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Introduction

T-Biz Voice is a total internet and communication solution
that’s transforming businesses through smarter call
management.

Your T-Biz Voice phone numbers are structured to give you
ultimate flexibility in how you manage your incoming calls.
With a range of smart calling features at your fingertips, you
have total control over where and when your phones ring.
This gives you the power to differentiate your business with
a more professional image, better customer service, and
faster response times.

Using Call Conductor, you can perform the following tasks
onyour PC or MAC:

« Define your ‘business hours’ and after-hours/holiday times

« Customise how calls are answered during your defined
business hours

« Customise how calls are answered outside of your
business hours and holiday hours

« Forward calls from your main business number

« Change the primary device associated with a particular
phone number or assign an Instant Hotline

« Change phone numbers between users within the same
T-Biz Voice site

« Search for phone numbers in your Enterprise Directory
« Assign other Call Conductor Administrators

Changes you make in Call Conductor become effective
immediately after you save them.

The spectrum device and ™ are trade marks and ® are registered trade marks of Telstra Corporation Limited ABN 33 051775 556,

33119TEL PCMAC
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About your Main
Business Number

The ‘Main Business Number’ (MBN) is typically the number
your business will advertise. When connected to T-Biz Voice,
this number is converted into a virtual number, with a
secondary number being created and linked directly to it.
This secondary number is known as the ‘Direct Business Line’
(DBL), and is necessary to facilitate certain calling features
available on T-Biz Voice — such as Virtual Receptionist.

The default T-Biz Voice configuration is set-up to ensure
that the MBN is the number your customers see when an
outbound call is made, however, you can change this to suit
your business needs. Using Call Conductor, you can forward
calls from your MBN to:

- Any phone number associated to your T-Biz Voice service
(eg Office Plans)

= Any voicemails provided with your T-Biz Voice service
« Virtual Receptionist

« Hunt Group
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Smarter Call Management

Virtual Receptionist (optional extra)

Allows you to create a customised greeting that answers
all your incoming calls, then gives a menu of options to
direct each call to different departments or people.

1SALES

2 SERVICE

3ACCOUNTS

INCOMING CALL VIRTUAL RECEPTIONIST

Simultaneous Ring

Allows you to set all your phones to ring at the same time.

IF UNASWERED

y 3 d

INCOMING CALL VOICEMAIL

Hunt Group (optional extra)

Allows you to direct incoming calls to a group of phones.
It detects which phones are engaged, and sends calls
straight to the next available line.

i

INCOMING CALL MBN ENGAGED AVAILABLE
A
,.\ o
.

R\

AVAILABLE

Sequential Ring

Allows you to direct incoming calls to numerous phones
in sequence, until the call is picked up.

IF UNASWERED IF UNASWERED

m g “ "y

INCOMING CALL VOICEMAIL



Log In Screen

Introduction 1.0 Logging into Call Conductor

Call Conductor requires a username and password to
About your Main Business Number log in. As the Administrator, you would have received these
credentials in an email (T-Biz Voice Configuration Summary).

Smarter Call Management
g 1. Enter your Username and Password

Log In Screen 2. Ifyou cannot remember these credentials, you can
call 13 2000 (and say “T-Biz Voice” when prompted)
Business Sites to retrieve this information.

User Management s How
‘ WEEOMET  CallConductor”

Device Management

55 your online support tools for

PLEASE LOGIN TO YOUR ACCOUNT

Enterprise Directory

Administrative Settings

Usemame

Frequently Asked Questions

Password

[0 Remember Me

m Forgot Password

1.1 Web Portal Admin User Password Change ‘ rshow
CallConductor

After the first successful login, the Group Admin User
is prompted to change the password to help provide
greater security (doing away with the need to receive

it in another email). Password Expired
Your password has expired and you must select a new one
Password ~
........ Password strength: Strong

E. ....... Passwords match® yes

< Previous Next > o e
Having Difficulty Logging In?  Call 132000 for assistance
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Business Sites

2.0 About the Business Sites screen

Once you've logged in, you will have access to your

control panel — set as default, you will be directed to the
‘Business Sites’ tab where you can view your T-Biz Voice sites
at a glance, and make changes to these sites as required.

An example of what your control panel should look like

[CCUSCSs S1es ) USERMANAGEMENT | DEVICE WANAGEMENT || ENT

Search by Sae Nome: [ Type to Search | Geareh Ste ForMumber: [ Type to Search Sort by Name
Endorpl Y e

This site is not yet ready to use a Main Business Number. Please call 132000 to have your site set up )

Galactic Empire #
Main Business Number: (03) 7779 7120

Maximum number of concurrent calls: 3
During business hours, incoming calls are being answered by Galactic 125 Empire (03) 7779 7126

After business hours, incoming calls are being sent to your Virtual Recepticnist

Main Business Number: (03) 7779 7110

Maximum number of concurrent calls. 3
During business hours, incoming calls are being answered by your Yirtual Receptionist

After business hours, Incoming calls are being sent to your Hunt Group

\
Rebel Alllance & comyure [EEDIEED

Contact Us

Logout
EntAdmin CCTestEnt1
CallConductor Test

2.1 Enterprise and Group Admin User Email
Required After Log in

When editing business site details, it is now mandatory
for the Enterprise and Group Admin User email address
to be input into site details after log in.

Edit Site Details
Site Name *
Site Email

Site Address
Melbourne Victoria (VIC) 3000

Site ID

Sove Y el

Rebel Alliance

sssdt@amil.com

35 Collins St

CCTestGrp1
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2.2 How to set up your Business Hours Schedule
From the ‘Business Sites’ tab:

1. Select the site you wish to make the change to,
or set-up by clicking on ‘Site’

2. Click the ‘Business Hours’ tab

Main Business Number: (03) 7779 7120

Galactic Empire ¢ Cnl\ﬁgum: [

Maximum number of concurrent caiis: 3
During business hours, Incoming calls are being answered by your Vinual Receptionist
After business hours, Incoming calls are being sent to your Virtual Receptionist

3. Click ‘Edit Business Hours’

@$ Incoming Calls for Galactic Empire - (03) 7779 7120 (Max concurrent calls: 3)

Business Haurs | After Hours & Holidays

Business Sites

4. Click the drop-down box next to ‘Start time’and
‘End time’ to select your Business Hours

o

Using the check boxes next to each day of the week,
select your days of operation

6. Click ‘Save’
Edit Business Hours

| Timeslot Details Remove |

New Time Slots

Starttme
End time

@ Mon [@ Tue @ Wed @ Thu @ Fi [ Sat [ Sun

0[1]2]|3]|4|5]|6([7[8]9][10{11|12]13{14]{15/16/17|18|19{20{21|{22]23

-3 Galactic Empire &
on (03) 7779 7120
during Business Hours

J

VIRTUAL RECEPTIONIST DISTRIBUTE CALLS FORWARD / DIVERT VOICEMAIL
® Answerwithyour | ) Sendcalls toyour Hunt () Forwardordivertcalle ' Send calls directly to
Virtual Receptionist Group to a phone number Voicemail

| Galactic 125 Cmpir ¥ | Galactic 125 Empir ¥ |
ViewlEdit ViewiEdit

Mon

Tue
IWed

IThu

Fri

Sat

Sun
==}
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This example is what your Business Hours schedule should
look like once you've set it

Edit Business Hours

Timeslot Details Remove

From 09:00 to 17:00 on Mon, Tue, Wed, Thu, Fri o

New Time Slots
Start fime
End fime

[ Mon [ Tue [ Wed [ Thu [ Fi [ Sat [ Sun

Business Hours
———

001234567 § 91011121314 15161F 181920212223

Mon 09:00 - 17:00

Tue 09:00 - 17:00

Wed 09:00 - 17:00

IThu 09:00 - 17:00

Fri 09:00 - 17:00

Sat g

Sun

2.3 How to set up your After Hours & Holidays
Schedule

From the ‘Business Sites’ tab:

—

Select the site you wish to make the change to, or set-up
by clicking on ‘Site’

Click the ‘After Hours & Holidays’ tab
Click ‘Define your Holidays here’

w

Business Sites

Business Hours I! Aftor Hours & Holidays | [

] Galactic Empire &
on (03) 7779 7120

= After Hours and on Holidays

VIRTUAL RECEPTIONIST DISTRIBUTE CALLS FORWARD / DIVERT VOICEMAIL
® Answerwdhyour ) Send calls toyourHunt - Forward ordivertcalls ' Send calls directly to
Virtual Receptionist Group to a phone number Voicemail

| Galactic 125 Empir 7 | Galactic 125 Empir ¥ |

ViewiEdit View!Edit

To define a holiday (or set your out of business hours profile)

1. Firstyou must give it a name. You can do this in the space
provided next to ‘Holiday Name’

2. Select the start and end date using the calendar
provided - this will pop up when you click in the space
next to ‘Start of holiday’ and ‘End of Holiday’

3. Clickon‘Save’

(Define your Holidays here) X

ﬁ@ Define your Holidays here...

Current Holidays

Name Holiday Details Remove

New Holidays

Holiday Name
Start of holiday

Eq. 05102015
End of Holiday

Eg.. 051012015

[ Repeats every
year
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This example is what your holiday hours should look like.
To create another holiday schedule, repeat the previous step

Define your Holidays here

Eiﬂ Define your Holidays here...

Current Holidays

Name Holiday Details Remove
Australia Day On 26th Jan (Annually) ]

New Holidays

Holiday Name

Start of holiday

Eg. 0102015
End of Holiday

Eg.. 0102015
| Repeats every
year

2.4 How to forward or divert calls to an alternative
phone number

From the ‘Business Sites’ tab:

1. Select the site you wish to make the change to or set up
by clicking on ‘Site’

N

Click the ‘Business Hours’ tab

w

Select the ‘Forward/Divert’ option by clicking on the
radio button

Business Sites

& Incoming Calls for Galactic Empire - (03) 7779 7120 (Max concurrent calls: 3)

Business Hours \ After Hours & Holidays
E Galactic Empirs &
on (03) 7779 7120
during Business Hours Egit Business Hours
VIRTUAL RECEPTIONIST DISTRIBUTE CALLS FORWARD / DIVERT VDICEMAIL
) Answerwithyour ' Send calls to your Hunt || ® Forward or divert calls || = Send calls directly 1o
Virtual Rec eptionist Group to a phone number Voicemail
| Galactic 125 Empir * | | Galactic 125 Empir ¥ |
et i

4. Alist of phone numbers for calls to be forwarded to or
diverted to will appear in the drop down box, select one
of these phone numbers and click ‘Activate’

©§ Incoming Calls for Galactic Empire - (03) 7779 7120 (Max concurrent calls: 3)

Business Hours | After Hours & Holidays

k3 Galactic Empire #
on (03) 7779 7120
during Business Hours Edit Business Hours
VIRTUAL RECEPTIONIST  DISTRIBUTE CALLS FORWARD / DIVERT VOICEMAIL
O Answerwithyour ) Send calls to your Hunt || ® Forward or divert calls || ' Send calle diroctly to
Virtual Receptionist Group to a phene number Voicemail
| Galactic 125 Empir | | | Galactic 125 Empir ¥ |
ViewFdit ViewFiit

Note: you can also forward/divert calls outside of business
hours, to do this, click on the ‘Afterhours & Holidays’ tab and
follow the directions above.
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2.5 How to send calls to voicemail
From the ‘Business Sites’ tab:

1. Select the site you wish to make the change to or set up
by clicking on ‘Site’

2. Click the ‘Business Hours’ tab

3. Select the ‘Voicemail’ option by clicking on the
radio button

& Incoming Calls for Galactic Empire - (03) 7779 7120 (Max concurrent calls: 3)

Business Hours | After Hours & Holidays:

':‘:1." Galactic Empire &
E‘m on (03) 7779 7120
during Business Hours Edit Business Hours

¢ 4 ¥ N
VIRTUAL RECEPTIONIST DISTRIBUTE CALLS FORWARD / DIVERT VOICEMAIL
- Angwer with your '~ Send calls to your Humt ' Forward or diven calls || * Send calls directly to
Virtual Receptionist Growp o a phone number Veicemail
Galactic 128 Empir ¥ | | Galactic 125 Empir ¥
ViewEdit View it

4. Alist of phone numbers for calls to be forwarded to or
diverted to will appear in the drop down box, select one
of these phone numbers and click ‘Activate’.

Qf Incoming Calls for Galactic Empire - (03) 7779 7120 (Max concurrent calls: 3)

....... Hours | After Hours & Holidays

E Galactic Empire #
EI'E on (03) 7779 7120
during Business Hours Edit Business Hours

o
¢ v v Y

VIRTUAL RECEPTIONIST DISTRIBUTE CALLS FORWARD / DIVERT VOICEMAIL

) Answerwithyour ) Send calls to your Hunt ) Foward or divert calls | ® Send calls directly to
Viftual Receptionist Group o a phone number Voicemail

Galactic 178 Empir 7

ViewiEdit ViewiEdit

Galactic 128 Emj
0377797121 Fax/Eftpoc’s Voicemai

Note: you can also send calls to Voicemail outside of
business hours, to do this, click on the ‘Afterhours &
Holidays’ tab and follow the directions above.

Business Sites

2.6 How to distribute calls via Hunt Group
From the ‘Business Sites’ tab:

1. Select the site you wish to make the change to/set up by
clicking on ‘Site’

2. Click on the ‘Business Hours’ tab
Select the ‘Distribute Calls’ option by checking the box

4. Click on ‘View/Edit’ to start customising your Hunt Group

@ Incoming Calls for Galactic Empire - (03) 7779 7120 (Max concurrent calls: 3)

Business Hours | After Hours & Holidays

-::(- Galactic Empire &
on (03) 77797120

during Business Hours it Business Hours

J

VIRTUAL RECEPTIONIST DISTRIBUTE CALLS FORWARD / DIVERT VOICEMAIL
' Answerwithyour  |® Send calls to your Hunt || Forward or divert calls - Send calls directly to
Virtual Receptionist Group 1 a phone number Voicemail
 Galactic 128 Empir ¥ | | Galactic 125 Empir ¥ |
ViewEdit viewes  (EEY

5. Under the ‘Details’ tab, you will be required to provide a
first and last name (in the example below, the first name
is ‘Hunt Group’ and the last name is ‘Galactic Empire’)

6. Select either ‘Simultaneous’ or ‘Sequential’ ring from
the drop down list and choose between 1 and 20 rings as
the number of rings before the call is transferred to the
‘Next User’
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Setup your Hunt Group

8*-& Send your calls to a
\8'/ group of people...

Your Hunt Group's direct phone number is (03) 7779 9299.

Calling Line Display First Name Hunt Group
Calling Line Display Last Name Galactic Empire
Distribution Type
Rings before Transfer to Next User ]

Allow call waiting on HG calls 7]

Send calls to these lines
[z

You will be need to select which phone numbers you want
included in your Hunt Group, and in which order. To do this:

7. Click on ‘Send calls to these lines’ to expand the section

8. Select the order of the calls you want to Hunt - do this by
clicking on the four-way arrows on the left-hand side and
drag the user up or dawn

©

Once you have selected the order, use the check boxes
on the right to include those numbers in your Hunt Group.

Send calls to these lines

Member Name Phone Number Include

alactic 127 Empire 0377707127 ) |
- Luke T48 Skywslker 0377707115 el |
+}+ Obi-wan T42 Kenobob 0377707116 I |
4 Han Sako 0377797117 =]
‘}‘ Ludmila v.3.0.0 0377787118 D
4 D3TTTS7111 FaxiEfipos FEO377707111 @
4 Galactic 125 Empire 0377707126 )
41 Msin Business Msin Business FE0377707121 =)
& Galactic 128 Empire 0377707128 (]
4+ 0377797121 FawEfpos 0377797125 ]
+ 0377707135 Endor 0377707135 @B

Business Sites

10. Click on“...otherwise’ and check the box next to

‘Forward calls to this number....after time (seconds)

11. Once checked, type the number of seconds in the

space provided

12. Select the phone number you want calls to forward to

from the dropdown box

13. You may wish to forward the calls directly to Voicemail,
to do this, you can check the box next to ‘but send calls
directly to Voicemail’

If no one answers...

|| Forward calls to this number... Galactic 128 Empire v

...after time (seconds) 30

[ but send calls directly to Vioicemail

If everyone is busy...

() Forward calls

14. Click on ‘if everyone is busy...”and check the box next to
‘Forward calls to this number...”once checked

15. Select the phone number from the drop down box

If everyone is busy...

¥ Forward calls to this number...

16. Once you have selected a phone number for calls to be
forwarded to, a second option will appear directly below,
you can choose to send calls directly to Voicemail if
everyone is busy by checking the ‘but send calls directly
to Voicemail.

If everyone is busy...

¥ Forward calls to this number...

) but send calls directly to Voicemail
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17. Once you made your selections, click on ‘Save’

-..otherwise
If no one answers...
¥ Forward calls to this number... Galactic 128 Empire v

..after time (seconds) 25
| but send calls directly to Voicemail

If everyone is busy...
# Forward calls to this number...

|| but send calls directly to Voicemail

[l

18. Once you have saved the changes you've made, you will
be directed back to the below screen — once you click on
‘Activate’, your changes will be effective immediately.

& Incoming Calls for Galactic Empire - (03) 7779 7120 (Max concurrent calls: 3)

Business Hours | After Hours & Holidays

0 Galactic Empire #

on (03) 7779 7120

= during Business Hours Edit Business Hours

=k

¢ N4 R N
VIRTUAL RECEPTIONIST DISTRIBUTE CALLS FORWARD / DIVERT VOICEMAIL
O Answerwithyour  ® Send calls to your Hunt | ) Forward or divert calls ) Send calls directly to
Virtual Receplionist Group 1o = phone number Voicemail
[Galactic 125 Empir ¥ Galactic 125 Empir ¥
ViewiEdit ViewEdit

Note: you can also send calls to Hunt Group outside of
business hours, to do this, click on the ‘Afterhours &
Holidays’ tab follow the directions above.

Business Sites

2.7 Setting up Virtual Receptionist

Note: You need to call 13 2000 (and say “T-Biz Voice”, and
then ‘Technical Support’) to have someone guide you through
recording your message.

An example of a recorded message:

“Thank you for calling Acme, if you would like to speak to
someone in our Sales team please press 1. If you would
like to speak to someone in Accounts please press 2.
For an Operator, please press 0. To hear these options
again please press 9.”

1. Once your message is recorded, click on the
‘Business Sites’tab

2. Select the site you wish to make the change to/set up
by clicking on ‘Site’

3. Click on the ‘Business Hours’tab, and select the
‘Virtual Receptionist option by checking the box

4. Click on ‘View/Edit' to start customising

& Incoming Calls for Galactic Empire - (03) 7779 7120 (Max concurrent calls: 3)

Business Hours After Hours & Holidays

B Galactic Empire #

on (03) 7778 7120

during Business Hours Edit Business Hours
VIRTUAL RECEPTIONIST DISTRIBUTE CALLS FORWARD / DIVERT VOICEMAIL
® Answer with your ' Send callstoyour Hunt ' Forward or divertcalls ' Send calls directly to
Virtual Receptionist Group to a phone number Voicemail

| Galactic 125 Empir ¥ | | Galactic 125 Empir ¥ |

Vi.-\[dil ViewEdit

You will be presented with a series of options from a drop
down list next to each number between 0 and 9

5. Select the appropriate option that suits your needs
and select ‘No Action’ against the numbers that are
to remain unused

6. Click on‘Save’to take you back to the previous screen
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Setup your Virtual Receptionist to answer and divert your calls

@%)) Remember to record your Reception greeting

by calling 132000 after setting up your menus...

Your Virtual Receptionist's direct phone number is (03) 7779 9298.
Menu Options

Press 0
Press 1 No Action
Transfer With Prompt
EE: % Transfer Without Prompt
Transfer To Operator
Press 4 | yame Disling
Press 5 | Extension Dialing
Press 6 Repeat Menu
Press 7 Exit

Press 8 | NoAction v
Press § | NoAction v

In this example, the caller will be presented with three
options when they call the Main Business Number: If they
press ‘1’ they will be transferred to ‘Galactic 125 Empire’
after listening to a short message; if they press ‘2’ they will
be transferred directly to ‘Galactic 127 Empire’ without any
messages; and if they press ‘3’ the call will end.

Setup your Virtual Receptionist to answer and divert your calls
«@D Remember to record your Reception greeting

by calling 132000 after setting up your menus...

Your Virtual Receptionist's direct phone number is (03) 7779 9298.

Menu Options

No Action

Press 1 | Transfer With Prompt | Galactic 126 Empire v

Press 2 | Transfer Without Prompt | Galactic 127 Empire v
ress 3 Exit

Press 4 0 Action
Press 5 No Action
Press 6 | No Action
Press 7 | No Action
Press 8 | No Action
Press 9 | NoAction

EIEIEIEIEIE EIE1E] B

Business Sites

7. Once you have saved the changes you've made, you will
be directed back to the below screen — once you click on
‘Activate’, your changes will be effective immediately

Note: you can also send calls to Virtual Receptionist
outside of business hours, to do this, click on the
‘Afterhours & Holidays’ tab follow the directions above.
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3.0 About the User Management screen

From the ‘User Management’ screen you can view all of
your connected T-Biz Voice services, and by clicking on
those services, you will be able to customise them
according to your needs.

This example indicates that this customer has nine
T-Biz Voice lines across three sites

B Y - i ]

First Name * & Emad L] Device Business Site
warronss Encr GyTeTs gunamageom oy ew—
cac 125 — lenrrorzs gasamgeamcon B o
Balactic 127 -M"' }m]“n“” | ‘ ! |Galactic Empire.
e e =
oarranize FarEoos (oyTris ‘ | PR
L T4 e— 0TI TS e p—— TR
ColwenTi2 Kenotad }m:rmms Hikgamat com ‘ ’ Rebel lance
Han Sal {0 TTO71T | B revevionce
Lt w308 lonyrmaris Ll Bt it com UM oo

This example shows an expanded view of a T-Biz Voice service

USER MANAGEMENT |

Site Name: Endorepl
Phone Settings: 0377797135 Endor(03) 7779 7135

£ Personal and Phone Detalls

Home 03777975 Endor Phone number {03773 7135
Usemame 037T74T135@ digitalbusiness Extension &
Mobile 0432422832 Phone Model  Ciseo SRP S27W DMS

Email Gubkjhukbhi@ij com Device ID CCTestGmd

Edit Personal Qetails  Change Paseword

f Remote Office

B =l @ m working swsy from the office using this rumber My Mobile - 0432 432 834
Where are y g from? from this number as if it were your affice phone. Note: to make calls you
need 1o use the Business Communicator (Galls will be billed to work and display the office number).

Q% Incoming Calls

+ Forword or divert calls, or
send to Voicomail

(D) Send ALL my calls to selact 3 number) ©) Ring Remindor

Wihen iy line is busy, send my calls 1o My Voicomail

Wehen | dont answer, send my calls to My Voicomail after (3 v nngs
When iy phors line can't be meachd (0.9, the service is down), send my calls to. 0425 748 522

]
| i f Simultaneous Ring (1 When my work phone rings. also fing: (select a number) ‘

But don't ring if F'm aleady on a ca
[ Call Waiting @ Let me know when another call is coming in (via my dispiay or a bip-bop’ sound)
Note: urn ailing wildisable your i 5 busy.
| Qg Call Transfar Recall (1) When | transfer a call, retum it to me if if's not answered after (4 7| rings

43 Outgoing Calls

| ‘©q Hide my Number (1 Den' display my phone number when | make extemal ealls ‘

[T Other Devices My Number Appears On

0377797135 Endor 0377797135 Endar 0377797135 Endar
YealinkT 42 YoalinkTd2 YoalinkTd2

0377747135 Endor 0377797135 Endor

0377797135 Endor
Clseo SPA 525G YoalinkT42 - i Panasonlc TGP500 DMS

l:li Clsco SPA 504G
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3.1 How to edit personal details
From the ‘User Management’ tab:

1. Select the user you wish to make the change to by
clicking on a particular users first or last name

2. Click on the ‘Edit Personal Details’

£) Personal and Phone Details

Name. 0377797135 Endor Phone number (03) 7773 7135
Usemame OITTTSTIIS@digitalbusiness Extension :
Mobile 043223283 Phone Model  Cisco SRP 527W DMS.
Email gubkjiukhh@ij com Device ID 1CCTestGip3

[

User Management

3.2 How to change a user’s password

From the ‘User Management’ tab:

1. Select the user you wish to make the change to by
clicking on a particular users first or last name

2. Click onthe ‘Change Password’

£} Personal and Phone Details

Name 0377797135 Endor Phone number  {03) 7779 7135
Usemame 0ITTTITIIS@digitalbusiness Extension .
Mabile 0432 432 834 Phone Model  Cisco SRP 82TW DMS
Email guhkjhukhh@jj.com Device ID CCTestGrpd

Editable field include the First and Last Name,
Mobile number and Email address.

3. Once the changes have been made, click on
‘Save Personal Detail’

4. Once complete, scroll to the bottom of the page
and click on ‘Save All Changes’

Phone number (03 7775 7135
Extension .
Phone Model  Cisco SRP 52TW DMS

Device ID CCTestGpd

£} Personal and Phone Detalls

3. Typeinthe new password, and click on ‘Save’

4. Once complete, scroll to the bottom of the page and click
on ‘Save All Changes’

Change Password

Passwords must be between 7 and 60 characters long. They must include at least 1 number, 1 uppercase
character, 1 lowercase character, 1 non-alphanumeric character and cannot contain the login ID

Now Password
Confirm password

Note; clicking “Save” will cause the change to take eftect immediately.

o

3.3 How to switch Remote Office on and off
From the ‘User Management' tab:

1. Select the user you wish to make the change to by
clicking on a particular user’s first or last name

2. Check or uncheck the box to turn Remote Office on or off

3. Once complete, scroll to the bottom of the page and click
on ‘Save All Changes’

B Remote Office

[AYm)") ' werkdng awsy from the offiee using this number. My Mobile - 0432 432 834
‘Where are you working from? eceive and make work calls from this number as if it were your office phone. Note: 10 make calls you
need 10 use the Business Communicator (calls will be billed 10 work and display the office number).
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3.4 Forward and divert calls and send calls to
Voicemail for an individual user

From the ‘User Management' tab:

1. Select the user you wish to make the change to by
clicking on a particular users first or last name

Navigate to the ‘Incoming calls’ section

3. Once complete, scroll to the bottom of the page and click
on ‘Save All Changes’

% Incoming Calls
Forward or divert calls, or
1) Send ALL my calls to (sgloct 0 number) ) Ring Reminder
When my line s busy. send my calls 1o My Voicemail
When | don't answer, send my ealls 16 My Voicemail after (3 v rings
When my phone line can't be reached (e.g. the service is down), send my calls to 0425 748 522

User Management

3.5 How to set up simultaneous ring
From the ‘User Management’ tab:

1. Select the user you wish to make the change to by
clicking on a particular users first or last name

2. Navigate to the ‘Incoming calls’ section and check the
box ‘When my work phone....’

3. Once the box has been checked, click on
‘(select a number)’ to add other phone numbers
to ring simultaneous

4. Once complete, scroll to the bottom of the page and click
on ‘Save All Changes’

QS Incoming Calls

| s Forward or divert calls, o
& gend to Voicemail

& send to Volcamal ‘
J

By checking the box next to ‘Send ALL my calls to’and
clicking on ‘(select a number) you will be able to forward all
calls to a pre-determined number (such as a Voicemail or
mobile number). Alternatively, you can set incoming calls

to divert to a Voicemail if the line is busy or unanswered.

4. Once complete, scroll to the bottom of the page and click
on ‘Save All Changes’

¢ Incoming Calls

g Farward or divert calls, or
send to Voicemail

() Send ALL my calls 1o (salecta number) () Ring Reminder

When my line is busy, send my calls to My Volcemall
Wihen | den't answer, send my calls to My Voicemail after (3 v| nngs
When my phons line cant be reached (e.5. the service is down), send my calls 1o 0425 748 522

[ o Simulaneous Ring (3 When my work phone rings, also fing. (sslect 2 number) ‘
But don't fing

5 i I'm already on a call

 Cott Woldng Lot me know when another cal & coming in (via my display or 3 ‘bip-bop’ scund) ‘

Mol tuming an call waiting will disable call forwarding when your line is busy.

[ & Simultaneaus Ring © When oy work fngs. also fng: (sslecta number) [ Send ALL my calls 1o {select a number) [ Ring Remindsr

L Kt siaed)/So o When my line is busy, send my calls o My Volcemall

Coll Wi Wiven | dorit answer. send my calls to My Voicemail after |3 v | nngs
-4 alting @ Let me know when ancther call is conung in (via my display o 3 'bip-bop’ sound) —
When my phone line ¢an't be reached (6., the service is down), send my calls to 0425 748 522
Mote: turning on cail waiing will disaible call foewasding when your line i busy
( Simultaneous Ring Whien my work phors rin

Qg Call Transfer Recall () When | transfer a call, retum it to me if it's not answered after 4 v | rings oo . ¥ L

Qg Cal Transter Rocall (3 When | transfer a cal,retum it to me ifits not answered after 4 v | rings |

But don't fing

!C‘"W'WHU @ Let me know when another eall is eoming in (via my display or a ‘bip-bop’ sound)

Note: arning on call waiting will isable call Iorwarding when yous e is busy.

@ Coll Transfer Recall

(1 When | transfer a call, retum il fo me if i's nol answered after (4 v | nngs
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3.6 How to set up Call Waiting
From the ‘User Management’ tab:

1. Select the user you wish to make the change to by
clicking on a particular user’s first or last name

2. Then navigate to the ‘Incoming calls’ section and check
the box ‘Let me know when another call is coming in....’

3. Once complete, scroll to the bottom of the page and click
on ‘Save All Changes’

Note: Turning on call waiting will disable call forwarding
when your line is busy.

&% Incoming Calls

| ae Forward or divert calls, or
% send to Voicemail
[} Send ALL my calls to {select a number) (| Ring Reminder

When my line is busy, send my calls 1o My Volcemall
When | don'l answer. send my calls to My Voicemail after 3+ rings
When my phone line ean't ba reached (e.0. the service is down). send my calls 1o 0425 748 522

u:f siimulmnmlﬂﬁmg o w

35‘" Waiting @ Let me know when another call is coming in (via my display or a "bip-bop’ sound)

Note: furming on call warting wil gisable call rwarding when yous ine is busy.

Q2 Coll Transfer Racall ) When 1 transfer a call. retum il fo me if i's ot answered after[4_ ) nings

3.7 How to set up Call Transfer Recall
From the ‘User Management’ tab:

1. Select the user you wish to make the change to by
clicking on a particular user’s first or last name

2. Navigate to the ‘Incoming calls’ section and check the
box ‘When | transfer a call.....’

3. Select the number of unanswered rings you'd like made
before the call is returned to you

4. Once complete, scroll to the bottom of the page and click
on ‘Save All Changes’

User Management

QS Incoming Calls

| e Forward or divert calls, or
% send to Voicemail

(1 Sendt ALL my calls to (selecta number) (1 Ring Reminder

When my line is busy, send my calls 1o My Volcemall
Wihen | dorit answer. send my calls to My Voicamail after (3 v nngs
When my phone line ¢an't be reached (¢ . the serviee is down), send my ealls o (1425 748 522

(o @ Simultaneous Ring 1 Whin my work phono rings, also ing (select a numbes
But don't ring F ' al

 Con Waiting

@2 Call Transfer Recall ) When | transfer a call. retum it to me if it's net answered after (4 v | ings

3.8 How to Hide a number
From the ‘User Management’ tab:

1. Select the user you wish to make the change to by
clicking on a particular user’s first or last name

2. Navigate to the ‘Outgoing Calls’ section and check the
box ‘Don’t display my phone number.....°

3. Once complete, scroll to the bottom of the page and click
on ‘Save All Changes’

Q2 Qutgoing Calls

o Hide my Number @ Dt display my phone number when | make extermal calls
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3.9 How to view other devices a service appears on
From the ‘User Management’ tab:

1. Select the user you wish to make the change to by
clicking on a particular user’s first or last name

2. Navigate to the ‘Other Devices My Number Appears On’

3. Tonavigate to an alternate device simple click on the
picture of the device

4. Once complete, scroll to the bottom of the page and click

on ‘Save All Changes’

(" Other Devices My Number Appears On

- 0377797135 Endor 0377797135 Endor 0377797135 Endor
— | cisco sPa 5026 YealinkT48 Q Linksys SPA-2102 DMS
e

0377797135 Endor 0377797135 Endor 0377747135 Endor

Linksys SPA-8000 DMS -l Panasonic TGP500 DMS

=
0377797135 Endor 377797135 Endor
Polycom VVX 1500 V4 DMS Yealinkl42

3.10 How to Swap Phone Numbers among users

Linksys SPA-8000 DMS

From the ‘User Management’ tab:

1. Scroll to the bottom of the page and click on the
‘Swap Phone Numbers’ button

" BUSIHESS SITES [ USER WARAGEWCNT | DEVICE MANAGEMENT || ENTERPRISE DIRECTORY ||| AOMINISTRATIVE SETTINGS |

numbar 8 s ¢ Dewes  Geumasm -

ORI shyuasarunei iy oy # Rave anancs
P —, PO T o— JB oo
| 1 < ! | I gy
van |50k BT | LR CallConductor Tost
(T w300 ONTITRTHE |Ludmia Sertn@eam mtszasom & oo Ao
oS Faveres oy m—

User Management

2. After clicking this button, you will be presented with a
pop up box that enables you to select the site where you
wish to swap phone numbers between users

3. You can then select the 2 users whose phone numbers
you wish to swap

Swap Phone Numbers bl

Swap two phone numbers. This will exchange phone numbers between two users.
Site Rebel Alliance

Select the first user to swap

First Name Last Name Number Select %
Luke T48 Skywalker (03) 77797118 @)
Obi-wan T42 Kenobob (03) 77797115 =]
Han Solo (03) 77797117 2]
Ludmila v.3.00 (03) 77797116 D

Cancel

You can then select he first user whose phone number you
wish to swap, along with the second user

4. After making your selections, click on the Save button
to retain your changes

Swap two phone numbers. This will exchange phone numbers between two users.
Site Rebel Alliance

Select the first user to swap

First Name Last Name Number Select %

Luke T48 Skywalker (03} 77797118 v

Select the second user to swap

“*

First Name Last Name Number Select

Obi-wan T42 Kenobob (03) 77797115 v

Click "Save" to complete the swap. This action is immediate when you press "Save”
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4.0 About the Device Management screen

From the ‘Device Management’ screen you can view all your
T-Biz Voice devices — this view provides you with information
relating to the model number, the associated Device ID,

MAC Address, which service the device is allocated to and

at which site your device is located. Through this screen

you will also have the ability to add or swap devices.

This example indicates that this customer has thirty-four
devices connected across three sites

BUSINESS SITES | USERMANAGEMENT || 0EVICE MANAGEMENT | ENTERPRISE DIRECTORY | ADMINISTRATIVE SETTINGS |
sews [ Sotact Site ¥ Sesrn 30 Fur [y o Semch
Device. [ - Device 1D +  MACAdkess s AlbcaledTo s BusiessSie
M rocme [FeT——— Etumol
= lomospasia  emrrrnasen | ool
W] ranasoncToPs0D :mmmn_uv ‘mm
P rocnm s e Eosoret
p -] enew razg awarrrerras o | e
) B vasten Ta00 laosmmeniss 0 | I emonor
! [Vasien 486 e | nsorept
B s s jre— e
= s mans o wnnnnn | o
% Lo armnmu onnnnn [
To L sPA000 arrrorias_1e BRI Endorest
= -l:wanHPH?w ‘-cl:-'»ms -:aesnnmw 0377767135 Endor ‘Emdhnl
= lomospasia marrenizs T -
BB e ayTToTizs 02 Balacte Erore
e ' pEETrE s
! [ wrmenar | Gaiacse 127 Empre |atecs e
5 lcmasparz warTTeTi LTI e — -
ﬁ Cospasis  asvrmmTiae 0y Balacte Emore
W] reresoncTors0  aoarIToTize 02 Gaicts Emory.
=i ‘P.M:»M?GP&W .ummsmn.uz | | ‘wame-wv
= [Unsateasn wsonis | e "
1™ Cioseasia  looarmreTas | Gaiscte Emore
=2 ewear oz s | I asen emone
W] PaasoncToPsie  aowreTiis. Luki T4 Shywalber Rebel Allance
B e warmmarioa ot Rebel Aliance
’ [ asymene | (Ooiwan Ta2 Kancood Recws Atiance
A Poycom WX 1500 @ONITISTH18. 03 Robel Allance
B evenn T HanSolo obel Allanc
! Pelycam WX 1500 0ITTTETIT_01 Recel Allante
E lomospasize e | Rece Anancs
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4.1 How to Change the name of a device

From the ‘Device Management’ tab:

1. Select the device you wish to make the change to by
clicking on the image of the device

2. Click ‘Edit Station Name’and enter the name you wish
to appear

3. Click ‘Save’to return to the previous screen

Change Station Name

Station Name [Wayne Howorh
Leave this blank o use the defaull which is the name of the owner of the phona.

(o Y e




Device Management

Introduction 4.2 How to edit line keys 5 To add‘a number to speed dial for the selected line key,
select ‘speed dial’ from the drop down box

From the ‘Device Management’ tab:

About your Main Business Number

Enter the phone number and name in the space provided

1. Select the device you wish to make the change to by

Smarter Call Management clicking on the image of the device 7. Click ‘Save’to return to the previous screen
2. Navigate to the ‘Edit Line Kevs’ section
Log In Screen g Y Seluct Line Key to Edit Linckey8 |
3. Click on‘Show/hide unused Line keys’ Soloct Action for Linokey - (Spasd Dl v]
Business Sites e CEavE e empty
4. Click on ‘edit’ next to the line key you wish to edit Mo Stk Mo S B3 i Dy b A S
Speed Dial: Speed Dial lets you call a number by pressing cne button on yeur phone.
User Management £ Visual Device Manager for Yealink T2 Selact Line to use for Speed Dlal  [03///3/13 Endor - (03) 113 1135
Soloct which of the lines on this phone to use to make outgeing calls to this Speed Dial.
Device Management EEEEF - Fote Number il |
NS Ton S el e v T m o when you invoke this key on your device
) = ext to Display an Phone ==
40 AbOUt the DeV|Ce Management SCFeeﬂ ? = Ll s s:'w “will appear on The phane for this Line Key When the action above is "Phone
Line", you can leave this blank to use the default seftings.
4.1 How to Change the name of a device [T conca
[FF] Edit Line Keys —
4.2 How to edit line keys : -
This example indicates that a phone number was
4.3 Hot to reset a device successfully added to a line key.
4.4 How to retrieve device credentials Linekey Linekey tabel Feature Details
Linekey 1 ITITenis Phone Line 0377797135 - 0377797135 Endor Ede
4.5 How to delete a device ek =
Linckey 4 £t
4.6 How to change a device S 2
Linekey 7 Ean
1 Linekey 8 Wayne 5 Dial 0400111222 | Ean
4.7 How to add a device i - e 1 =
Linekey 10 can
4.8 How to swap devices oSt o
Linekey Linekey label Feature Details 7 o3
. Linekey 1 \ITTTST35 Phore Line Q3TTTSTA35 - DIFTTSTA35 Endor sa Lwhay ‘: =
4.9 Hot to set up Instant Hotline Lnskey 2 it b ¢ “
Linekey 3 s ukcay 1% -
. . R Linekey 4 Ear
4.10 How to View Device Credentials Uk & o
Across All Sites o = 8. Once you have finished making the appropriate changes,
iy E=D click on ‘Save Changes’
Enterprise Director Linekey 10 . . .
P y il o 9. Next, you will be prompted to click ‘Save’again, and your
Administrative Settings tirkey - device will restart - this is required for the changes you
Linekey 16 have just made to take effect
Frequently Asked Questions e L T

Do you wish to save these changes to the system now? Changes will not appear on the device until you reset the device.

[# Reset device?

==
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4.3 How to reset a device
From the ‘Device Management’ tab:

1. Select the device you wish to make the change to by
clicking on the image of the device

2. Navigate to the ‘Reset Device’section and click on
‘Reset Device’

3. Apop up box will appear and you will be prompted
to click the ‘Reset’ button

[IF] Reset Device

Resetting your device will update the device with the latest settings. On some devices this may cause a
1eboot which may take a few minutes.

Device Management

4.5 How to delete a device
From the ‘Device Management’ tab:

1. Select the device you wish to make the change to by
clicking on the image of the device

2. Navigate to the ‘Delete Device’ section and click
‘Delete Device’

3. You will be asked to confirm your decision to delete the
device - to do this, click on ‘Delete’

| This will delete this device from your site. The physical device will cease working along with all lines.
associated with it. Note that this action has no effect on any repayments you may owe for the device.

4.4 How to retrieve device credentials

From the ‘Device Management’ tab:

N

Select the device you wish to make the change to by
clicking on the image of the device

2. Navigate to the ‘Device Credentials’ section and click
‘Retrieve’
3. You will be presented with the Username and Password

for the device you have selected

[ Device Credentials

Retrieve |

Example of device credentials

[} Device Credentials

Device Usermame sarssasTETER
Device Password BASITIBMARE MY

4.6 How to change a device
From the ‘Device Management’ tab:

1. Select the device you wish to make the change to by
clicking on the image of the device

2. Navigate to the ‘Change Device section and click
‘Change Device

3¢ Change Device

Change Device Use this if you are replacing this device with a new device of a different type.

Select the new device from the dropdown box

Check the box to confirm you wish to replace the
existing device

5. Click ‘Change’

6. Click ‘Close’to return to the previous screen

Change Device X

If you wish 1o replaca this davica with a new devica, select the type of device below and click the Change button.
A best attempt will be made to transfer the settings on the old device to the new device but some features might be lost.

Device Type * _Eenlink 148G o

‘E Ecm—u this hex to confim that you want to replace this device *
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4.7 How to add a device

From the ‘Device Management’ tab:

1. Navigate to the bottom of the screen
2. Click on‘Add Device’

3. Select the appropriate site and device from the
drop down box

4. Select the ‘Allocate to User’ radio button

Select the user from the ‘Allocate Device To’ drop
down list. If you don't want to allocate the device to any
particular user, select the ‘No User Allocated’ radio
button

6. Click ‘Save’
Add Device

Add a new device to a group. If you have acquired a new physical device and wish te add it to
your group, de it here. Once added, you can allocate this device te a user or share lines onto
it

Select Site * Rebel Alliance v
Device Type * Yealink T48G v

Allocate Device * -
) No User Allocated
® Allocate to User

Allocate Device To | Obi-wan T42 Kenobob (0377797116) v |

This selected user will be allocated to the first or primary
line on the device.

S e

Device Management

You will be allocated a username and password (see
example).

7. Click on Close to return to the previous screen

Add Device X

The requested Yealink T43G has been added to the site and has been assigned device name
d0377797116_04.

In order for the device to be used, you will need to factory reset the phone and then enter the
usemame and password presented below after the phene reboots and requests them. In order
to factory reset the phone. you will have to camy out the following steps...

Usermame: 606534530261

Password: 1561541609966899

These credentials can be retrieved later by going to "DEVICE MANAGEMENT", selecting the
device in question and then clicking the "SHOW CREDENTIALS" button
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Introduction 4.8 How to swap devices 4.9 How to set up Instant Hotline

From the ‘Device Management’ tab: From the ‘Device Management’ tab:
About your Main Business Number ) i ) ) )

1. Navigate to the bottom of the screen and click on 1. Navigate to the device you want to add an Instant Hotline
Smarter Call Management ‘Swap Devices. number to.

2. Select the appropriate site from the drop down list then Note you can only add an Instant Hotline to an Integrated

Log In Screen the device you wish to swap by selecting the radio button  Access Device (IAD), also known as an Analogue Telephone

Business Sites next to the chosen device Adaptor (ATA)
3. You will be shown a list of eligible devices with which to B cwosorsuc armarnis o Rebel Alance
User Management make the swap. Do this, and select the radio button next [ P — [A—
Device Management to the appropriate device "f”'"’"“—"‘ i """"”‘““
4. ClICk ‘Save’ ; Linksys SPA-8000 d0377797116_06 AT Rebel Alliance
4.0 About the Device Management screen )
Swap Devices X

4.1 How to Chaﬂge the name of a device Swap two devices This will swap all services and features between the two devices. Any
features from one device not supported on the new device will be removed (eg Speed Dial is
only available on some phones)

Select Site ™ Rebel Alliance v

Select the first device to swap

4.2 How to edit line keys

4.3 Hot to reset a device

4.4 How to retrieve device credentials Device Model Device Name = MAC Address Allocated To select & |

; YealinkT42G 0377797115 Luke T48 Skywalker [ | ‘

Select the second device to swap

4.5 How to delete a device

4.6 How to change a device

the handset.

Luke T48 Skywalker - (03) 7778 7118 v||
f 2 USEPE e already appears 1160 many 1ocaian have reached their maximum number
of Shared Call Appearances and will not appesa

Frequently Asked Questions

Select Line to add to device

‘Yealink T48G d0377797117_05 ®

s, they
i on this list

Cisco SPA 525G | d0D377797118 Ludmila v.3.0.0 o Enter Number to Dial

Device Model Device Name MAC Address Allocated To Select & . . s .
4.7 How to add a device e 3. Select ‘Hotline’ from the dropdown list
Wi oo Rl , ‘Select Action for Port’
4.8 How to swap devices Coi-wan T42 i ) o )
P L e RO e Kenooan o 4. Select the line that the Instant Hotline is to be assigned
4.9 Hot to set up Instant Hotline A Polyeom VWK | a7 146 03 ® to
1500 -
4.10 How to View Device Credentials ! e e e . Enter the phone number that is to be dialled instantly
Across All Sites ok )
# ?;L);:omwx 4037770711701 . 6. Click ‘Save
Enterprise Directory ﬁ :
Cisco SPAS02G |d0377797117_02 (&}
Select Portto Edit Port1 v
Administrative Settings @ (Cicospaizz |a0aTT7aTIIT_03 ARAAABESSEAN @ Select Action for Port I
S Linksys SPA-2102|d0377797117_04 E111:11:11:11:11 (@] murm'“::"::mﬂ:MMdM;’tThm td‘!:ﬂ“‘li"'?-_ up

Cancel
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7. Click ‘Save Changes’

Part Line/Service
Port 1 Hotine. Dral (397001122 from 0377797118 Ext. 201 - Luke T48 Skywalker o
Fort 2 o

Clicking "'Save Changes"” will save your settings to your device configuration. These changes will not
| take effect until your device is reset or
Clicking Changes" will | ade on this page i

8. Ensure the ‘Reset device? box is checked
9. Click ‘Save’

Save Changed

Do you wish to save these changes to the system now? Changes will onthe device.

¥ Reset device?

Device Management

4.10 How to View Device Credentials Across All Sites

After you log in, a technician, under your direct supervision,
can bring up a summary of the credentials for all devices
across all sites. The device credentials are presented on a per
device basis: a single click summary to provide details for all
devices across all sites. These credentials are required to
configure and register online (or commission) your phone
service to make calls.

& DOT (Digital Office Technologies)”  CallConductor” J

j conTTTeTIe o ot Emore
A Pobmom X 1500 GOITTTETIE 02 Galactic Empre
& o TS 1222222 Galct Empie
H Coo 594 5256 TTTeTIa 0 Goloct ke
A T GFEQITTISTIZN 180.00,60,00:00.00 Galactis Empre
— e
e

Device Summary

Retrieve device summary for a site including all device credentials required for site installation
Site  Rebel Alliance

Device Model Device ID MAC Address. Device Username  Dévice Password

-
‘ Linksys SPA-9000 |d0377787115  AE:CC:CC:CC:CC:CC

d03TTTATIT 043042800440 4350842550085010

d0ITTTITNT_O01 03TTTOTNTO2 350351042340300%

40377707118_01 174350027981 @407582027383221

.l Panasanic TGPS00 | d0377707118_02 780885208881 0382252880072220
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5.0 About the Enterprise Directory screen

5.1 How to add a new contact to your
Enterprise Directory

5.2 How to export contact from your
Enterprise Directory

5.3 How to import contacts to your
Enterprise Directory
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Enterprise Directory

5.0 About the Enterprise Directory screen

From the ‘Enterprise Directory’ screen you can view all your
contacts on supported handsets, including their names and
phone numbers. You can also add a new contact, export and
import your contact list (csv file)

This example indicates that there are four contacts in the
Enterprise Directory.

3. Click ‘Save’

Create New Contact

Contacts in the Enterprise directory are visible on supported handsets. Create a new contact
below:

Contact Name * Milano Livera
Phone Number * |03354900m
[ ez

[Fna Passe: | Type to Search
Hame + Phone Number
Dawn Cheong |Ba001 11222
Kuan viong 287008677
Samantha Seci 039600446566
Wayme Howorn 0397001122

Add New Contact | Export Contacts | import Contacts | Downkoad Template

©Tesen 2018 - v3.00

5.1 How to add a new contact to your Enterprise
Directory

From the ‘Enterprise Directory’ tab:
1. Click on‘Add New Contact’

ESS SITES || USER MANAGEMENT |  DEVICE MANAGEMENT | CNTCRPRISC DIRECTORY || ADMINISTRATIVE SETTINGS

oz paspe | Type to Search
g . Phons: Numbor

Dann Cheang osor1zz
Kuan Wong 0207006677
‘Samantha Sec 1038900445568
Wayna Howartn |oawT0n122

o ewConact | Ceport Contacts | mport Contacts | Dewioad Tempite
e

2. Type the contact name and phone number
(without spaces)

5.2 How to export contacts from your
Enterprise Directory

From the ‘Enterprise Directory’ tab:
1. Click ‘Export Contacts’.
2. ACSVfile will automatically generate

° Phione Humber +
0400111222
027006677

0396430011

oaveonsssses

0397001122
A Hew Contact | Expor Contacta| gt Gontacts
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5.3 How to import contacts to your
Enterprise Directory

From the ‘Enterprise Directory’ tab:

1. Click ‘Import Contacts’

[ EnTERPRISE DIRECTORY | FADMINISTRATIVE SETTINGS |

Fhane Number °

Dawn Choomg B ~ oamoiiiz

[Kuan wong 0287006677
Enum Livers, 0368460041

[samantha Soct 039800445560

[ ayme Moo 0307001122

Downioad Tamplate

Aad Hew Contact | Export Contacts | mport Contacts

2. Choose afile to import into the Enterprise Directory
by clicking ‘Choose File’

3. You will then be prompted to either replace the chosen
file with all existing contacts (delete existing contacts in
your Enterprise Directory) or add to existing contacts

Enterprise Directory

4. Once you have made your selection, click ‘Import’

Import Contacts X

Contacts in the Enterprise directory are visible on supported handsets.

This function allows you to upload a CSV (Comma Separated Values) file into the contacts
directory.

You can downlead your current contacts list as a CSVY from the previous page or you can
download a template to which you can add your contacts.

The first line of the first is assumed to centain the headers and subsequent lines are assumed
to contain a name and a number separated by a comma.

If a name contains double quotes (") or commas (,) then the whole name must be surrounded
by double quotes and the double quotes which are part of the name must be doubled up. eg
Smith, John should be entered as "Smith, John" and The "Boss” should be entered as "The
Slashes and backslashes are not permitted in names.

We suggest that you do NOT use Microsoft Excel to edit these files as Excel will remove any
leading zere from phene numbers.

Choose File To Upload Choose File | No file chosen
How would you like to upload your contacts? *

‘2 Delete all current contacts and replace with contents of
[

this file.
& Leave current contacts and add contacts from this file.
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6.0 About the Administrative Settings screen

6.1 How to add an administrator
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Administrative Settings

6.0 About the Administrative Settings screen

From the ‘Administrative Settings’ screen you can view
all Administrators across your T-Biz Voice sites. As an
Administrator, you will have access to add additional
administrators.

This example indicates that there are six Administrators

FGUSIESS STES | USER WANAGEUENT | DEVICE WANAGEWENT | ENTERPRISE DIRECTORY! | nowmrs e scrimas ||
[iesren Aamegtatars [Type to Search

Hame . Usermame . Pussinuss Site .
EntAdmin CCTesEnt CCTesmntt T ‘
Acmial aupar G Tessirp1 @aigaaiousness ccescmt
Teady Bear Teami@anausingss CoTencmi |
APal HiIIHIE000A g giabusiness GCTesGpt
I  cCTesspagaiptaibusiness Tceresamz 1

CCTesomagaiotlbusness coTencmd

6.1 How to add an administrator
From the ‘Administrator Settings’ tab:
1. Click‘Add Group Administrator’

i |Mlm[ ADMINISTRATIVE SETTINGS l
earen ameratons| Typa to Search
Harme . Usermame . [e—
[EntAdmin CCTestEnt CCTesnt lemeprsanamn |
Admiral Axoar CCTestrmigaipibusness \ccTesims
Taaay Bear Tesorgaimmusiness lccTestomy I
Pl MK B9030A Gy tausine s |CCTesttp
I eeTesmapagaiptibusiness lccTestom il
CCTewGmIgapmaIbusness CCTestom)

2. Choose the site youd like the Administrator to have
access to

Choose a login ID
Enter their first name and surname

3
4
5. Give them a password
6

Click ‘Save’
Enter details below to create a new Site Administrator
Choose Site * __Rebel Alliance v
Administrator Login ID * Richardw @digitalbusiness
First Name * Richard
Surname * White

New Password* ...

Confirm password * I ........ |

F
| Save 'Cam:el
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Frequently Asked Questions

Main Business Number

What number does the Main Business Number forward
calls to when first activated?

The T-Biz Voice Core phone number. You can change the
forwarding number using the Call Conductor application.

Does Main Business Number have Voicemail?
No. The Call Conductor application facilitates simple direct
forwarding to the voicemail of a selected phone line.

Scheduling Business Hours and
After Hours/Holiday Schedule

What is the default Business Hours’ time schedule?
8am to 6pm, 7 days per week. Using Call Conductor,
you can customise the Business Hours schedule to fit
your business’ needs.

What is the default Holiday Schedule?

Holidays Schedules are not preconfigured. Using Call
Conductor, you can customise the After Hours or Holiday
schedule to fit your business’ needs.

What Time Scheduling options are supported
by Call Conductor?
Any number of time windows selected by Day of Week.

What Holiday options are supported by Call Conductor?
Any number of holiday events, of one or more whole days,
either once off, or annually recurring.

Call Conductor

How do you save changes?

In most screens, each setting is saved when entered,
without the explicit save action. A blue tick will flash beside
the field to indicate it is saved.

Virtual Receptionist & Hunt Group

Are there separate Virtual Receptionist menus available
for Business Hours and After Hours/Holiday Schedules?
Yes. You can configure these using Call Conductor.

Are there separate Hunt Groups available for Business
Hours and After Hours/Holiday Schedule?

No. Only one instance of Hunt Group is available for each
T-Biz Voice site.

Can mobiles and PSTN lines be part of a Hunt Group?

No. Only T-Biz Voice phone services can be used in a Hunt
Group. If all the Hunt Group Members are Busy or Not
Answering, the calls can be forwarded to any phone number,
including PSTN and Mobiles. Additional forwarding charges
may apply if the numbers are outside the T-Biz Voice account.

Can T-Biz Voice analogue phones be used in a Hunt Group?
Yes. It doesn't matter what type of phone is used, as long as
itis a T-Biz Voice phone service.

Why can’t customers request access to Virtual Reception
or Hunt Group in Call Conductor?

These are optional features and can be purchased by
calling sales on 13 2000. Also please remember to say
“T-Biz Voice” when prompted, so you are sent to the correct
Telstra representative to answer your call.
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