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INTRODUCTION

Login to the Customer Self -care Interface

Your UsVox Support Department will provide you with a URL and credentials for logging in to the Customer
self-care portal upon finalizing programing you r Hosted PBX services.

Go to our website: http://www.usvox.com/ andpress t h e t a b (htipl//evgriusv®.com/login.html )

Login

Call Us 1.855.MyUsVox
(698-7869)

Local Calls 1.786.275.5888
} Quick_user_guide.pdf
User Login|

}. Vitual_Fax_guide.pdf

[FaxLogin

Administrator Login ). Administrator_guide.pdf

[Admin Interfacel

On Administrator Logi n, press the Admin Interface® button
Administrator Login Administrator_guide.pdf
Managing a hosted PBY is simple. With web-based }‘

administration, camying out Moves, Adds, and
Changes in a hosted PBX is far o
from complicated.

At the login page used the credentials you received from our support department

Customer Login

P —
S —
=]

If you need to reset your password please press button you must be register to use this feature

please ask you system admin istrator.
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Overview

The Customer self -care interface was designed for end -users to access their profile data, check billing

information, download invoices and, most importantly, manage their IP Centrex settings. The front

-end design

offers simple and intui tive navigation. This includes an easy -to-use structure of menus and controls, graphic

icons and improved presentation of information.
For your convenience, the customer self -care interface is divided into four tabbed sections:

1 Dashboard (your home page)
1 My Profile

1 IP Centrex

1 Billing Information

I ] 7 ® = -
@ v:) CONNECTINGPEOPLE

Customer Self-Care Portal

Balance: Web Interfacs Langusge: en - English ¥ USVOX OFFICE, INC ( Logn usvoxoffice ) Logout +
[ Dashboard 9, My Profie 422 1P Centrex =) Biing Information
& [ Dashboard
Recent Calls ~|  Brief Billing Information -
Date/Time Account ID From To Duration Cest, USD Play 3879.65 USD
i 1:20 0.00000
ALm0o 1:20 0.00000 Costactlaboimatios =
Hpsnate 220 0.00000
o 219 0.00000 >
16:00 0.00000
1:00 0.00000
351 0.00000 >
1:00 0.02000
1:42 0.00000
1:42 0.00000 >
202 0.00000
1:00 0.00000
e 200 0.00000
e 1:38 0.00000
Ceibasad 2:00 0.14000
Psge| 1jof b M & 1-150f708

At the top of the interface you can always view billing information such as your balance, credit limit, etc.
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Common Features
Most of the data on the self -care portal is formatted like a page and sorted intoc ~ olumns. You can go to the

next page or the previous page, jump to the first or last page, or use the Refresh "::J icon to update any of the
pages. You can also change the number of columns and sort them in ascending or descending order by

clicking your mouse on the name field of any of these columns. If you point your mouse at the name field you
will see a triangle; click on it and a drop -down menu will appear. You can choose how to sort your data and

add or remove columns by check -mark or uncheck -mark items i n the drop -down menu:

v:’ CONNECTINGPEOPLE

Customer Self-Care Portal

Balance: Web Interfsce Lengusage: en - English Y USVOX OFFICE, INC { Logh usves

[£2] pashboard 9, My Profie 523 IP Centrex Billing Information
\‘;}N Extensions

« Edit Configure | Extension Number Extension Name ~ Assigned To Phone Line Contact Name
4g#Ceneral ) » 4] Sort Ascending

103
e Extensions

“WPhone Lines =
#@Externs| Numbers

S& Abbrevisted Disling

[@# pisling Rules

%} sort Descending

105 L % Columns b Edit

Configure

P

»

V3
AyIncoming Cslls 4 Extension Number
P outgoing Cslls 5 7 109 Ssles and Tech conferance R Bdension Name
{8Csll Recording o
& Huntgroups »

»

gldentity

«Music On Hold 77

Assigned To Phone Line

Contact Nsme

J IR &N

Delete

Action Buttons
The top right hand side of the interface provides you with the following information and actions:

USVOX OFFICE, INC ( Login: usvoxoffice ) ‘;Logout v

1. You®re I D and a |l ogin name that was used to | og in.
2. The Logout button that terminates your current session on the we b interface. Also, you can change

your password here if necessary.

' Change Your Password
Old Passwaord:

New Password:

usvoxoffice ) || . Logout - | Confirm Password:
» Change Password
Change Password Cancel
In order for changes to take effect when adding/editing information, you need to click the Save Es2= jcon on
the appropriate page. If you do not want to save the information entered 2 just press Cancel.
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DASHBOARD TAB

Your home page is organized like a dashboard so that you can easily view the most important information
separated by category into different windows. In addition, these windows can be moved around, rearranged
or minimized as you wish.

You will see three information windows on the Dashboard:

A . - i D ®
Vc) : PECPLE

Customer Self-Care Portal
Balance: W% 84 % Web Interface Langusge: e - English ¥ USVOX OFFICE, INC ( wog usvoxoffice ) Logout ~

% Dashboard % My Profie &3 1P Cantrex

< = Dashboard
2 L

Contact Information <! Brief Billing Information -

0 0 00000
20 0.0000
9 0.0000 \»
7 o056
1.00 000000
0.00! >
100 002000
142 0 00000
i 56000 >
202 0 00000
1:.00 0 00000
Q 0.00
2 0 00000
260 S
Page tiot b M 1.180f 708
Column Description
Contact Information Here you can view your contact info such as address, email, etc.

This reflects thumbnail billing information such as your current balance
Brief Billing Information and credit limit.

This table lists the most recent calls and call details generated by your

Recent Calls phone lines (account IDs on the web interface).
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MY PROFILE TAB

The My Profile tab allows you to view and change your persona I (or your

information, personal info, password, etc.:

Customer Self-Care Portal
Balance:

28] Dashboard Y, My Profile 425 1P Centrex Billing Information

2

2 General

«| Personal Information Contact Information

company®s)

NNECTINGPEOPLE

Web Interface Langusge: en - English V¥ USVOX OFFICE, INC { Logiv usvoxoffice )

t2iGeneral Company Name Contact
BExtrs Informsation ;
Mr.Ms. /... Phone
7 Settings
“Change Password First Name Fax
M.L. Alt. Phone
Last Name Alt. Contact
E-Mail
Address Information
t_address
Province/State
Postal Code
City
Country/Region
Tab Description

General

Here you can enter general information such as company name, address, etc.

Here you can define extra information(su ch as dr i

Extra Information

Il icens

addition to standard information. The fields for this tab are set by the Administrator.

Settings Here you can choose the language to be used on your self

-care web interface.

Change Password Here you can change your current password for the self

-care portal.
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This tab allows you to manage phone lines, add extensions and hunt -groups and configure other IP Centrex

services. Here you can also modify the options for separate phone lines.

General . Paging / Intercom

‘ i
- /

Balance:

D] Dashboard

()2 General
el

tosGeneral
wExtensions

'G,‘N

“JPhone Lines

F@External Numbers

&{‘A’:trevisted Disling

[@@ pisling Rules

Sl mmm i Sl

Customer Self-Care Portal

Web Interfsce Langusge: en - English N

& My Profile oy IP Centrex = Biling Information

Paging/Intercom
Paging/Intercom Prefix

Extension Number Length 3

Field

Description

Paging / Intercom

Intercom calls enable users belonging to the same group to use two phones
like on -door speakerphones. Here you can see whether this feature is
enabled or not for your phone line.

Paging / Inte  rcom Prefix

This appears only if Paging / Intercom is enabled; this is a special code that
is dialed before the other extension number to automatically connect both
extensions. When a two -way audio channel is established, speakerphone
mode is immediately a ctivated on the phone of the party being called.

Extension Number Length

Here you can see the number of digits for an extension number (e.g. 3, as
per usual). Keep this in mind when adding extensions.

HOW THIS FEATURE WORK?

Programing example:  Paging/ Intercom: check mark, Paging / Intercom Prefix: 800

Dial 800 + EXT number to page intercom an extension, if the other side is on a call the page will be

converted to a regular intercom call

7| Page

UsVoXdministratorGuide



UsVoxAdministratorGuide

Extensions
Here you can define a list of extensions for phone |  ines within your IP Centrex environment. You can easily add
new extensions or change existing ones without any actual reconfiguration of your phone.

CONNECTINGPEOQOPLE

Customer Self-Care Portal
Balance: e Web Interface Langusage: en - English Y USVOX OFFICE, INC { ogir usvoxoffice )  “.j Logout
@ Dashboard o My Profie 424 IP Centrex =| Biling Information
W - - |
___» Extensions
NNNA
i 57 2 21 Ssles Kit 1 ext Sales Kit 211 b
i23Genersl <
‘T"Pu 5 j. ,/‘ 212 Ssles Kit 1 CordlessBase Cordless station 12 b ]
out EXtensions =
‘*&Phcne Lines L1:, ,fJ‘ 213 Sales Kit 1 iPhone iPhone EXT212 ?
#@External Numbers [ 2 220 Sales Kit 1 Sip Alert 2
& 5 bbrevi iali
il Abbreviated Disling e < 221 Ssles Kit 1 Sip Paging Sip Paging b ]
[@pisting Rules =
Syincoming Calls 55} e 222 Sales Kit 1 Cordless Cordless station EXT222 ?
foutgoing Calls 3 7 300 TEST DEVICE UsVox Support ?
Q@Call Recording ) Pl TEST DEVICE TEST TWO ?
& Huntgroups = T
Sgldentity %) 2 302 TEST DEVICE EXT202 b
¢ Music On Hold 2 2 303 TEST DEVICE EXT202 b
E23 7 304 TEST DEVICE TEST 204 >
57} 7 308 TEST DEVICE USVOX TEST 206 3
7} 7 307 TEST DEVICE USVOX TEST 207 b
3 7 208 TEST DEVICE 3
&) A lension age 1 of 2 - of
Add Extensi P. f 2 1-22of
4 v

To add a new extension number, click the ~ ©@AddExension. Aqq Extension button and enter the following

information:

1 Extension Number 2 Type in the number the end -user will dial on his phone (an extension
number should contain only digits).

1 Extension Name 2 Enter the logical name for this extension (e.g. name of the person using this
l'ine: ~“John°).

1 Assigned To Phone Line (Account Number) 2 This is the number that the extension is associated
with. Here you should specify one of your phone lines by selecting it from the drop -down list.

(Note that each phone line from the list can only be used once.
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—
: CONNECTINGPEOPLE
e

Customer Self-Care Portal

Balance: ©= = = Web Interface Language: | jen- Er‘gllsh ¥ USVOX OFFICE, INC { togih usvoxoffice ) ‘:g Logout v
| E2) Dashboard 13 lrniryrlsrofﬁe I 2\2,3 IP Centrex || = Biling Information |
[ | I ]
-
\ Extensions
<_<] Edit Confi... Extension Number Extension Name Assigned To Phone Line Contact Name Delete|
> ,;}éene,ai l 55 7 211 Sales Kit 1 ext - Ssles Kit 211 LIR
sl Extensions o | B A 212 Sales Kit | Biling Status: Open e siation 12 )
‘%lPhone Lines I T — 1 [
1213 Ssles Kit 1 iPhone
#@ External Numbers = @, ’/ — - s ’
&8 Abbrevisted Disling g | Type: Credit |
@, Disling Rutes B3 2 221 Sales Kit' Billing Status: Open *aging )
ayinceming Cslls B /2 222 Sales Kit less station EXT222 )
Foutgoing Call
t\;c:::n:'d_ ; B2 7 300 TEST DE| Type: Credit x Support )
J {1 n =3 -
: illin : Ope i
& Huntgroups 2 7 301 TEST DE| Biling Status: Open rTwo 3
Sgldentity B2 7 302 TEST DE| 02 b
J i |
Rl Wsic Orittiold 5 2 03 TEST DE e: Credit 202 b
55 A 204 TEST DE Sling Statust Opsn I 204 )
|
& 7 206 TEST DE} | pumaes DX TEST 208 b
B /2 w7 TEST DE Type: Cradt DX TEST 207 )
Billing Status: Op=n |
B2 7 308 TEST DE! v b
@AddExtension {4 4 Page| 1of b s |4 | Pagel 1lof2 b M @ | 1-220f22

@.2001-2014 PortaCine, Tne. All finhrs resecved

Once all the information is  entered, click the Update button. You can easily change the number and extension
name and manage phone line assignments by simply clicking on that extension number or on the Edit )
icon. To remove the extension from the list, click the Delete 2€ button.

To view and edit information about the extension, press the Configure / icon next to the extension number.

You will see the Edit Extensions page (note that some details are read -only):

sl Edit Extension 300 (TEST DEVICE) 163
Dashboard | & my Profie | 4 1P Centrex || & Biling Information
Dashboard
L) 8
AccountiD: o? Extension #:300 (TEST DEVICE)
nline
r = Al
‘Contact Information | Brief Billing Information ~ =
Contact  UsVox Support Type Credit
; e 2.47 USD
| Refunds 0,00 USD
¢ > Non Call Related Charges 0,00 USD
Recent Calls -~}
| Date/Time From To Duration Cost, USD Fls | Member of Huntgroups Information =,
|
2014-08-08 - 4 Group Name
11:49:41 - 0:15 0.00000 > P
1| Soporte
2014-08-06 ;
el iy 2:19 0.00000 B i
Product & Discounts Information =
20140806 2561 0.00000 > -
09:57:57
2014-08-08 o S5 > Produc USVOX NATIONAL US48
09:51:20 Destinati.. Service Pesk Level Thrashold  Used Cument D... | Next Disc..
2014-08-05 5
19:47:08 2149 0.00000 B There is no data to display
2014-08-05 .
TS 2:10 0.00000 >
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Phone Lines
Here you can view the full list of phone lines and configure them if necessary:

i v=><® CONNECTINGREGRLE

Customer Self-Care Portal

Web Interface Language: en - English v | USVOX OFFICE, INC (Logn usvoxoffice ) 7 Logout v |

5 My Profile 423 IP Centrex Billng Information

« Configure D Igle, days Available Funds, USD | Type Product Batch UM Enabled Forwarding Enabled | SIP IP Phone Model

Unlimited Credit - — ] Grandstream HT701 1

7 0 Unlimited Credit v v
0 Unlimited — Q
99 Unlimited Credit - v
0 Unlimits — V4 @
/ Unlimited L Us4s — v Q
e - -
P Music On Hold o o Unlimited INRESTRICTED UsVoxExt iPhone and test &= - @
: » Unlimited : L:)S:S : e _ : @
< Unlimited - — (]
/ Unlimited e ce @
, = tiT s = =
Column Description
Configure Click on the Configure " icon to edit the settings for a particular phone line.
ID The primary identification for this phone line.
Idle, days The amount of days the phone line has not been in use.
Available Funds The amount of funds available for the user to spend on services.
The type of phone | ine. I't may either be
Type associated with Hosted PBX EXT or DID's
Product The product assigned to a particular  phone line.
Batch is a group of phone lines under the same logical name. Here you can see the
Batch name of the batch that a particular phone line belongs to.
The UM field shows whether UM services are enabled or disabled for a particular
phon e line. When they are enabled, the icon ¥ is shown. The field with an icon =~
UM Enabled indicates that UM services are disabled.
The forwarding field shows whether this function is enabled or disabled for a
particular phone line. When it is enabled, the icon ¥ is shown. The field with an icon
Forwarding Enabled “* indicates that forwarding is disabled.
When the phone line is used by a phone to register with the SIP server, the @ iconis
SIP shown
You can also view phone lines grouped by batch by clicking the = Crowp By Balch Groyp by Batch button located

at the top or bottom of the page:
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You can configure forwarding when it is enabled for the phone line.
the phone line to go to the Edit Phone Line page. There are several
Advanced Forwarding, Forward to SIP URI and Simple Forwarding.

Follow -Me Forwarding Mode

UsVoxAdministratorGuide

r
Just click the Configure 7 icon next to

call forwarding modes: Fo llow -Me,

Using follow -me you can forward calls to multiple destinations. You can also configure it so that each of these

destinations will be used during its own time
1.
2.

period.
In the IP Centrex section, choose Forwarding.

Click & Add New Number.

1o Edit Phone Line:

[£8] pashboard 9 My Profie 527 IP Centrex Biling Information

Edit Forwarding

Number

4g4General

M External Numbers Ring for 15

ziylncoming Calls
._,.?Forwarding

& calle 7o
9 Cells Screening Use this number

@ Always

_;/(. Call Barring Only at the following time interval

(gyFavorite Numbers

[-J Save

Edit Forwarding

&) Back

Description

3. Enter the following information:
1 Number 2 Enter a number for redirecting calls (e.g. 35644890078).
1 Description 2 A short description for this number.
1 Ring for 2 If a call is n ot answered, set the number of seconds it will ring for until it is forwarded to
the next number on the list.
1  Use this number 2 Choose the period during which the number is used. If you check the box next

to Always, the call will always be forwarded to you

cell phone only during a specific time period, check th

interval field and click £ the icon to define that interval. Please consult the

section for mo re information Page 12.
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Time period wizard
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4. Click the = sae Save icon to save the results of your work.
5. Repeat steps 2 -4 until all the desired follow -me numbers have been added.

Time period wizard <

With the period definition wizard, you can easily define the time period for which a number (e.g. a follow -me
number) will be used. If you want the number to be permanently active, click the Always button at the bottom

of the Period Wizard page. Otherwise, define the desired period. (Times given are based on a 24 -hour clock,
i.e. 8pm is the same as 20:00.)

The following example illustrates the process of creating a period within the Monday -Friday workweek that

starts at 8pm and lasts until 8am the next morning:
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