring reminder to play when the feature is active, place a
check in “Play Ring Reminder when a call is forwarded.”

Continued on following page.




CALL FORWARDING SELECTIVE

( Calling Line 10 Delivery N
Blocking - Off “Description: |
Calling Name Retrieval -
on 9 Selected Time Schedule: \ Every Day A\[ Day ¥ \
call waiting - On
Connected Line Forward to:
Identification Restriction
- Off ® uUse Default Forward phone number
Do Mot Disturb - Off 2 Forward to another phone number: |
© Do not forward
External Calling Line ID
Delivery - On
Internal Calling Line 1D 9 Callsifrom:
e ® Any phone number
Speed Dial 8 © Following phone numbers:
Speed Dial 100 U Any private number
) Any unavailable number
Advanced Features -
Specific phone numbers:
Voicemail Management
Logoff
O
- A
Image 10.2

If this is your first time to use Call Forwarding Selective, you will also need to
set up the information in the lower section (see image 10.2). Refer to image
10.2 for the instructions below:

1 — Provide a description for these rules. We suggest making it something that
relates to the schedule (for example, “Weekends”).

2 — Choose a time schedule from the dropdown list.

3 — Choose a forward to option. Here you can choose to use the default
number, designate another number or choose the do not forward
option.

4 — Select the “Calls from” option you wish to implement.

5 — Enter the number(s) for which this rule applies. (This is only applicable if
you choose “Following phone numbers” in the “Calls From” option).

6 — Click “Add” to save the rule just created.
To configure additional rules, repeat steps as needed.

Image 10.3 is an example of what is displayed when a call forwarding selective
rule has been added. This image will be the reference for the following steps.

r = N
LR E S e call Forwarding Selective: O g @ off

Off
Call Eareveacd g Sy Default Call Forward to phone number / SIP-URI: m

off [J play Ring Reminder when a call is forwarded

Call Forwarding No
Answer - Off

Time Schedule

Active Description

Call Forwarding Not ] Weekends Every Day All Day All calls

Reachable - Off

Call Forwarding
Selective - Off

@ Added.
\ et L

Image 10.3

1 — To update an existing call forwarding rule, click “Edit."

2 — Click “Apply” when finished to activate changes.




CALLING LINE ID DELIVERY BLOCKING

Calling Line ID Delivery Blocking

Calling Line ID Delivery Blocking allows you to block your number from being

displayed in the receiver’s caller ID display. The only options for this feature are
to turn it on or off.

Refer to Image 11.1 for the instructions on managing this feature:

1 — Click the Calling Line ID Delivery Blocking link to open the feature page.

The following page will load:

& Service Number:
(470)336-3366 ks

To choose a differant number, Phone Number: (470)336-3366
please select from the drop-
down.

*(required fields)

Calling Line ID Delivery Blocking allows you to block your number from being shown when
calling other numbers. Members of your group can still see your number when they are called.

Basic Features
- You have the cheice of turning it on or off for all calls and then selectively turning it back on or

Rifomatc Callbatk: = O off using the feature access codes.

Anonymous Call . ) i

Rejection - Off Block Calling Line ID on Outgoing Calls: O gy @ of 9
Call Forwarding Always -

Off

Call Forwarding Busy -

9 Apply
off

Call Forwarding No
Answer - Off

Call Forwarding Not
Reachable - OFf

Call Forwarding Selective
- Off

Calling Line ID
Delivery Blocking - Off

Image 11.1

2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Click “Apply” when finished.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALLING NAME RETRIEVAL

Calling Name Retrieval

Calling Name Retrieval is a feature that looks up the name of a caller in an
external database when the name is not otherwise available to display. This is
helpful to identify callers when using the CommPilot Call Manager, a phone that
displays calling line identification information or other call clients. This feature

is primarily for businesses and should generally be left on for residential voice
customers (default is on).

Refer to Image 12.1 for the instructions on managing this feature:

1 — Click the Calling Name Retrieval link to open the feature page.

The following page will load:

("Service Number: . . A

(470)336-3366 v

To choose a different number, Phone Number: (470)336-3366 *{required fields)
please select from the drop-
down.

Calling Mame Retrieval looks up the name of a caller in an external database when the name
did not arrive with the original call. This is helpful to identify callers when using the CommpPilot
Call Manager, a phone that displays CLID information, or other call clients.

Basic Features
Automatic Callback - Off

Anonymous Call Enable Calling Name Retrieval: ® g, O off 9
Rejection - Off

Call Forwarding Always -
Off

9 Apply
Call Forwarding Busy -
Off

Call Forwarding Mo
Answer - Off

Call Forwarding Mot
Reachable - Off

Call Forwarding Selective
- Off

Calling Line 1D Delivery
Blocking - OFff

Calling Name o
L Retrieval - On

Image 12.1

2 — Enable or disable feature by selecting the “On” or “Off’ radio button.

3 — Click “Apply” when finished.




CALL WAITING

Call Waiting

Call Waiting is a feature that notifies you when you have an incoming call when
you are already on another call.

Refer to Image 13.1 for the instructions on managing this feature:
1 — Click the Call Waiting link to open the feature page.

The following page will load:

(‘Service Number: h
(470)336-3366 b
To choose a different number, Phone Number: (470)336-3366 (required fields)
please select from the drop-
down.
Call waiting allows you to receive another call while you are on the phone. You can turn it on or
Basic Features off for all calls and then selectively turn it back on or off using the feature access codes.
Automatic Callback - Off 9 Call Waiting: ® on O off

Anonymous Call 9 O Disable calling Line ID Delivery on Call Waiting

Rejection - Off

Call Forwarding Always -

off

G e ing Busys e Apply
Off

call Forwarding No
Answer - Off

Call Forwarding Not
Reachable - Off

all Forwarding Selective
- Off

Calling Line ID Delivery
Blocking - Off

Calling Name Retrieval -
On

L Call waiting - On o

Image 13.1

2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Check “Disable Calling Line ID Delivery on Call Waiting” if you do not want
to see incoming caller ID.

4 — Click “Apply” when finished.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CONNECTED LINE IDENTIFICATION RESTRICTION

Connected Line Identification Restriction

Connected Line Identification Restriction allows you to block your number from
being displayed to the party you are calling.

Refer to Image 14.1 for instructions on managing this feature:

1 — Click the Connected Line Identification Restriction link to open the feature
page.

The following page will load:

-

N
Service Number: y

(470)336-3366 v

To choose a different number, Phone Number: (470)336-3366
please select from the drop-

*(required fields)
down.

Connected Line Identification Restriction allows you to block your number from being shown
when receiving a call. Members of your group can still see your number when they call you.
You have the choice of turning it on or off for all calls and then selectively turning it right back

Basic Features

Automatic Callback - OF on or off using the feature access codes.

Anonymous Call < . - 3pe

Rejection - Off Enable Connected Line Identification Restriction: © on ® off 9
Call Forwarding Always -

off

Call Forwarding Busy -

g Apply
off

Call Forwarding No
Answer - Off

Call Forwarding Mot
Reachable - Off

Call Forwarding Selective
- Off

Calling Line ID Delivery
Blocking - Off

Calling Name Retrieval -
on

Call Waiting - On

Connected Line
Identification o
Restriction - Off

-

Image 14.1
2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Click “Apply” when finished.




DO NOT DISTURB

Do Not Disturb

Do-Not-Disturb allows you to send your calls directly to your voice messaging
box without first ringing your phone. In addition, you can make your primary
phone emit a short ring burst to inform you when the call is being sent to voice
messaging by using the Ring Reminder. This is a useful reminder in case you
have forgotten the service is turned on and you are at your phone waiting to
receive calls.

Refer to Image 15.1 for instructions on managing this feature:

1 — Click the Connected Line Identification Restriction link to open the feature
page.

(‘service Number: h

(470)336-3366 v
To choose a different number, Phone Number: (470)336-3366

please select from the drop-
down,

(required fields)

Allows you to send your calls directly to your voice messaging box without ringing your phone.

Basic Features In addition, you can make your primary phone emit a short ring burst to inform you when the
3 = call is being sent to voice messaging by using the Ring Reminder. This is important when you
Rutamatic Callbadk - OfF have forgotten the service is turned on and you are at your phone waiting to receive calls.
Anonymous Call .
Rejection - Off 9 Do Not Disturb: © o ® off
Call Forwarding Always - J Play Ring Reminder when a call is forwarded
Off

Call Forwarding Busy -
off
o
Call Forwarding No
Answer - Off

Call Forwarding Mot
Reachable - Off

call Forwarding Selective
off

Calling Line ID Delivery
Blocking - Off

Calling Name Retrieval -
an

call Waiting - On
Connected Line

Identification Restriction
Off

\__Do Not Disturb - Off 0

Image 15.1

The following page will load:
2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — If you would like to be notified any time you receive a call when do not
disturb is active, check “Play Ring Reminder when a call is forwarded.”

4 — Click “Apply” when finished.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




EXTERNAL CALLING LINE ID DELIVERY

External Calling Line ID Delivery

External Calling Line ID Delivery is a business level feature available by default

to all users. The default setting is “On” and is the recommended setting for all
residential customers.

Image 16.1 is shown just for reference.
(Servi(e Number: )

(470)336-3366

Ta choose 2 diffarent number, Phone Number: (470)336-3366
please select from the drop-
down.

*(required fields)

External Calling Line ID Delivery allows the Calling Line name and number for callers from
outside your group or enterprise to be displayed. On assignment the Connected Line
Identification Presentation service acts as overlay service for the External Calling Line ID
Automatic Callback - Off palivgry. The Connected Line Identifi(atitm. Presentation alluwg yuu.tu see thsl connected line

identity of the called party. The on/off setting for External Calling Line ID Delivery also controls
the Connected Line Identification Presentation service.

Basic Features

Anonymous Call
Rejection - Off

g?_y Forwarding Always - Enable External Calling Line ID Delivery: ® on O off

Call Forwarding Busy -
Off

Call Forwarding No
Answer - Off

call Forwarding Not
Reachable - Off

Call Forwarding Selective
- Off

Calling Line ID Delivery
Blocking - Off

Calling Name Retrieval -
On

Call Waiting - On
Connected Line
Identification Restriction
- Off

Do Mot Disturb - Off

External Calling Line
\__ID Delivery - On

Image 16.1

Internal Calling Line ID Delivery

The Internal Calling Line ID Delivery is a business level feature available by
default to all users. The default setting is “On,” which is the recommended
setting for all residential customers.

Image 17.1 is shown just for reference.

fi R
Service Number:

(

To choosa a different number, Phone Number: (470)336-3366
please select from the drop-
down.

(required fields)

Internal Calling Line ID Delivery allows the Calling Line name and number for callers from
inside your group to be displayed. On assignment the Connected Line Identification Presentation
service acts as overlay service for the Internal Calling Line ID Delivery. The Connected Line
Astomatic Callback <O [dantifi(ati‘un Presentation allulws you to see .tha connected line identity of the (gilled party. The

on/off setting for Internal Calling Line ID Delivery also controls the Connected Line
Identification Presentation service.

Basic Features

Anonymous Call
Rejection - Off

E:f” EoRad i ALV ER Enable Internal Calling Line ID Delivery: ® on O off

Call Forwarding Busy -
off

Call Forwarding No
Answer - Off

Call Forwarding Not
Reachable - Off

Call Forwarding Selective
- off

Calling Line ID Delivery
Blacking - OFf

Calling Name Retrieval -
On

Call Waiting - On
Connected Line
Identification Restriction
- Off

Do Not Disturb - Off

External Calling Line ID
Delivery - On

Internal Calling Line
1D Delivery - On

Image 17.1




SPEED DIAL

Speed Dial

Speed Dial 8 and Speed Dial 100 both allow you to set up to 8 or 100 speed
dial numbers, respectively, that can be called with the push of a button. This is
how the 2 Speed dial options are used:

» To use Speed Dial 8, enter the speed dial number and press # or wait.

* To use Speed Dial 100, press # and enter your speed dial number. You can

also program your speed dial using your phone and the appropriate star
code.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.

SPEED DIAL 8

Refer to Image 18.1 for instructions on managing this feature:
1 — Click the Speed Dial 8 link to open the feature page.

The following page will load.

~
Home Features [E911 Call History Download Account Info
Service Number:
| (470)336-3366 |
To choose a different number, Phone Number: (470)336-3366 (required fields)
please select from the drop-
dowin.
Speed Dial allows you to set up to eight speed dial numbers that can be called with the push of
Basic Features a button. Enter the number as you would normally dial it and then just hit that number on your
touch pad to call it. You can also program your speed dial using your phone and the star code
Automatic Callback - off _for Speed Dial.
Anonymous Call
Rocetancion Speed Dial Phone Number 3 Name 4
Call Forwarding Always -
off 2 paee321454 || from |
call Forwarding Busy -
i 3 [2588852223 || Mones. |
call Forwarding No 4 2236547808 | | Engleburt Humperdink ]
Answer - Off
call Forwarding Not 5 [ I ]
Reachable - Off ‘ | ‘ ‘
6
Call Forwarding Selective
- off
7 \ I |
Calling Line 1D Delivery
Blocking - Off 8 [ I ]
calling Name Retrieval -
on o \ I |
Call Waiting - On
Connected Line
Identification Restriction
Apply
Do Not Disturb - OFf
External Calling Line ID
Delivery - On
Internal Calling Line ID
Delivery - On
\__Speed Dial 8 a y
Image 18.1

2 — The numbers in this column are the available Speed Dial numbers.

3 — Enter the telephone number(s) you would like to add to speed dial in the
“Phone Number” column.

4 — Enter the name of the person or business in the name column “Name”
column.

5 — Click “Apply” when finished.




SPEED DIAL

SPEED DIAL 100

To manage this feature, click the Speed Dial 100 link under the Basic Features
section in the Direct Feature Access Links Sidebar. This will load a page similar
to image 19.1. Refer to this image for instructions on managing this feature

1 — Click the Speed Dial 100 link to open the feature page.

(Service Number:
(470)336-3366 v
To choose a differant number, Phone Number: (470)336-3366

please select from the drop-

(required fields)
down.

Speed Dial 100 allows you to set up to 100 speed dial phone numbers or SIP-URI addresses
that can be called with the push of a few buttons. Enter the number as you would normally dial
it and then just hit the speed code prefix and number on your touch pad to call it. You can also
Conhactad Ling program your speed dial using your phone and the star code for Speed Dial 100.

Identification Restriction

Basic Features

- off Delete ‘ Speed Code 100 | Phone Number / SIP-URI Description
Do Not Disturb - Off Mo records to display.
External Calling Line ID
Delivery - On Add 9
Internal Calling Line ID
Delivery - On
Speed Dial 8
Speed Dial 100 o
[ S—r—
Image 19.1

2 — Click “Add” to create a new speed dial entry.

A page similar to image 19.2 will load. The following instructions correspond
with image 19.2.

Phone Number: (470)336-33660 “(required fields)

Speed Dial 100 allows you to set up to 100 speed dial phone numbers or SIP-URI addresses
that can be called with the push of a few buttons. Enter the number as you would normally dial
it and then just hit the speed code prefix and number on your touch pad to call it. You can also
program your speed dial using your phone and the star code for Speed Dial 100.

Speed Dial 100 Dialing Prefix: #
0 “ Speed Code 100:
9 Description: Mommy |
9' Phone Number / SIP-URI: 5555555555 |

9| Apply || Cancel |
(.

Image 19.2

1 — Choose your Speed Dial code from the Speed Code dropdown list.
2 — Enter a description or name to correspond with the entry.

3 — Enter the phone number for the entry.

4 — Click “Apply” when finished to activate your selection.

Continued on following page.




SPEED DIAL

Clicking apply will load a page similar to image 19.3. If you desire to manage
entries follow the instructions below. The following instructions correspond with

image 19.3.
Delete | Speed Code 100 | Phone Number / SIP-URI | Description |
0@ o 5555555555 Mommy Edit @

| Delete%| Add ?

To delete a number:

Image 19.3

1 — Place a check in the corresponding box

2 — Click “Delete”

Or you can:

3 — Click “Edit” to edit an entry.

4 — Click “Add” and repeat earlier steps for each number you wish to enter.

Advanced Features

Select “Advanced Features” to view the advanced menu options (see 1 in
image 20.1)

s E
Service Number:

(470)336-3366 v

To choose a different number,
please select from the drop-
down,

Basic Features

Advanced Features 0

BroadWaorks Anywhere
CommpPilot Express - Off
Priority Alert - Off

Selective Call Acceptance
- Off

Selective Call Rejection -
Off

Sequential Ring - Off

Simultaneous Ring
Personal - Off

Twao-5Stage Dialing - On

Image 20.1

Advanced features are capable of adding a remarkable level of customization
to your telephone service, but are complex in that they can affect the way other
features function. If you have any questions, please contact your telephone
administrator or provider.




BROADWORKS ANYWHERE

BroadWorks Anywhere

Broadworks Anywhere extends your digital voice services so you can make and
receive calls from any specified fixed phone, mobile phone or soft client just

as if it were your primary device. It also allows you to pull active calls from one
phone to another.

Note: BroadWorks Anywhere is an add-on feature. If you are unsure whether
you have subscribed to this feature, or would like to add the feature, please
contact customer service for additional information.

Refer to Image 21.1 for instructions on managing this feature:
1 — Click the BroadWorks Anywhere link to open the feature page.

The following page will load:

-
Service Number:

(470)336-3366 v

To choose a different number, Phone Number: (470)336-3366 *{required fields
please select from the drop-
jowen,

Configure the fixed and mobile phones you would like to link to this account.
Basic Features

Advanced Features O alert all locations for Click-to-Dial calls

= - ) Alert all locatiens for Group Paging calls
BroadWorks Anywhere 0
CommPilot Express - Off Phone Number Description Edit
Priority Alert - Off Mo Entries Present
Selective Call Acceptance
-Off
\_ Selective Call Rejection - Apply Add |9 )
Image 21.1

Before you can use this feature for the first time, you must configure several
options.

2 — Click “Add” to begin process.

Continued on following page.




BROADWORKS ANYWHERE

A page similar to image 21.2 will load. The following instructions correspond
with image 21.2.

("Service Number: 2 )
(470)336-3366 v |
To choose a different number, Phone Number: (470)336-3366

pleass szlect from the drap-
down.

(required fields)

BroadWorks Anywhere Phone Number Add
Basic Features
2 Allows BroadWorks Anywhere Phone Number to be configured along with multiple selective

Advanced Features criteria for each phone number
BrosdWorks Anyvihare Phone Number | Selective Criera |

CommpPilot Express - Off 0 Phone Number: 5552225874 m
Priority Alert - Off 9 Das(riptiun:lMy Home |
Selective Call Acceptance [ Enable this Location
- Off + Advanced Options
Seleative Call Rejeation Outbound Alternate Phone Number/SIP URI: |
oif Enable Diversion Inhibitor
Sequential Ring - Off 9 #) Require Answer Confirmation
Simultaneous Ring ¥ Use BroadWorks-based Call Control Services
Personal - Off

Two-Stage Dialing - On Apply Dedeta | P
-

Image 21.2

1 — Enter the 10-digit telephone number you would like to have calls forwarded
to from your telephone number.

2 — Enter a description that you can easily remember.
3 — Place a check in the “Enable this Location” checkbox.

4 — Place a check in the “Require Answer Confirmation” checkbox if you would
like to hear a message that requests for you to press any key in order to
accept or deny that call any time you receive a forwarded call. Since this
number will now receive forwarded calls in addition to the calls this line
normally receives, you may want to use this feature.

5 — Click the “Apply” button when you have arranged the settings to their
desired configuration.

You will receive a similar confirmation:

[ © Saved. V H

Continued on following page.




BROADWORKS ANYWHERE

To add rules for when BroadWorks Anywhere is enabled or disabled refer to
image 21.3

1 — Click Selective Criteria.

The following page will load:

(‘Service Number: h
(470)336-3366 v
To choose a different number, Phone Number: (470)336-3366 *(required fields)

please select from the drop-
down.

BroadWorks Anywhere Phone Number Modify
Basic Features

Allows BroadWorks Anywhere Phone Mumber to be configured along with multiple selective
Advanced Features criteria for each phone number

BroadWorks Anywhere Phone Number | Selective Criteria p

Phone Number: 5552225874

CommPilot Express - Off

Priority Alert - Off

Description Time Schedule Calls From

Selective Call Acceptance
el No Entries Present

Selective Call Rejection -
Off

\_Simultaneous Ring y

Image 21.3

2— Click Add.

This will load image 21.4

Continued on the following page.




BROADWORKS ANYWHERE

Refer to image 21.4 for the following instructions.

(“Service Number:

(470)336-3366 v

To choose a different number, Phone Number: (470)336-3366
please salzct fram the drap-
down.

*(required fields)

BroadWorks Anywhere Criteria Add
Basic Features

: . Allows BroadWorks Anywhere Phone Number to be configured along with multiple selective
Advanced Features criteria for each phone number

BroadWorks Anywhere Phone humber Selective Criteria ‘

Phone Number: 5552225874

CommPilot Express - Off

o Description: [My 5874 Rule| |o
Priority Alert - Off
Selective Call Acceptance 9 ® Use broadworks anywhere
- Off - Do not use broadworks anywhere
e e e Selected Time Schedule: [Every Day All Day ¥ | 9
Off
Sequential Ring - Off Calls From: 9
i e e ® Any external phone number
Personal - Off _ Following phone numbers:
Two-Stage Dialing - On [ Any private number

[ Any unavailable number e

Voicemail Management Specific phone numbers:

Logoff

Image 21.4

1 — Enter a name for the BroadWorks Anywhere rule in the text box.

2 — Specify whether you want the rule to use or to not use priority alert rings
when the criteria are met.

3 — Select the time schedule. For residential subscribers is automatically set to
“Every Day, All Day.”

Choose the criteria the feature will use when active. Your choices are:
4 — Any phone number. All incoming calls will be subject to this feature.

5 — Following phone numbers. With this selection you will also need to identify
the intended numbers in the “Specific Phone Numbers” section (see 6 in
image 27.1). Also, select if you would like the rule to apply to:

+ Any private number (see 7 in image 21.4)

« Any unavailable number (see 8 in image 21.4)

9 — Click “Add” to save.

Note: You can add multiple entries in this section. Simply repeat the steps
above and make sure to click the “Add” button each time.

Each time you finish an entry, you will receive a similar confirmation message:

© saved.




BROADWORKS ANYWHERE

To see any entry, return to the Broadworks Anywhere Feature page. To return

and to manage this feature page follow the instructions below. The following
instructions correspond with image 21.3.

1 — Click the BroadWorks Anywhere link to open the feature page

(“service Number:

(470)336-3366 v

Ta choose a different number, Phone Number: (470)336-3366
please select fram the drap-
down.

*(required fields)

Configure the fixed and mobile phones you would like to link to this account.
Basic Features

Advanced Features [ alert all locations for Click-to-Dial calls

[ Alert all locations for Group Paging calls
BroadWorks Anywhere 0

CommPilot Express - Off Phone Number Description Edit
Priority Alert - Off 2344322345 (@4

Selective Call Acceptance

- Off
\_ Selective Call Rejection - Apply Add

Every Day All Day Edit €}

Image 21.5

2 — View the number for any entry.

3 — Click “Edit” to update any information.

4 — Click “Add” and repeat earlier steps for each number you wish to enter.
You can set up multiple numbers with different parameters using BroadWorks

Anywhere. To do so, simply repeat the steps above for each number you want
to use.

If further instructions are required for BroadWorks Anywhere's more advanced
configuration options, please contact technical support.




COMMPILOT EXPRESS

CommPilot Express

CommPilot Express allows you to pre-configure four profiles to control your
inbound calls. These profiles can quickly be changed using this end user
portal or star codes. CommPilot Express overrides some of your other service
settings associated with incoming calls.

The page is broken into several sections, each of which we will cover on the
pages that follow.

Refer to Image 22.1 for the first instructions on managing this feature:

s N
Home Features E911 Call History Download Account Info
Service Number:
(470)336-3366 v
To choose a different number, Phone Number: (470)336-3366 (required fields)
please select from the drop-
down.
CommPilot Express allows you to pre-configure four profiles to control your inbound calls.
Basic Features These profiles can guickly be changed using the web or phone when you leave your desk or
— when you are at a remote location. If you use CommpPilot Express, it takes precedence over
Advanced Features some of your other service settings associated with processing incoming calls.
B e Current Profile: |Avai|able - In the Office ¥ ‘e
CommpPilot Express -
Off

o A

Image 22.1

1 — Click the CommPilot Express link to open the feature page.

2 — In the “Current Profile” dropdown list, select the profile you wish to use to
redirect your incoming calls. The options are:

* None - No active profile
* Available - In the Office
+ Available — Out of the Office
* Busy
* Unavailable
Following sections cover each of the profiles in detail.

To make any changes to any of the profile, remember to scroll to the bottom of
the page and select "Apply."

Continued on next page.




COMMPILOT EXPRESS

AVAILABLE - IN THE OFFICE

q Available - In the Office
Also ring this phone number: T = m o

If Busy:
® Have Voice Messaging take the call 9

2 Forward to this phone number: 1800) 321-1234 e

If No Answer:
® Have Voice Messaging take the call 9

2 Forward to this phone number: (112) 345-6789 6
N

Image 23.1

This option is designed to allow you to customize how incoming calls are
handled when you are at your primary phone location. The following options are
available with this profile:

If a call is received on your handset, the following options are available to
enhance the call experience:

1. You can choose to have an additional number ring at the same time your
primary number rings. This can be any 10-digit number of your choosing
(see 1 in image 23.1).

2. If you are already on the phone when receiving a new call, you have two
options:

a. Send the call to voicemail (see 2 in image 23.1).
b. Forward the call to a different entered number (see 3 in image 23.1).

3. If you are away from your phone and do not want to miss a call, you have
two additional options:

a. Send the call to voice mail (see 4 in image 23.1).

b. Forward the call to a different entered number (see 5 in image 23.1).




COMMPILOT EXPRESS

AVAILABLE - OUT OF THE OFFICE

This option is designed to allow you to customize the way your calls are

handled when you are not at your primary phone location. The following options
are available with this profile:

Available - Out of the office

When a call comes in:
'® Have Voice Messaging take the call
9 2 Forward to this phone number; (123) 456-7802

e [0 Also notify me by e-mail when a call comes in: you@youremailaddress.com

Image 24.1

1 — Deliver call directly to Voice Messaging.
2 — Forward to a different number. Enter number in the provided text box.

3 — Send an email notifying you a call has come to your telephone. Enter
the desired email address in the provided text box. This can be enabled
whether option 1 or 2 is selected.

BUSY

Busy

o ) Send all calls to Voice Messaging except calls from these phone numbers:
Q- il () -

Which will be forwarded to this phone number: (321) 321-3215 e

9 [0 Also E-mail me here when a call comes in: you@youremailaddress.com 6

Image 25.1

This option allows you to customize the way your calls are handled when you

are busy and not available to answer. The following options are available with
this profile:

1 — Select to send all calls to voicemail.
2 — Enter numbers that should not be sent to voicemail.

3 — Enter a different telephone number to forward calls from the voice
messaging excluded list when busy.

4 — Select this option if you would like to receive an email notification when a
call comes to your phone while your profile is set to “Busy.”

5 — Enter the desired email address for email notifications in the text box.




COMMPILOT EXPRESS

UNAVAILABLE

Unavailable

0 [[J send all calls to Voice Messaging except calls from these phone numbers:

D) - () - E

Which will be forwarded to this phone number: (987) 456-7894 9

Have Voice Messaging take the call using:

'® No Answer Greeting
e © Unavailable Greeting

Image 26.1

This option allows you to customize how your incoming calls are handled when
you simply want to be unavailable. It is similar to the “Busy” feature discussed
earlier. The following options are available with this profile:

1 — Select checkbox to send calls to voicemail.
2 — Enter numbers that should not be sent to voicemail.

3 — Enter a different telephone number to forward calls from the voice
messaging excluded list when busy.

4 — Select this option to have no answer greeting while your profile is set to
“Unavailable.”

5 — Select this option to have unavailable greeting while your profile is set to
“Unavailable.”

Once your changes have been made, you will receive the following
confirmation:

© CommPilot Express has been updated successfully. ‘“




PRIORITY ALERT

Priority Alert

Priority alert allows you to assign distinctive ring tones based on your pre-
defined criteria. Use this service if you want to distinguish a specific person
when they call, such as a spouse, child or friend.

Priority Alert rules can be applied to all incoming calls or up to 12 specified
phone numbers or digit patterns (example: 800* for all 800 numbers). Please
note that for the phone to ring with a different tone the call must meet all
specified criteria (phone number, day of week and time of day).

Continued on following page.




PRIORITY ALERT

Refer to Image 27.1 for instructions on managing this feature:

1 — Click the Priority link to open the feature page.

Home Features E911 Call History Download Account Info

‘Service Number:
(470)336-3366 |

T R A SR oy Phone Number: (470)336-3366 (required fields)
please select from the drop-
down.

Priority Alert allows you to make your phone ring with a different ring based on your pre-
defined criteria. Use this service if you want to know when a specific person calls such as your
manager or spouse or when you would like to easily tell when a call is from inside your group
or outside your group. The criteria for each Priority Alert entry can be a list of up to 12 phone
numbers or digit patterns and specified time schedule. All criteria for an entry must be true for
the phone to ring with a different tone (phone number and day of week and time of day).

Basic Features

Advanced Features

BroadWarks Anywhere

Description Time Schedule Calls From

Commpilot Express
No Entries Present
Priority Alert

Selective Call Acceptance —
Selective Call Rejection -
Description: [ ] 9

Sequential Ring 9 ® Accept cal
Simultaneous Ring @

Do not accept call

Eesand Selected Time Schedule: |Every Day All Day v | o
Calls From:
Voicemail Management ® Any phone number 6
i @\.-Founwmg phone numbers:
| 1 () Any private number
O Any unavailable number 9
Specific phone numbers: o
Add
. Y

Image 27.1

2 — Enter a name for the priority alert rule in the “Description” text box.

3 — Specify whether you want the rule to use or to not use priority alert rings
when the criteria are met.

4 — Select the time schedule. For residential subscribers is automatically set to
“Every Day, All Day.”

Choose the criteria the feature will use when active. Your choices are:
5 — Any phone number. All incoming calls will be subject to this feature.

6 — Following phone numbers. With this selection you will also need to identify
the intended numbers in the “Specific Phone Numbers” section (see 7 in
image 27.1). Also, select if you would like the rule to apply to:

 Any private number (see 8 in image 27.1)
« Any unavailable number (see 9 in image 27.1)

10 — Click “Add” to save.

Note: You can add multiple entries in this section. Simply repeat the steps
above and make sure to click the “Add” button each time.

Each time you finish an entry, you will receive a similar confirmation message:

© added.




PRIORITY ALERT

Image 27.2 is an example of what will be displayed when there are multiple
rules. The following instructions correspond with image 27.2.

Phone Number: (470)336-3366 *(required fields)

Priority Alert allows you to make your phone ring with a different ring based on your pre-
defined criteria. Use this service if you want to know when a specific person calls such as your
manager or spouse or when you would like to easily tell when a call is from inside your group
or outside your group. The criteria for each Priority Alert entry can be a list of up to 12 phone
numbers or digit patterns and specified time schedule. All criteria for an entry must be true for
the phone to ring with a different tone (phone number and day of week and time of day).

Active Description Time Schedule Calls from
2 X7 My Alert Every Day All Day All External Calls 0 Edit
@ Apply
- v
Image 27.2

1 — Select “Edit” to make changes to an existing rule.

2 — Make a rule active by putting a check in the corresponding or inactive by
clicking to remove a check. New alert rules are set to active by default.

3 — Click “Apply” when finished.




SELECTIVE CALL ACCEPTANCE

Selective Call Acceptance

Selective Call Acceptance allows you to limit the calls you receive based on
your own pre-defined criteria.

Selective acceptance rules can be applied to all incoming calls or up to 12
specified phone numbers or digit patterns (example: 800* for all 800 numbers).
Please note that for the phone to ring with a different tone the call must meet all
specified criteria (phone number, day of week and time of day).

Refer to Image 28.1 for instructions on managing this feature:

Continued on following page.




SELECTIVE CALL ACCEPTANCE

Refer to Image 28.1 for instructions on managing this feature:
1 — Click the Selective Call Acceptance link to open the feature page.

The following screen will open:

( N
Home Features [E911 Call History Download Account Info

Service Number:

To choose a different numbr, Phone Number: (470)336-3366 (required fields)
please select from the drop-
down.

Selective Call Acceptance allows you to receive only calls that meet your pre-defined criteria
Basic Features The criteria for each Selective Acceptance entry can be a list of up to 12 phone numbers or

1 digit patterns and a specified time schedule. All criteria for an entry must be true for you ta
Advanced Features receive the call.

BroadWarks Anywhere

e e Description Time Schedule Calls From
Priority Alert - On No Entries Present
Selective Call
Acceptance - Off Apply
Selective Call Rejection - s ue
OFf Description: [
Sequential Ring - OFf ® Accept call

Simultaneous Ring ' Do not accept call
Personal - Off Selected Time Schedule: [ Every Day All Day v | e
Two-Stage Dialing - On

Calls From:
Voicemail Management ® Any phone number 6
© Following phone numbersy

Logoff @ any private number

[ any unavailable number @
Specific phone numbers: 0

§ (1T
Image 28.1

2 — Enter a name in the text box for the rule you want to configure.

3 — Specify whether you want the rule to accept (deliver) or reject (send to
voicemail) when the criteria is met.

4 — Select a Time Schedule. Residential subscribers are automatically set to
“Every Day, All Day.”

Choose the criteria the feature will use when active. Your choices are:
5 — Any phone number. All incoming calls will be subject to this feature.

6 — Following phone numbers. With this selection you will also need to identify
the intended numbers in the “Specific Phone Numbers” section (see 7 in
image 28.1). Also select if you would like the rule to apply to:

 Any private number (see 8 in image 28.1)
« Any unavailable number (see 9 in image 28.1)

10 — Click “Add” when finished.

Note: You can add multiple entries in this section. Simply repeat the steps
above and make sure to click the “Add” button each time.

Each time you finish an entry, you will receive a similar confirmation message:

© Added.




SELECTIVE CALL ACCEPTANCE

Image 28.2 is an example of what will be displayed when there are multiple
rules. The following instructions correspond with image 28.2.

Home Features E911 Call History Download  Account Info

Service Number:

(470)336-3366

To choose a different number, Phone Number: (470)336-3366
please select from the drop-

(reguired fields)
down.

Selective Call Acceptance allows you to receive only calls that meet your pre-defined criteria.
Basic Features

The criteria for each Selective Acceptance entry can be a list of up to 12 phone numbers or
— = digit patterns and a specified time schedule. All criteria for an entry must be true for you to

Advanced Features receive the call.

BroadWorks Anywhere

Active Description Time Schedule Calls from
Copmbiet Expreiatit 9 (7] Accepted Calls Every Day All Day All calls Edit
Priority Alert - On 7] Do Not Accept Every Day All Day All calls Edit
Selective Call e Apply
A ce - OFf v
Image 28.2

1 — Select “Edit” to make changes to an existing rule.

2 — Make a rule active by putting a check in the corresponding or inactive by
clicking to remove a check. New alert rules are set to active by default.

3 — Click “Apply” when finished.




SELECTIVE CALL REJECTION

Selective Call Rejection

Selective call rejection allows you to reject calls that meet your pre-defined
criteria. Callers meeting these criteria will hear an announcement notifying
them that you cannot be reached. Use this feature to prevent nuisance calls
from people you don’t want to receive calls from.

Selective call rejection rules can be applied to all incoming calls or up to 12
specified phone numbers or digit patterns (example: 800* for all 800 numbers).
You can configure up to 10 rules, so you can specify a total of up to 120 phone
numbers to be automatically rejected. Please note that for the phone to ring
with a different tone the call must meet all specified criteria (phone number, day
of week and time of day).

Continued on the following page.




SELECTIVE CALL REJECTION

Refer to Image 29.1 for instructions on managing this feature:
1 — Click the Selective Call Rejection link to open the feature page.

The following page will load:

Home Features E911 Call History Download Account Info

Service Number:

e s Phone Number: (470)336-3366 (required fields)
please select from the drop-
down.

Priority Alert allows you to make your phone ring with a different ring based on your pre-
defined criteria. Use this service if you want to know when a specific person calls such as your
manager or spouse or when you would like to easily tell when a call is from inside your group
or outside your group. The criteria for each Priority Alert entry can be a list of up to 12 phone
numbers or digit patterns and specified time schedule. All criteria for an entry must be true for
the phone to ring with a different tone (phone number and day of week and time of day).

Basic Features

Advanced Features

BroadWorks Anywhere

Description Time Schedule calls From

CommPilot Express

% No Entries Present
Priority Alert

Selective Call Acceptance —
Selective call na;ecuano
Description: [ | 9

Sequential Ring ® Accept call

© Do not accept call

Simultaneous Ring

Lerens] Selected Time Schedule: | Every Day All Day T | e
Calls From:
Voicemail Management ® Any phone number e
i " U Following phone numbers: @

Logeff [ Any private number

O Any unavailable number 9

Specific phone numbers: e

L @ Add
Image 29.1
2 — Enter a name for the rule in the “Description” text box.

3 — Specify whether you want the rule to reject or not reject the call when all
criteria are met.

4 — Select Time Schedule. Residential subscribers are automatically set to
“Every Day All Day.”

Choose the criteria the feature will use when active. Your choices are:
5 — Any phone number. All incoming calls will be subject to this feature.

6 — Following phone numbers. With this selection you will also need to identify
the intended numbers in the “Specific Phone Numbers” section (see 7 in
image 29.1). Also select if you would like the rule to apply to:

+ Any private number (see 8 in image 29.1)
« Any unavailable number (see 9 in image 29.1)

10 — Click “Add” when you have entered all data.

Note: You can add multiple entries in this section. Simply repeat the steps
above and make sure to click the “Add” button each time.

Each time you finish an entry, you will receive a similar confirmation message:

@ ndded.




SELECTIVE CALL REJECTION

Image 29.2 is an example of what will be displayed when there are multiple
rules. The following instructions correspond with image 29.2.

e , N
Home Features ES11 Call History Download Account Info

Service Number:
(470)336-3366 v
To chooss = different number, Phone Number: (470)336-3366

please select from the drop-
down.

*(required fields)

Selective Call Rejection allows you to reject calls that meet your pre-defined criteria. These

Basic Features callers will be given an announcement that you cannot be reached. Use this feature to prevent

= nuisance calls from people you would rather not talk to. The criteria for each Selective Call
Rejection entry can be a list of up to 12 phone numbers or digit patterns and a specified time
schedule. All criteria for an entry must be true to reject the call.

Advanced Features

BroadWorks Anywhere

CommPilot Express - On Active Description Time Schedule Calls from
Priority Alert - On 9 (7] My Non-Rejected Calls Every Day All Day  5553331212,5554443344 Edit
Selective Call Acceptance 72} My Reject Calls Rule Every Day All Day All calls Edit
0l
3 - Y
Image 29.2

1 — Select this to make changes to an existing rule.

2 — Make a rule active by putting a check in the corresponding or inactive by
clicking to remove a check. New alert rules are set to active by default.

3 — Click “Apply” when finished.




SEQUENTIAL RING

Sequential Ring

Sequential Ring allows you to configure your calls to ring up to five additional
locations sequentially when there is no answer from the primary phone. Use
this feature when it is important for every call to be answered personally by you
or by someone who can take the call when you are unavailable.

Sequential ring rules can be applied to all incoming calls or up to 12 specified
phone numbers or digit patterns (example: 800* for all 800 numbers). Please
note that for the phone to ring with a different tone the call must meet all
specified criteria (phone number, day of week and time of day).

Continued on following page.




SEQUENTIAL RING

Refer to Image 30.1 for instructions on managing this feature:
1 — Click the Sequential Ring link to open the feature page.
The following page will load:

Note: Image 30.1 is only the top half of the page.

-
Home Features E911 Call History Download Account Info

Service Number:

| (470)336-3366 |

Ta choose a d nt numbe Phone Number: (470)336-3366 (required fields)
please select from the drop-
dowin.

Sequential Ring allows you to sequentially ring up to 5 locations in addition to the base location
Basic Features for a specified number of rings. The 5 locations can be either a phone number or a SIP-URL.

The feature applies to calls matching your pre-defined criteria. Use this service to ring calls
from your manager, a family member, or an important customer on your cell phone, alternate
business phene, or home phone. The criteria for each Sequential Ring entry can be a list of up
BrsaPetu s Aybire to 12 phone numbers or digit patterns and a specified time schedule. All criteria for an entry

must be satisfied for the call to enter Sequential Ring (phone number and day of week and time
of day). If the criteria do not match, the call continues as if this service was not turned on.

Advanced Features

CommPilot Express - On
Priority Alert - On
Selective Call Acceptance () Use Base Location first 9

-on SR
Number of rings for Base Location: [5 7|

¥l Continue the search process if the base location is busy. e

Selective Call Rejection -
on

0 Sequential Ring - of¢ @ Enable callerto skip search process. Assumes forwarding o messaging is enabled.
% Location Phone Number Number of rings Answer confirmation required
imultaneous Ring
Personal - Off " e B @
Two-Stage Dialing - On
2 () - 3 v (=]
Voicemail Management —
2 3 i = R =]
Logoff
4 0 3 7] o
5 0 @ (ENL a 8 g

Description Time Schedule Calls From

No Entries Present

L @ Apply J
Image 30.1

2 — Check “Use Base Location First” to ring your phone number’s primary
location before being forwarded to other numbers.

3 — Set the number of times (between 2 and 20) you want the base (primary)
location to ring before the call is forwarded.

4 — Check “Continue the search process if the base location is busy” to specify
how calls should be handled when the primary phone is in use.

5 — Check “Enable caller to skip search process” to allow callers to bypass
sequential ring and go directly to voicemail. In order for this feature to
work, voicemail needs to have been previously configured.

6 — Specify up to five phone numbers to be called in the sequential ring pattern.
Complete the following for each number:
7 — Select the number of rings (between 2 and 20) at each number.

8 — Check "Answer confirmation required" to require an answer
confirmation for each sequential recipient. Answer confirmation is used
to differentiate between calls made directly to the recipient’s phone
from calls forwarded using sequential ring.

9 — Click “Apply” when finished with the first half to save your settings.

Continued on following page.




SEQUENTIAL RING

While the top of the “Sequential Ring” page is used to enter and set the options
for the numbers that will be used in the dialing sequence, the lower half (see
image 30.2) stipulates the rules for triggering the feature and is required to
make sequential ring active.

The following instructions correspond with image 30.2.

( b
Description Time Schedule Calls From
No Entries Present
Apply
“Description: [ | 0
9 ® yse sequential ring
2 Do not us_eﬁg\_j_ential ring
Selected Time Schedule: Every Day All Da\i‘ 9
Calls From:
® Any phone number e
~ Following phone numbers:
) Any private number
U Any unavailable number
Specific phone numbers:@
Q =
- A
Image 30.2

1 — Enter a name for the sequential ring rule in the “Description” text box.
2 — Specify whether you want the rule to use or not use sequential ring.

3 — Select Time Schedule. Residential subscribers are automatically set to
“Every Day, All Day.”

Choose the criteria the feature will use when active. Your choices are:
4 — Any phone number. All incoming calls will be subject to this feature.

5 — Following phone numbers. With this selection you will also need to identify
the intended numbers in the “Specific Phone Numbers” section (see 6 in
image 29.1). Also select if you would like the rule to apply to:

« Any private number (see 7 in image 29.1)
« Any unavailable number (see 8 in image 29.1)

9 — Click “Add” to save rule settings.

Note: You can add multiple entries in this section. Simply repeat the steps
above and make sure to click the “Add” button each time.

Each time you finish an entry, you will receive a similar confirmation message:

@ The record has been added.



SEQUENTIAL RING

Image 30.3 is an example of what will be displayed when there are multiple
rules. The following instructions correspond with image 30.3.

Active Description Time Schedule Calls from
4] Don't Forward Spammers Every Day All Day All calls Edit
T3] Priority Calls Every Day All Day 2345678910,5252525252  Edit
© | ~pply
A

Image 30.3

1 — Select "Edit" to make changes to an existing rule

2 — Make a rule active by putting a check in the corresponding or inactive by
clicking to remove a check. New alert rules are set to active by default.

3 — Click “Apply” when finished.




SIMULTANEOUS RING PERSONAL

Simultaneous Ring Personal

Simultaneous Ring Personal allows you to list up to 10 phone numbers you
would like to have ring simultaneously, in addition to your primary phone, when
you receive a call. This feature is helpful when you are not at your desk phone,
but have your cell phone with you.

Simultaneous ring rules can be applied to all incoming calls or up to 12
specified phone numbers or digit patterns (example: 800* for all 800 numbers).
Please note that for the phone to ring with a different tone the call must meet all
specified criteria (phone number, day of week and time of day).

Continued on following page.




SIMULTANEOUS RING PERSONAL

Refer to Image 31.1 for instructions on managing this feature:
1 — Click the Simultaneous Ring Personal link to open the feature page.

The following page will load:

Home  Features

Service Number:
(470)336-3366 v

To choose = different number,

please select from the drop-
down.

Basic Features
Advanced Features

BroadWorks Anywhere
CommPilot Express - On
Priority Alert - On

Selective Call Acceptance
-on

Selective Call Rejection -
on

Sequential Ring - On

E911

call History Downlead  Account Info

Phone Number: (470)336-3366 (required fields)

Simultaneous Ring Personal allows you to list up to 10 phone numbers or SIP-URI addresses
you would like to ring in addition to your primary phone when you receive a call. This feature is
helpful when you are not at your phone but you would like your cell phone to ring when you get
a call. You can also turn off simultanecus ring when you are at your desk on a call. The criteria
for each Simultaneous Ring entry can be a list of up to 12 phone numbers or digit patterns, a
specified time schedule, and a specified holiday schedule. All criteria for an entry must be
satisfied for the call to enter Simultaneous Ring (phone number and day of week and time of
day). If the criteria do not match, the call continues as if this service was not turned on.
Warning: if your cell phone or other phone has voice mail that picks up before your office voice
messaging picks up, your veice mails could be on your cell phone messaging system!

Simultaneous Ring Personal: & on ® off

@ Do not ring my Simultaneous Ring Numbers if I'm already on a call

Phone Number

4

Answer confirmation required | 5

Simultaneous Ring

Personal - Off 0 ]
Two-Stage Dialing - On ]
Voicemail Management L
Logoff @
]
(]
(=]
(=]
(]
(=]

Active Description Ring Simultaneously Calls From

Mo Entries Present
Q-
- A

Image 31.1

2 — Turn Simultaneous Ring Personal on or off using the appropriate radio
button.

3 — Check “Do not ring my Simultaneous Ring Numbers if I'm already on a call”
checkbox to indicate how calls are handled when you are already on a
call.

4 — Enter up to ten numbers to ring simultaneously.

Warning: Whichever line has the fewest number of rings before a call goes to
voicemail will be where the voicemail is delivered.

5 — Indicate whether or not answer confirmation required should be active
for each sequential recipient. Answer confirmation is used to differentiate
between calls sent directly to the recipient’s phone from calls forwarded
using sequential ring.

6 — Click “Apply” to save your settings for the first half of Simultaneous Ring
Personal.

Continued on following page.




SIMULTANEOUS RING PERSONAL

While the top of the “Simultaneous Ring Personal” page is used to enter and
set the options for the each number that will be used in the dialing sequence,
the lower half (see image 31.2) stipulates the rules for triggering the feature
and is required to make sequential ring active.

The following instructions correspond with image 31.2.

P
Description: [ | o

9 '® Use simultaneous ring personal

© De not use simultaneous ring personal
Selected Time Schedule: | Every Day All Day ¥ ] 9

Calls From:
'® aAny phone numbera
~ Following phone numbers: e
O Any private number
) Any unavailable number @

Specific phone numbers: @

@[]

Image 31.2

1 — Enter a name for the sequential ring rule in the “Description” text box.
2 — Specify whether you want the rule to use or not use sequential ring.

3 — Select Time Schedule. Residential subscribers are automatically set to
“Every Day, All Day.”

Choose the criteria the feature will use when active. Your choices are:
4 — Any phone number. All incoming calls will be subject to this feature.

5 — Following phone numbers. With this selection you will also need to identify
the intended numbers in the “Specific Phone Numbers” section (see 6 in
image 29.1). Also select if you would like the rule to apply to:

« Any private number (see 7 in image 29.1)
« Any unavailable number (see 8 in image 29.1)

9 — Click “Add” to save rule settings.

Note: You can add multiple entries in this section. Simply repeat the steps
above and make sure to click the “Add” button each time.

Each time you finish an entry, you will receive a similar confirmation message:

© Added.




TWO-STAGE DIALING

Two-Stage Dialing

Two-stage dialing allows you to make calls from a second device while showing
you are calling from your primary number. This feature will only work if you
check “Allow activation with any user address” (see 3 in image 32.1). When
placing a call you must use this phone and first dial your primary number. You
will then enter the number you wish to call.

Note: There are no prompts after calling your primary number that inform you to
dial the phone number you are trying to reach. Again, your primary number (not
the phone number of the device you are calling from) is what will be displayed
for the recipient.

Refer to Image 32.1 for instructions on managing this feature:
1 — Click the Two-Stage Dialing link to open the feature page.

The following page will load:

r N

Home Features [E911 Call History Download Account Info

Service Number:

470)336-3366 v

To choose 3 different number, Phone Number: (470)336-3366 (required fields)
please select from the drop-

down.

Two-Stage Dialing allows you to integrate your cell phone or PSTN landline with your services

Basic Features by prompting for additional dialed digits for call origination attempts if the "Allow activation

- » with any user address' check box is checked and the original dialed digits matches your phone
Advanced Features number(s), extension(s) or aliases. The collected digits replace the original dialed digits and

] = are used to complete the call. By associating your cell phone or PSTN landline with your

BroadWorks Anywhere primary device or alternate location, you can originate calls from your cell phone or PSTN

landline to your service phone number and get prompted for additional digits allowing you to

CommpPilot Express - On leverage enterprise dialing and other BroadWorks services. In addition, you can use the search

Priority Alert - On button to search for more phone numbers that can be used for Two-Stage Dialing.

Selective Call Acceptance

-0on Twe-Stage Dialing: ® on O off

Selective Call Rejection - 9@ Allow activation with any user address

Oon

o Your cell phone or PSTN landline: (5551235544 (10-digit) e

Sequential Ring - On

Simultaneous Ring

Personal - Off

s 6 Apply

Two-Stage Dialing - o

on
\ = y

Image 32.1

2 — Enable or disable feature by selecting the “On” or “Off’ radio button.
3 — Check “Allow activation with any user address” to enable feature.

4 — Enter the 10-digit phone number where you will be calling from.

5 — Click “Apply” to save when finished.

The following confirmation message will be displayed:

© Two-Stage Dialing has been successfully updated.




VOICEMAIL MANAGEMENT

Voicemail Management
The final section in Feature Management is Voicemail Management.
To expand the contents of this section, click the “Voicemail Management” menu

link (see 1 in image 33.1). Once expanded, select each subsection to manage
the corresponding feature.

e Y
Service Number:

(470)336-3366 v

To choose a different number,
please select from the drop-
down.

Basic Features

Advanced Features

Voicemail Management a

Aliases
Greetings

Voicemaill Management -
On

Voicemail Password
Voice Portal

Voice Messages

Logoff

- v

Image 33.1

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




ALIASES

Aliases

Messaging Aliases allows you to specify additional phone numbers that will be
treated like your primary number when you call in to check messages.

This saves time when retrieving voicemail messages from remote telephones
because the system views the alias phone number as the actual mailbox
owner.

Refer to Image 34.1 for instructions on managing this feature:
1 — Click the Aliases link to open the feature page.

The following page will load:

-

Home Features E911 Call History Download Account Info

Service Number:

(470)336-3366 v
Ta choose a different number, Phone Number: (470)336-3366 (required fields)
please select from the drop-
down,
Messaging Aliases allows you to enter numbers, which when called from, make your voice
Basic Features messaging box act as if you called from your office phone.
Advanced Features 3
9 *Phone Number: || | . m
‘Voicemail Management
3 Delete Phone Number
Aliases 0 (] 2344322345
;i O 2345678444
Greetings =
= 4445553333

oicemail Management -
on

Voicemail Password
Apply
Voice Portal

e Mecsaes @ Aliases has been successfully updated. 9

\Logoff

Image 34.1

To add a number:

2 — Entering the 10-digit alias telephone you'd like to add as an alias

3 — Click “Add.”
4 — View the confirmation message each time after adding an entry

Repeat those steps until all phone numbers have been added.

To delete a number:

5 — Select the corresponding number’s checkbox in the “Delete” column.

6 — Click “Apply.”




GREETINGS

Greetings

The greetings section allows you to set and change parameters that affect

your voicemail greetings. Refer to Image 35.1 for instructions on managing this
feature:

1 — Click the Greetings link to open the feature page.

The following page will load:

Home Features ES11 Call History Download Account Info

Service Number:
(470)336 3366 v |
To chaose a different number, Phone Number: (470)336-3366
please select from the drop-
down.

(required fields)

Greetings allows you to set the number of rings before reaching your voice messaging box.
Basic Features

Advanced Features Busy Greeting: 9
® -

Voicemail Management * System greeting

) Personal greeting

o Load personal greeting: Choose File | No file chosen

No Answer Greeting:

Aliases
Greetings

Voicemail Management - ® System greeting
on
O Unavailable greeting
Woicemail Password . " e
Load unavailable greeting: Choose File | No file chosen

\oice Portal .
Alternate No Answer Greetings:

Vioice Messages
Greeting Name Greeting File Load Alternate Greeting

e @ Audio: @Noﬂ\e chosen
e @ [ ] Audio: Mo file chosen
@ [ Audio: Mo file chosen
Number of rings before greeting: e
o
- v
Image 35.1

There are three greeting types that can be configured:

* Busy Greeting (see 2 in image 35.1) is played when you are on the
other line and choose not to answer the second incoming call. Choose

the appropriate radio button to select either the system greeting or a
personal greeting.

* No Answer Greeting (see 3 in image 35.1) is played when you receive
a call, but do not answer it. Choose the appropriate radio button to
select either the system greeting or an unavailable greeting.

« Alternate No Answer Greetings (see 4 in image 35.1) allows you
to create customized no answer greetings for special purposes (i.e.
weekends, vacation, lunch). Name your alternate no answer greetings
appropriately to easily remember their purpose (see 5 in image 35.1).

For all of these options, click the “Choose File” button (see 6 in image 35.1) to
upload customized greetings from your computer.

Note: At one times there can only be one active greeting for no answer
greetings (either “No Answer” or “Alternate No Answer Greetings”).

Finally, use the dropdown list (see 7 in image 35.1) to select the number of
times you want calls to ring before a greeting is played for the caller and click
“Apply” (see 8 in image 35.1) to save your settings.




VOICE MANAGEMENT

Voice Management

Voice Management allows you to specify how voice messages will be handled

and provides with you options to retrieve voice messages using your phone or
your email.

Refer to Image 36.1 for instructions on managing this feature:

1 — Click the Voice Management link to open the feature page.

The following page will load:

-

Home Features E911 Call History Download Account Info
Service Number:
(470)336-3366 b

To choose a different number, Phone Number: (470)336-3366
please select from the drop-
down.

(required fields)

Voice Management allows you to specify how to handle your voice messages. Use Unified
messaging if you want to use your phone to retrieve voice messages. You can also just choose
to send the message to your e-mail and not use the phone for voice messaging.

Basic Features

Advanced Features

Voicemail Voice
Aliases . on Oﬁ-g

) Send All Calls to Voice Mail 9
Greetings

¥ send Busy calls to Voice Mail
Voicemail 0 @ Send Unanswered Calls to Voice Mail 9

Management - On

-

Image 36.1

The voice messaging section (see image above) allows you to control if and
when calls are delivered to voicemail.

2 — Enable or disable voicemail by selecting the “On” or “Off” radio button.

Specify which calls you want to be sent to voicemail by selecting one or more
of the following:

3 — Send all calls directly to voice mail.

4 — Send incoming calls directly to voice mail when your line is in use.

5 — Send all unanswered calls to voicemail.

Continued on the following page.




VOICE MANAGEMENT

The bottom section (see image 36.2) allows you to control the delivery of your
voice messages.

q When a Voice Message Arrives...: )
Voicemail Password
Voice Partal 0"' Use unified messaging
Voice Messages [#| Use Phone Message Waiting Indicaturg
9' Forward it to this e-mail address: | |
Logoff
Additionally...:
e ¥ Notify me by e-mail of the new voice message at this address: [myemail@email.com |
6 [#/ E-mail a carbon copy of the voice message to: |mvspouceemail@email.c0m |
@ ¥ Transfer on "0’ to Phone Number: |555123456? |
@ [+
- A
Image 36.2

Choose one of the two options (1 or 2 in image 36.2) for accessing email using
the corresponding radio buttons:

(You can only have one of these two options active at a time)
1 — Select to enable your phone to access your messages.

2 — Check this if you selected “Use unified messaging” previously and
would like to enable your phone’s message waiting indicator

3 — Select this option to send emails to an email address and enter the email
address in the text box provided.

The following are delivery options that can be selected in addition to your
previous selection:

4 — Send an email notification when a new voice message is received. Enter
the email address in the text box provided.

5 — Send a copy of the voicemail sent to an email as a WAV file attachment.
Enter the email address in the text box provided.

6 — Enable callers to be forwarded to a number specified by you when they
select “0” on their keypad. Enter the phone number where calls should
be forwarded in the text box provided. Be aware: Incoming callers are not
prompted to press “0” so they will have to know that this option is available
in advance.

7 — Click “Apply” when finished.

Once your changes have been made, you will receive a similar confirmation:

© voice Management has been updated successfully.




VOICEMAIL PASSWORD

Voicemail Password

Voicemail Password allows you update the password used to access your
voicemails.

Refer to Image 37.1 for instructions on managing this feature:

1 — Click the Voicemail Password link to open the feature page.

The following page will load:

-

Home Features E911 Call History Download Account Info

Service Number:
(470)336-3366 v
To choose a different number,

Phone Number: (470)336-3366 *(required fields)
plezse select from the drop-
down.

Reset your 4-digits voicemail password.
Basic Features

Advanced Features 9 *Type new password:

vﬂ_i(emai'l MannoemenE e “Confirm new password: [ |

Alizses

- O~
Voicemail Management -

On
Voicemail Password o

Image 37.1

2 — Type in your new 4-digit password in the text box provided.

3 — Confirm your new 4-digit password by retyping it in the second text box.

4 — Click “Apply” when finished to save your settings.

Once your changes have been made, you will receive the following
confirmation:

@ voicemail Password has been updated successfully.




VOICE PORTAL

Voice Portal

Voice Portal allows you to upload a recording (as a .WAV file) of your name that

will play in your voicemail greeting.

Refer to Image 38.1 for instructions on managing this feature:

1 — Click the Voice Portal link to open the feature page.

The following page will load:

-

Service Number:

(470)336-3366

please select from the
down.

Basic Features

Aliases
Greetings

Voicemail Managem
Qn

‘Voicemail Password

Voice Portal

-

Home Features

v

To choose a different number,

drop-

Advanced Features

Voicemail Management

ES11 cCall History Download Account Info

Phone Number: (470)336-3366 {required fields)

Woice Portal allows you to set a Personalized Name (upload a WAV file to use as your name for
Auto Attendant and Voice Messaging) and set voice portal auto-login option.

9 Use Personalized Name for Auto Attendant and Voice Messaging

Load name: | Choose File | No file chosen

9 L Auto-login to Voice Portal when calling from my phone

ent -

Q]

Note: before enabling the personalized name feature from this portal you will

Image 38.1

A

need to have a .WAV file recording of the name you want to use.

2 — Check this box to enable the feature.

3 — Click the “Choose File” button and find desired .WAV file on your computer.

Once the file has been selected, the file name will appear next to the
“Choose File” button.

4 - Check this button if you want to automatically log in to your voicemail
whenever you dial your phone number from your own phone.

5 — Click “Apply” when finished to save your settings.

Once your changes have been made, you will receive the following

confirmation:

@ voice Portal has been successfully updated.




VOICE MESSAGES

Voice Messages

Voice Messages allows you to retrieve and manage your voicemail messages
from within the voice portal.

Refer to Image 39.1 for instructions on managing this feature:
1 — Click the Voice Messages link to open the feature page.

The following page will load:

e ™
Home Features E911 Call History Download Account Info

Service Number:

(470)336-3366 ]
Ta choose a different number, Phone Number: (470)336-3366 (required fields)

please select from the drop-
down.

Click on the audio icon to listen to your messages.

Advanced Features Play | From , Received | save | Forward Delete
Voicemail Management 4 Q 859.207.5565 4/22/2016 12:03 PM Le ad 9 X 6
Aliases

Grestings

Voicemail Management -
on

Voicemail Password

Voice Portal

Voice Messages o
(.

Image 39.1

2 — Click to play a voicemail.

3 — Click to save voicemail as a WAV file to your computer.

4 — Click to delete a voicemail.




E911

E911 is the third tab on the navigation bar. This tool allows you to update your

E911 address information when necessary.

It is very important that you are aware of your responsibility to update your
E911 information to your current physical location and address.

Click the E911 link (see 1 in image 40.1) on the navigation bar at the top of the

page.

The following page will load:

p
Home Features

Service Number:
(470)336-3366

To choose a different number,
please select from the drop-
down.

Account Information:
" Customer No.:

323278

Name:

My Demo
Street:

222 Chastain Meadows CT
City:

KENMNESAW

State:

GA

Zip:

30144

Updated:

5/17/2016 4:20:53 PM

v

E911 Call History Download Account Info

=

Phone Number: (470)336-3366 (required fields)

Your Digital Voice requires you to provide the physical address where you will be using our
service for 911 purposes. When you initially provide your physical address, it can take up to
120 minutes to verify your address and activate 911 service at this address.

If you move this device to another location, you must update your address. You may register
only one location at time. If you do not update your location, your 911 calls may be sent to an
emergency center near your old address. When you update your location, it can take several
hours to activate 911 service at the updated address.

[ I I
| i Status | Address JTN i City ' ST : Zip ; Last updated date

9" Active 2000 BAKER CTNW 4703363366 KENNESAW  GA 30144  4/22/2016 1:20:39 PM

*Note: 911 Dialing service will not function in the event of a broadband or power outage or if
the broadband, Internet Service Provider (ISP), or Digital voice phone service is terminated.

*911 Service was acknowledged at time of initial activation of your account. If your 911
infoermation is incorrect above you will need to change the 911 information on your account.
You can do so by clicking "Add New Record” or "Pencil” icon above and make the appropriate
changes. If you need assistance regarding your account please contact Customer Support.

Image 40.1

After you have read and understood the information on this page, click the
pencil edit icon (see 2 in image 40.1) to update your physical address.

Continued on following page.




Clicking edit on the E911 page will load the following page (Image 40.2):

Phone Number: (470)336-3366 (required fields)

Your Digital Voice requires you to provide the physical address where you will be using our
service for 911 purposes. When you initially provide your physical address, it can take up to
120 minutes to verify your address and activate 911 service at this address.

If you move this device to another location, you must update your address. You may register
only one location at time. If you do not update your location, your 911 calls may be sent to an
emergency center near your old address. When you update your location, it can take several
hours to activate 911 service at the updated address

‘ | Status | Address ‘ ™ ‘ City ‘ ST | Zip ‘ Last updated date |

CEN

Title: First name: Last name: Name suffix:
v |creg [a]} [Demo | [ v
Street # Street suffix: Direction prefix:
k000 ] [ ] [ 7]
Street name: Street type: Direction suffix:
BAKER ] [ courT ] [North west v
Unit type / No.: Elevation type / No.: Structure type / No.:
v v] \ ]
Zip/Postal code: City: County: State/Province:
30144 | [KENNESAW 7] |coes v lea
Set To Active: ® yes U No

E911 disclaimer:

The documentation that accompanies each Device that END USER purchase should include a sticker
concerning the potential non-availability of traditional 911 or E911 Service (the "911 Sticker"). It is your
responsibility, in accordance with the instructions that accompany each Device, to place the 911 Sticker on
each Device that END USER use with the Service. If END USER did not receive a 911 Sticker with your Device,
or END USER require additional 911 Stickers, please contact our customer care department.

*Note: 911 Dialing service will not function in the event of a broadband or power outage or if
the broadband, Internet Service Provider (ISP), or Digital voice phene service is terminated.

*911 Service was acknowledged at time of initial activation of your account. If your 911
information is incorrect above you will need to change the 911 information on your account.
You can do so by clicking "Add New Record” or "Pencil” icon above and make the appropriate
\:hangas‘ If you need assistance regarding your account please contact Customer Support.

Image 40.2

Update the fields with your new address and click “Validate” (see 1 in image
40.2) to validate against known addresses.

You will receive a message asking you to confirm your E911 address.

Please confirm your address below. If none of the below address(es) match with your address, please
contact support@momentumtelecom.com

Street 1 Street 2 City State Zip

a\,' 2000 BAKER CT NW KENNESAW GA 30144

Image 40.3

Multiple rows may be displayed. Select the radio button to the left of the correct
address (see 1 in image 40.3) and click “Update” to save your changes.

{ © Successfully updated.

Status Address TN City ST | Zip Last updated date

'4 Pending 2000 BAKER CTNW 4703363366 KENNESAW GA 30144 4/22/2016 1:16:12 PM

Image 40.4

Note: E911 normally takes approximately 15 minutes to complete. When
complete, the status will change from “Pending” (like in image 40.4) to “Active.”




CALL HISTORY

Call History

To view your call history, refer to Image 41.1 and the following corresponding
instructions:

1 — Click on the tab in the navigation bar labeled “Call History.”

The following page will load:

N
Home Features E911 Call History . Download Account Info
S o
Service Number:
 (470)336-3366 7|
To choose a different number, Phone Number: (470)336-3366 *{required fields)
please select from the drap-
dowin.
Account Information: Select CORs Criteria | Details |
Customer No.: . .
323278 Filter by calling type: | please select calling type |
Name: e'CDR requested date: 3/73/2016 4222016
My Demo = 6
St \Destmatmn # v H |
222 Chastain Meadows CT ®| Submit ‘
City:
KENNESAW Please Note: All COR's are recorded in GMT
Eastern Time: -4Hrs
Hlates Central Time:  -SHrs
BA Mountain Time: -GHrs
Zip: Pacific Time: -7Hrs
30144
Updated:
\_ 5/17/2016 4:20:53 PM y
Image 41.1

This page allows you to query both your inbound and outbound calls based on
the criteria you choose.

2 — Select or see which number’s call history you would like to view.
3 — Select the call type you want to see from the dropdown list.
4 — Choose the date range for the calls you want to see.

5 — If you are looking for calls to or from a specific number, select either
“Destination #” (to display calls made from your phone) or “Origination #”
(to display calls made to your phone) and enter the specific number you
want displayed.

6 — Click “Submit” when finished entering your search criteria.

The call history data will then be displayed in an image similar to image 41.2

(- N
hone Number: (470)336-3366 (required fields)

Select CDRs Criteria Details
[ can Type call From # | Call From Location | Call To # GallTolocationy| Start Time < iEnddime | Minutes
Inbound Interstate 8592075565  LEXINGTON, KY 4703363366  Atlanta Ne, GA 4/22/2016 4:03:30 PM 4/22/2016 4:03:35 PM 01
Inbound Local 6783099468  ATLANTA, GA 4703363366 4/22/2016 2:10:52 PM 4/22/2016 2:11:18 PM 05
Local 4703363366  Atlanta Ne, GA 6782312606 ATLANTA NE, GA  4/22/2016 2:07:58 PM 4/22/2016 2:08:15 PM 03
Inbound Local 6783999468 ATLANTA, GA 4703363366 4/22/2016 2:07:42 PM 4/22/2016 2:08:15 PM 06 |
Inbound Local 6783999468 ATLANTA, GA 4703363366 4/22/2016 2:06:42 PM 4/22/2016 2:06:59 PM 03
Inbound Local 6783999468 ATLANTA, GA 4703363366 4/22/2016 1:57:51 PM 4/22/2016 1:58:16 PM 0.5
Inbound Local 6783999468 ATLANTA, GA 4703363366 4/22/2016 1:53:29 PM 4/22/2016 1:53:57 PM 0.5
Inbound Local 6789868960 ADAIRSVL, GA 4703363366 4/21/2016 40136 M 4/21/2016 4:01:45 PM 0.2
Inbound Local 6783999468  ATLANTA, GA 4703363366 4/21/2016 3:59:19 PM  4/21/2016 3:53:27 PM 0.2
Local 4703363366 Atlanta Ne, GA 6789868960  ADAIRSVL, GA 4/21/2016 3:59:19 PM  4/21/2016 3:53:27 PM 0.2
Inbound Local 6783999531  ATLANTA, GA 4703363366 4/21/2016 2:48:13 PM 4/21/2016 2:48:14 PM 01
Local 4703363366  Atlanta Ne, GA 6789868960 ADAIRSVL, GA 4/21/2016 2:48:13 PM 4/21/2016 2:48:14 PM 0.1
Inbound Local 6783099468  ATLANTA, GA 4703363366 4/21/2016 12:26:13 PM 4/21/2016 12:26:31 PM 03
Local 4703363366 Atlanta Ne, GA 6789868960 ADAIRSVL, GA 4/21/2016 12:26:13 PM  4/21/2016 12:26:31 PM 03
Inbound Local 6783099468  ATLANTA, GA 4703363366 4/21/2016 12:24:56 PM  4/21/2016 12:25:06 PM 0.2

K <Prefl]2Next » M Ppagesiei[15 -] 20items in 2 pages

Exportto CSV_ |

Y
Image 41.2




DOWNLOAD

Download

All users are provided with several user documents. The download tab is where
you can access these documents in addition to other important resources such
as the feature guide, terms of service and any other documents.

To access these documents, refer to Image 42.1 and the following
corresponding instructions:

1 — Click the “Download” tab on the navigation bar at the top of the page. The
following page will load:

e N
Home Features [E911 Call History Download  Account Info

Account Information:

Customer No.:

323278

Name:

My Demo To download the belfow file to your computer, right click on the file type and "Save Target As..."
Street:

222 Chastain Meadows CT . )

T
City: File Name | File Type File Size
KENNESAW =
911 Waver.pdf ] 80.27 KB

State: — 9

GA Resiclential Feature Guide Template.pdf b 80.27 KB

Zip: -

30144

Updated:

\_5/17/2016 4:20:53 PM Yy
Image 42.1

2 — Click the icon in the “File Type” in the corresponding column to download
any documents that appear in this section.

Account Info

To update personal information, service address, billing address, or password,
hover over the “Account Info” tab (see 1 in image 43.1) on the navigation bar
and select either:

« “Update Account” (see 2 in image 43.1). This will give you access to
update your personal information, service address and billing address.

+ “Change Password” (see 3 in image 43.1). This will give you access to
change your password.

Home Features E911 Call History Download Account Info)

Account Information: Update Account 9
Customer No.: b ] e
323278 2 - SR

Logon username: 4703363366@ 1. e reeeraes )

Image 43.1




PERSONAL INFO

Personal Info

To access this page, hover over the Account Info tab in the top navigation bar
and in the dropdown menu select “Update Account.” Refer to the Account Info
section for more detailed instructions.

Refer to Image 44.1 for instructions on updating personal information:
1 — Click the Personal Info tab.

The following page will load:

s N

Home Features E911 Call Histery Download Account Info

Account Information:

Customer No.:

323278

Logon username: 4703363366@mymtm.us *(required fields)

Name:

My Demo

Street: = =

222 Chastain Meadows CT Personal Info Service Address Billing Address |

- @

KENMESAW Customer name: My Demo

State: EENC 1234 9

GA Contact Phane: (555) 111-4545 9

L E-mail Address: yemail@email

e myemail@email.com 6

e O [ | i | @

5/17/2016 4:20:53 PM

- y
Image 44.1

2 — Displays the un-editable Customer Name
Change the other fields as needed by replacing the content in the text boxes:

3 — CPNI (Customer Proprietary Network Information is the passcode used to
protect the privacy of your account details)

4 — Contact Phone

5 — E-mail Address

When finished:

6 — Click “Update” to save
OR

7 — Click “Cancel” to restore to your original settings.




SERVICE ADDRESS

Service Address

To access this page, hover over the Account Info tab in the top navigation bar
and in the dropdown menu select “Update Account.” Refer to the Account Info
section for more detailed instructions.

Refer to Image 45.1 for instructions on updating your service address:
1 — Click the Service Address tab to open the correct page.

The following page will load:

( N

% me Features E911 Call History Download Account Info
Account Information:
Customer No.:
323278
Logon username: 4703363366@mymtm.us (required fields)
Name:
My Demo
Street: 2
223 Chastain Meadows CT Personal Info Service Address | Billing Address |
EIEtI\TNESAW Customer name: First name: Last name:
My Dema | [y | [pemo
State: =
tik Street #: Street suffix: Direction prefix:
Zip: R22 | [ | [ v
T Street name: Street type: Direction suffix:
Updated: [chastain Meadows | | courT | [ v
S/17/2016 4:20:53 PM Unit type / No.: Elevation type / No.: Structure type / Mo.:
\ 1] | Iy 1]
Zip/Postal code: City: County: State/Province:
o144 | [KENNESAW 7] [coes ] A
@ v || v @
- v
Image 45.1

Make the necessary changes and when finished:
2 — Click “Update” to save your changes

OR

3 — Click “Cancel” to restore your original settings.




BILLING ADDRESS

Billing Address

To access this page, hover over the Account Info tab in the top navigation bar
and in the dropdown menu select “Update Account.” Refer to the Account Info
section for more detailed instructions.

Refer to Image 46.1 for instructions on managing this feature:
1 — Click the Billing Address tab to open the correct page.

The following page will load:

-
Home Features E911 Call History Download Account Info
Account Information:
Eustumer No.: N
323278
Logon username: 4703363366@mymtm.us (required fields)
Name:
My Demo
Street: =
222 Chastain Meadows CT Personal Info | Service Address. | Billing Addrass
ity Customer name: First name: Last name:
KEMNMNESAW
‘Mv Demao | |My ‘ |Dema
State:
ca Street 1: Street 2:
o 222 Chastain Meadows J [ |
30'1'44 Zip/Postal code: City: State/Province:
et 30144 | [KENNESAW ] lea
5/17/2016 4:20:53 PM
O v [ | @
- A
Image 46.1

Make the necessary changes and when finished:
2 — Click “Update” to save your changes

OR

3 — Click “Cancel” to restore your original settings.




CHANGE PASSWORD

Change Password

Refer to Image 47.1 for instructions on managing this feature:

1 — Hover over the Account Info tab in the top navigation bar and in the
dropdown menu click “Change Password.”

The following page will load:

-

Home Features [E911 Call History Downlcad Account Info

Service Number:
(470)336-3366 v
To choose a different number, Logon username: 4703363366@mymim.us

please select from the drop-
down.

*(required fields)

Password should not consist of any significant portion of you name, family names, account
Account Information: number, telephone number, street address, zip code, social security number, date of birth,

ETETTE other biographical or account information, or easily guessed words or strings of digits.

323278 » The password length must be at least 6 characters.

Name: » The password must contain at least 1 number, at least 1 lower case letter, and at least 1
My Demo upper case letter.

Street:

222 Chastain Meadows CT

City: # Current password: 9
KENNESAA *New password: e
State: ) .

GA Verify password: 9
zip: suemit | @)

30144

Updated:
5/17/2016 4:20:53 PM
.

Image 47.1

2 — Enter the current password (the one you used to log into the portal).
3 — Enter a new password in the “New password” text box.

4 — Reenter the new password in the “Verify password” text box.

5 — Click “Submit” when finished to save your change.




PHONE FEATURES

Phone Features

Various features are able to be accessed, modified and enabled through
telephone shortcuts. Each of those features will be covered in the following
sections.

Feature Access Codes

While the following sections will go into greater detail about how to use each
feature from a phone, the table below serves as compilation of all of the various
feature access codes.

If you have any questions regarding a particular feature or corresponding code,
refer to the feature's section after this table.

FEATURE ON OFF
Anonymous Call Rejection 77 *87
Call Forwarding - Always *72 *73
Call Forwarding - Busy *90 *91
Call Forwarding - No Answer *92 *93
Call Forwarding - Not Reachable *94 *95
Call Return *69
Call Waiting (per call *70) *56 *57
Call Waiting - Disable for One Call *70
Caller ID Block - Outbound *68 *81
Caller ID - Block Outbound (per call) *67
Clear Voice Message Indicator *99
Do Not Disturb *78 *79
Flash Call Hold *22
Last Number Redial *66
Speed Dial 8 *74
Speed Dial 100 *75
Voicemail *98 or *62




PHONE FEATURES

Anonymous Call Rejection

Reject incoming calls that have blocked their directory or identification
information. Anonymous callers will hear an intercept message when
they call.

1. Dial *77 to enable.
Dial *87 to disable.

2. Listen for a confirmation message.

Call Forwarding
Forward incoming calls to another number.

1. Dial *72 to enable call forwarding always.
Dial *73 to disable call forwarding always.

Dial *90 to enable call forwarding - busy.
Dial *91 to disable call forwarding - busy.

Dial *92 to enable call forwarding - no answer.
Dial *93 to disable call forwarding - no answer.

Dial *94 to enable call forward not reachable.
Dial *95 to disable call forward not reachable.

2. Enter the 10-digit phone number for the call forwarding destination
and press #.

3. Listen for a confirmation message.

Call Return

Quickly dial the number of the last incoming call.

1. Dial *69.

2. Your phone will dial the number that was your last incoming call.




PHONE FEATURES

Call Waiting

Switch to new incoming calls while already on another call.

To enable or disable the feature:

1. Dial *56 to enable.
Dial *57 to disable.

2. Listen for a confirmation message.
To Answer:
1. Sound will alert when there is another call.

2. Press flash to put the existing caller on hold and accept the other
call.

To Disable for a Single Call:
1. Dial *70

2. Enter the desired 10-digit phone number you're wanting to call.

Caller ID

Identify callers before answering the call. Block Caller ID information
from being delivered with Outbound Caller ID Block.

1. Dial *68 to permanently enable outbound caller ID block.
Dial *81 to permanently disable outbound caller ID block.

2. Dial *67 and the 10-digit phone number to enable outbound caller
ID block for one call.

Dial *82 and the 10-digit phone number to disable outbound caller
ID block for one call.

3. Listen for a confirmation message.

Clear Voice Message Indicator
Clear the indicator on your phone that shows voice messages.

1. Dial *99.

2. Listen to the confirmation message.

Do Not Disturb

Halt calls, pages or intercom messages. Callers will receive a busy
message and be sent to voicemail or receive a busy signal.

1. Dial *78 to enable.
Dial *79 to disable.

2. Listen for a confirmation message.



PHONE FEATURES

Flash Call Hold

Place a call on hold.

To place a call on hold:
1. Dial the other number
2. During the call, press flash.

3. Dial *22 to place the call on hold.
To take a call off hold:

1. Dial *22 or press flash.

Last Number Redial

Quickly dial the number of the last outgoing call.

1. Dial *66.

Speed Dial

Add frequently dialed numbers for quick and simple access.

To Create a Speed Dial Code:

1. For a one digit code, Dial *74 and wait for the tone.
For a two digit code, dial *75 and wait for the tone.

2. Dial appropriate speed dial code followed by the user’s 10-digit
phone number.

(Example: 03+800-555-1212)

3. Listen for a confirmation message.
To Use Speed Dial:

1. Listen for a dial tone.

2. Dial # followed by appropriate 2-digit speed dial code..




PHONE FEATURES

Three-Way Calling

Create a call that includes three parties with each on a separate device.

1. Call the first phone number or extension.

2. Once they answer and you are on an active call, place the call on
hold by pressing Flash / Conference.

3. Enter the third party's complete phone number or extension and
press #.

4. Once the third party answers and you are on an active call,
connect all three parties and begin a three-way call by pressing
Flash / Conference.

Note: If either the second or third party leaves the call, the first party and the
remaining party will remain connected.

Voicemail

Send calls to a personal Voicemail while on another call, not at the
office or just too busy. Messages can be conveniently retrieved by
phone, online account or email

To Access Voicemail:

1. From on-network extension: dial *98.

From off-network extension: dial your 10-digit phone number and
press * when greeting starts.

2. Enter passcode and press #.
Main Voicemail Menu Options:

[1] To access voicemail.
[3] Record name.

[8] To change passcode.
[9] To exit the voice portal.
[#] To repeat this menu.

First Time Setup or Reset Voicemail Passcode
1. Dial *98.

2. Enter default passcode 8642 and press # (first time setup).

3. Following passcode has expired prompt, enter a permanent
passcode and press #.

4. Re-enter permanent passcode and press #.

5. Follow the rest of the prompts to record name and greetings.
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