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Welcome
Welcome to your iiNet BizPhone service!

Inside this guide you will find information on how to use and configure the features and services on
offer. If you have any issues using your BizPhone service, please give our friendly Business Support
Team a call on 13 86 89 and we’ll be happy to help.

This guide covers both BizPhone Handset User plans (including Standard, Cordless, Premium and
SoftPhone plans) as well as BizPhone Line (ATA) plans.

As our product will continue to be upgraded with enhancements and new features, please ensure
you check the online version of this guide at your BizPhone Online Portal
(https://www.iihelp.iinet.net.au/BizPhone Support Resources) to get the most up-to-date
information.

You can also find How To video guides for a range of core BizPhone features at
http://www.bizphone.net.au/howtovideos.
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BizPhone Frontier Feature Configuration

iiNet BizPhone has many configurable features allowing you to customise your phone to suit you
best.

BizPhone Administrator
The Administrator will have access to the Frontier Admin portal to set or modify the BizPhone
phone system and end user configuration options, such as:

e  Group Level configuration options

e Configuration of any existing phone/user settings (Call Forward, Do Not Disturb, etc)

The username and password for the Administrator account is emailed to your account contact
along with the Service Completion Advice.

Log in to the Portal
To log in to the BizPhone Frontier Admin portal go to https://frontier.iinet.net.au/s/login via your
web browser, where the following will be displayed:

nnec

Login

Usemame: * | |

Password: * | |

Login

Forgot your password? Click here to reset

Copyright ® 2016 iiMet Limited {ABM 48 068 628 537). All rights reserved Website terms of use iinet.net. awbusiness

Enter the BizPhone Admin’s username and password.
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BizPhone Frontier Admin Portal
Once you log in to the Frontier portal, the below page (Main page) will appear.

Kevin Clark ~

vPBX Music on Hold

Schedule And Events

Advanced Features

Global Address Book

BizPhone Admin

Service 9001194
vPBX

Phone System

BizPhone Hunt Group
UAT_TEST2
HG122298@bizphone.inetnetau

Users

BizPhone User

UAT_TEST2
U122301@bizphone.iinetnetau
Adrian Chiali

BizPhone User

6893302
U123274@bizphone.iinetnetau
Jeff Smith

£

£

=

BizPhone Auto Attendant
UAT_TEST2
AA122299@bizphone.iinetnetau

BizPhone User

UAT_TEST2
U122302@bizphone.iinetnetau
Kevin Clark

=4

ey

BizPhone Queue
UAT_TESTZ2
Q122300@bizphone.inet.netau

BizPhone User

9893302

U12327 3@bizphone.iinetnetau
Mark Smith

£

£

For details on how to use and configure each of the BizPhone features, please refer to the relevant
sections of this document.

Page|6



Public

Basic User Features

The Basic User Features (per user) are available across all handsets. They are configurable from the
Frontier Admin portal. Alternatively, some of these features are configurable via the user handsets

as well.

To access the Basic User Features, go to the users section under BizPhone Admin (bottom part of
the screen) and click on the & icon for each user that you wish to configure.

For example, in the below screen there are 4 users that you can configure.

iinet ‘ Frontier Kevin Clark ~

oomnect better

vPBX Music on Held

Schedule And Events

Advanced Features

Global Address Book

BizPhone Admin

Service 9001194
vPBX

Phone System

BizPhone Queue Ko
UAT_TESTZ2
Q122300@bizphone.iinetnetau

BizPhone Auto Attendant £y
UAT_TESTZ2
AA122299@bizphone jinetnet.au

BizPhone Hunt Group £y
UAT_TESTZ2
HG122298@bizphone.jinetnet.au

Users

BizPhone User g BizPhone User o« BizPhone User [y

UAT_TESTZ
U122301@bizphone.iinet.netau
Adrian Chiali

BizPhone User

0893302
U123274@bizphone.iinetnetau
Jeff Smith

[E

UAT_TESTZ
U122302@bizphone.iinet.netau
Kevin Clark

9893302
U123273@bizphone.iinet.netau
Mark Smith
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Once you click the @ icon next to the BizPhone user, the Basic User Features page below will

appear (for BizPhone Handset Users).

inet | Frontier

vPBX Music on Hold

vPBX Configure Pilot Number

BizP'hone User

UAT_TESTZ

V127202 @bizphone jinet net au
Kevin Clark

Service U122302@bizphone jinetnetau (Connecling 0252801010 to vPBX 0001104
BizPhone User {null for Kevin Clark)

Basic User Features
Call Forward:

No Angwer:

Mot Reachabile:

Call Waiting;:

FWay Confersnce Call:

Call Transfer:

Calling Number Display -
Incoming:

Calling Mumber Display -
Ourigoing:

Barming:

|

Mebile:

International:

Long Distance:

Anonymous Call Rejection:

Automatic Callback:

Diox Mot Diisturb:

Dior Mot Disturb Reminder:

. - —

If the user has a BizPhone Line (ATA) plan, the below Basic User Features page will appear. It has

fewer menu items (Features) compared to a BizPhone Handset User.
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Ol

vPEX Music on Hold u

vPBX Configure Pilot Humber '

BarPhors Lser

WAT TEST2
20 ata s By
i Clary

Savwite L Z2300 Phipbasng inet nat by {Connsasng DOAZE0N0 10w WPEX B00 104)
(B Raereh b | ol o Foarwien i)

HiE A b »
Bawy -
e »
ht R achabig »
LalViaarg B ]

ity Cosdecance Call

Lol Tearplesr
Ry -
= -
Exmrg:
Wit »
(= Lt il
Long Datanca: »

el

Notes:

- The extension of the user is the last 5 digits of their full geographical phone number. For
any extension starting with “000”, the system will automatically replace the first or the
leading digit of the extension with “1”. For example, if the extension is 000xx, it will
become 100xx. For internal use, users need to ring 100xx to reach the users.

- The phone number of each user is displayed next to the Service details of the Basic User
Features page.

To return to the main page without changes, click on the ¥ icon located at the top right of each
BizPhone User page.

To configure each of the Basic User Features, refer to the relevant sections.

Page|9

Public



Public

Call Forward No Answer

Call Forward No Answer forwards incoming calls to a particular phone number if the user does not
answer the call in a specific time period. The user can also forward calls to their Voice Mail if they
wish.

Note: If Call Waiting is on and a call is waiting, it will be redirected after that time period.

How do you use it?
By changing the user’s settings in Frontier, your preference will then be applied to all
future calls.

Default setting: Off

How to set in Frontier:
o Change the status next to Call Forward “No Answer” to active by clicking on
® orinactive by clicking on™® |f the status is set to active, you need to

enter a valid 10-digit phone or mobile number to forward all calls to.
Alternatively, you can also forward calls to the Voice Mail by entering *55 in
front of the 10-digit phone number or in front of the extension.
The system default number of rings before a call is forward to a voice mail is 3
rings (18-20 seconds).

o (lick “Update” at the bottom of the screen to save the changes.

How to override on handset:
e To de-activate the Call Forward No Answer feature, lift the handset and dial
*93,
Or you can also use the handset menu to de-activate this feature:
DECT Handset: OK -> Call Features -> Call Forward -> OK -> Disabled -> Save.
Other Handsets: Menu -> Call Control -> Call Forward -> No Answer -> Disabled -> Save.

e To activate, lift the handset and dial *92 and enter the phone number to
forward the calls to.
Or you can also use the handset menu to activate this feature:
DECT Handset: OK -> Call Features -> Call Forward -> OK -> Enabled (enter the number to
forward calls to under Target) -> Save.
Other Handsets: Menu -> Call Control -> Call Forward -> No Answer -> Enabled (enter the
number to forward calls to) -> Save.

Call Forward Busy

Call Forward Busy forwards incoming calls to a particular phone number if the user is on a call. The
user can also forward the calls to their Voice Mail if they wish.

Note: Call Waiting override Call Forward Busy.

How do you use it?

By changing the user’s settings in Frontier, your preference will then be applied to all

future calls.

Default setting: Off
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How to set in Frontier:

e Change the status next to Call Forward ”Busy” to active by clickingon ™ or
inactive by clicking on "® f the status is set to active, you need to enter a
valid 10-digit phone or mobile number to forward all calls to.
Alternatively, you can also forward calls to the Voice Mail by entering *55 in
front of the 10-digit phone number or in front of the extension.
The system default number of rings before a call is forwarded to a voice mail is
3 rings (18-20 seconds).

e C(lick “Update” at the bottom of the screen to save the changes.

How to override on handset:

e To de-activate the Call Forward Busy feature, lift the handset and dial *91.
Or you can also use the handset menu to de-activate this feature:
DECT Handset: OK = Call Features - Call Forward —> OK - Disabled - Save.
Other Handsets: Menu —> Call Control > Call Forward - Busy —> Disabled —> Save.

e To activate, lift the handset and dial *90 and enter the phone number to
forward the calls to.
Or you can also use the handset menu to activate this feature:
DECT Handset: OK = Call Features = Call Forward - OK = Enabled (enter the number to
forward calls to under Target) -> Save.
Other Handsets: Menu —> Call Control - Call Forward -> Busy - Enabled (enter the number
to forward calls to) - Save.

Call Forward Immediate (Always)
Call Forward Immediate forwards all incoming calls to a particular phone number. The user can also
forward the calls to their Voice Mail if they wish.

How do you use it?
By changing the user’s setting in Frontier, your preference will then be applied to all
future calls.

Default setting: Off

How to set in Frontier:

e Change the status next to Call Forward “Immediate” to active by clickingon ™
or inactive by clicking on™® _|f the status is set to active, you need to enter a
valid 10-digit phone or mobile number to forward all calls to.
Alternatively, you can also forward calls to the Voice Mail by entering *55 in
front of the 10-digit phone number or in front of the extension.
The system default number of rings before a call is forwarded to a voice mail is
3 rings (18-20 seconds).

e (lick “Update” at the bottom of the screen to save the changes.

How to override on handset:
e To de-activate the Call Forward Immediate feature, lift the handset and dial *73.
Or you can also use the handset menu to de-activate this feature:
DECT Handset: OK = Call Features = Call Forward - OK - Disabled = Save.
Other Handsets: Menu — Call Control - Call Forward - Always — Disabled -> Save.
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e To activate, lift the handset and dial *72 and enter the phone number to forward all calls to.
Or you can also use the handset menu to activate this feature:

DECT Handset: OK = Call Features - Call Forward - OK = Enabled (enter the number to
forward calls to under Target) - Save.

Other Handsets: Menu —> Call Control - Call Forward - Always - Enabled (enter the
number to forward calls to) = Save.

Page |12
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Call Forward Not Reachable
Call Forward Not Reachable forwards all calls to a different phone number when the user handset is
not accessible. The user can also forward the calls to their Voice Mail if they wish.

How do you use it?
By changing the user’s settings in Frontier, your preference will then be applied to all
future calls.

Default setting: Off

How to set in Frontier:
e Change the status next to Call Forward “Not Reachable” to active by clicking on
® orinactive by clicking on "® |f the status is set to active, you need to

enter a valid 10-digit phone or mobile number to forward all calls to.
Alternatively, you can also forward calls to the Voice Mail by entering *55 in
front of the 10-digit phone number or in front of the extension.
The system default number of rings before a call is forwarded to a voice mail is
3 rings (18-20 seconds).

e (lick “Update” at the bottom of the screen to save the changes.

How to override on handset:
e To de-activate the Call Forward Not Reachable feature, lift the handset and dial
*95,
e To activate, lift the handset and dial *94 and enter the phone number to
forward the calls to.

Call Waiting

Call Waiting is a service that allows the user to be alerted to an incoming call by a faint beep or click
when the user is already talking on the phone. This gives the user the ability to either take that call
by putting the first call on hold or just continue with the conversation that they are currently
having.

How do you use it?
To use Call Waiting, you must already be on a call.

DECT Handset: When a second call comes through, it will appear on the phone screen. Press
“Accept” to speak to the second caller without hanging up the first caller (the first caller will be put
on hold).

To resume the held call, press “Swap”.

T42G (T42S) Handset: When a second call comes through, press the down arrow button and the
answer option will be shown on the LCD screen. You can then press “Answer” to speak to the
second caller without hanging up the first caller (the first caller will be put on hold).

To resume the held call, press the up arrow button and press “Resume”.

T48G (T48S) Handset: When a second call comes through, you will see incoming call on the LCD
screen. Click on the incoming call and click “Answer” to speak to the second caller without hanging
up the first caller (the first caller will be put on hold).

To resume the held call, click the hold call and click “Resume”.
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Default Setting: On

How to set in Frontier:
e Change the status next to Call Waiting to active by clickingon ™ or inactive by
clicking on -
e (lick “Update” at the bottom of the screen to save the changes.

How to override on handset:

To disable the call waiting, lift the handset and dial #43.

Or you can also use the handset menu to de-activate or activate this feature:

DECT Handset: OK = Call Features - Call Waiting — “Disabled” (to de-activate) or “Enabled” (to
activate) - Save.

Other Handsets: Menu —> Features - Call Waiting - “Disabled” (to de-activate) or “Enabled” (to
activate) - Save.

3-Way Conference Call
3-Way Conference Call enables a user to bring a third party into an existing conversation, and allows
the three parties to listen and talk to each other.

How do you use it?
To use the 3-Way Conference Call, you must start on a connected call.

DECT Handset: When you are connected in a call, press “Options” and then select “Conference” key
on the phone and then enter the number of the third party you wish to conference in. Once the call
is answered, press the “Conf” key again to join the parties together.

Other Handsets: Press the “Conf” or “Conference” key on the phone, and then enter the number of
the third party you wish to conference in. Once they answer the call you can speak to them

privately, and then press the “Conf” or “Conference” key again to join all parties together.

Note: If either of the two parties hand up during the call, the call with the other party remains
connected. It the user hangs up, the other two parties will be disconnected.

Default Setting: On (Not configurable)

Call Transfer
Call Transfer allows a user to transfer a connected call to a third party (either internal or any phone
number).

There are two types of transfer: Blind Transfer and Attended Transfer (not available on the DECT
handsets).

An attended transfer allows the user to speak to the third party privately before transferring the call
across.

A blind transfer simply redirects the call to the third party and the hangs up the user.

How do you use it?
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To use Call Transfer, you must start on a connected call.

DECT Handset: To transfer a call, press “Options” and select “Transfer” key on the phone. Then
enter the phone number that you wish to transfer the call to and press the “Transfer” key again.
The call will then be transferred to a third party.

Other Handsets: To transfer a received call, press the “Trans” or “Transfer” button on the phone.
The existing call will be placed on hold, and you will have two options:
1. If you want to make an “Attended” transfer, dial the third party number, speak to the third
party, and press the “Transfer” button again.
2. If you want to make a “Blind” transfer, dial the third party number and press the “Transfer”
button and the call should transfer immediately.

Default Setting: On (Not configurable)
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Calling Number Display — Incoming
Calling Number Display — Incoming allows the user to display or hide the other party’s phone
number when they are calling the user.

Default Setting: On

How to set in Frontier:
e Change the status next to Calling Number Display — Incoming (Caller Number
Display) to active by clicking on ™ or inactive by clicking on"®
e (lick “Update” at the bottom of the screen to save the changes.

Calling Number Display — Outgoing
Calling Number Display allows the user to display or hide their phone number when making an
outbound call.

Default Setting: On

How to set in Frontier:
e (Change the status next to Calling Number Display — Outgoing (Caller Line
Identifier) to active by clicking on ™ or inactive by clicking on"®
o C(lick “Update” at the bottom of the screen to save the changes.

How to override on handset:
e To de-activate, lift the handset and dial *31 and then the user phone number
will be restricted to the other party.
e To activate the Calling Number Display - Outgoing, lift the handset and dial #31.

Override External CLI

Override External CLI allows the user to override their Calling Number Display for outgoing external
calls with a different phone number than his/her own or the pilot number. Note that the override
number can only be another active BizPhone number.

Below are examples to show situations where this feature may be useful:

e Anexternal CLI to be configured on a customer department level (e.g. Finance, HR) or
location/store.

e An external CLI to be configured for users in Hunt Group only, so when the users in the
group return a missed call or make outgoing external calls, the Hunt Group number will
appear as their external CLI.

e A specific user(s) to be exempted from the pilot number. For example, the company director
may not want to display the pilot number as their external CLI.

Default Setting: Off
How to set in Frontier:
e Change the status next to Override External CLI to active by clicking on ™ or inactive by
clicking on -
e Select a phone number from the drop down list. This number will then be displayed as the
CLI when the suer makes an outgoing external call.
o C(lick “Update” at the bottom of the screen to save the changes.
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Call Barring
Call Barring bars certain types of calls (Mobile, International, and Long Distance) from
being made from the user’s phone.

Default Setting: Off

How to set in Frontier:
e Change the status next to the Barring “Mobile” or “International” or “Long
Distance” to active by clickingon ™ or inactive by clicking on -
e (lick “Update” at the bottom of the screen to save the changes.

|//
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Anonymous Call Rejection

Anonymous Call Rejection allows a user to reject incoming calls that do not have Caller ID Display
enabled. By enabling the service, a caller who has their caller ID blocked will have their incoming
call rejected. The caller will hear a message informing them that the user is not accepting
anonymous call at this time. The user’s phone will not ring and the user will not see any indication
of the call.

Note: Anonymous Call Rejection is not available on BizPhone Line (ATA) plan.

How do you use it?
By changing the user’s settings in Frontier, your preference will then be applied to all
future calls.

Default setting: Off

How to set in Frontier:
e Change the status next to Anonymous Call Rejection to active by clicking on
® orinactive by clicking on ™ @
e (lick “Update” at the bottom of the screen to save the changes.

How to override on handset:
e To Activate the Anonymous Call Rejection feature, lift the handset and dial *77.
e To de-activate, lift the handset and dial *87.

Or you can also use the handset menu to activate or de-activate or activate this feature:
DECT Handset: OK = Call Features - Anon. Call Rejection - OK = “Disabled” (to de-
activate) or “Enabled” (to activate) - OK.

Other Handsets: Menu - Call Control = Anonymous Call Rejection - “Off” (to de-activate)
or “On” (to activate) - Save

Automatic Call Back

Automatic Call Back allows the user who receive a busy tone to monitor the busy party and
automatically establish a call when the busy party becomes available.

Note: Automatic Call Back is not available on BizPhone Line (ATA) plan.

How do you use it?

By changing the user’s setting in Frontier, your preference will then be applied to all
future calls. This feature can only be activated when calling within the same group.

Default setting: Off

How to set in Frontier:
e Change the status next to Automatic Call Back to active by clickingon ™ or
inactive by clicking on -
e (lick “Update” at the bottom of the screen to save the changes.
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Do Not Disturb

Do Not Disturb allows the users to set their phone as unavailable so that incoming calls are
treated as if the user is busy.

Note: Do Not Disturb is not available on BizPhone Line (ATA) plan.

How do you use it?
By changing the user’s settings in Frontier, your preference will then be applied to all future calls.

Default setting: Off

How to set in Frontier:
e Change the status next to Do Not Disturb to active by clickingon ™ or inactive
by clicking on"®
o (lick “Update” at the bottom of the screen to save the changes.

How to override on handset:
e To Activate the Do Not Disturb feature, lift the handset and dial *78 or press the
“DND” key on the phone (not available for DECT handsets).
e To de-activate, lift the handset and dial *79.

Do Not Disturb Reminder
Do Not Disturb Reminder plays ring reminder when the call is blocked.

Note: Do Not Disturb Reminder is not available on BizPhone Line (ATA) plan.

How do you use it?
By changing the user’s settings in Frontier, your preference will then be applied for future calls.

Default setting: Off

How to set in Frontier:
e Change the status next to Do Not Disturb Reminder to active by clicking on ™
or inactive by clicking on"®
e Click “Update” at the bottom of the screen to save the changes.

Remote Office
Remote Office allows user to access and use their BizPhone service from any phone number
(home office, mobile phone) that you specified as your Remote Office.

Note: Remote Office is not available on BizPhone Line (ATA) plan.

How do you use it?
By changing the user’s settings in Frontier, your preference will then be applied to all future calls.

Default setting: Off

How to set in Frontier:
e Change the status next to Remote Office to active by clickingon ™ or inactive
by clicking on ™ @
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e Enter the phone number you want to access your BizPhone service from on the
text box next to Remote Office option.
o (lick “Update” at the bottom of the screen to save the changes.

How to override on handset (Not available for DECT handsets):
Menu = Call Control - Remote Office - “Off” (to de-activate) or “On” (to activate) - Save
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Standard Features

The standard features are available on all handsets (unless specified) — these features are
configurable via the Frontier Portal, and some features are also configurable via the handsets.

Note: Not all of the Standard Features are available on BizPhone Line (ATA) plan.

User Details

User Details allows the administrator to manage and modify the user details when required. For
example, when a user leaves the company, the administrator can replace the user details with a new
or other user if the handset is reallocated to a different user.

How do you use it?
By changing the settings in Frontier, the preference will then be applied to all future calls.

Default setting: Un-configured

How to configure in Frontier:
e To access User Details, go to the users section under BizPhone Admin (bottom part of the
main page), click on the & icon for each user that you wish to configure and when the
BizPhone user page appears, click on “User Details” menu on the left.

Note: Below screen capture (User Details page) is for BizPhone Handset Users only. A
BizPhone Line (ATA) user will have less menu on the left because there are fewer features
supported. Please refer to each Features section to see which features are not supported.

BizPhone User &«
UAT_TEST2

U122302@bizphone.iinet_net.au

Kevin Clark

Service U122302@bizphone.iinet.net.au (Connecting 0862801019 to vPBX 9001194)
BizPhone User (Standard Handset for Kevin Clark)

Basic User Details

IUser Details Deinils:
Simultaneous Ring First Name: *
Sequential Ring Last Name: * ok
Call Forwarding Selective
e s
Priority Alert ke lark@staff iinet.net.au
Call Notify e 0411111111
Busy Lamp Field Change Password- &
Speed Dial 8
Receptons tow Passuord [ ]
password:
Replace Handset
: Change P de: O
Basic Call Logs
B Pasode L]
Client Downloads Passcode:
e E—
passcode:
Update

e Enter the user details.

First Name* Enter the first name of the user.
Last Name* Enter the last name of the user.
Email Address* Enter the email address of the user.
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Mobile* Enter the mobile address of the user.
Change Password

Enter a new password for the user’s Frontier user portal (if

New Password :
applicable).

Please retype
new password

Change Passcode

Please enter
Portal Passcode

Retype the password you have just entered.

Enter a new passcode for the user’s voice portal.

Please retype Retype your passcode you have just entered for the user’s voice
new passcode portal.
Notes:

- *in above table indicates mandatory field and cannot be empty.

- The specification for the User Password and Voice Portal Passcode are different. For
User Password, please refer to: User Password specification. For Voice Portal
Passcode, please refer to: Voice Portal Passcode specification.

e Once you have finished entering the user details, click “Update” to save the details you
have just entered or modified for the user.

To return to the main page without changes, click on the # icon located at the top right of each
BizPhone User page.
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Handset and ATA Details
This page displays the User’s handset or ATA device details: Device Name and MAC Address.

To access the Handset/ATA details, go to the users section under BizPhone Admin (bottom part of
the main page), click on the & icon for each user that you wish to display the handset information
for and when the BizPhone user page appears, click on “Handset” menu on the left if you have a
BizPhone Handset User plan or click on “ATA Details” if you have a Line (ATA) plan.

BizPhone User 'S
UAT_TEST2

U122302@bizphone.iinet net_au

Kevin Clark

Service U122302@bizphone.iinet.net.au (Connecting 0862801019 to vPBX 9001194)
BizPhone User (Standard Handset for Kevin Clark)

Handset Details

Device Name: U122302T42G01
Mac Address 00-15-65-96-80-9D

Basic

User Details

Handset

Simultaneous Ring
Sequential Ring

Call Forwarding Selective
Priority Alert

Call Notify

Busy Lamp Field

Speed Dial 8

Receptionist

Voice Mail

Replace Handset
Basic Call Logs
Client Downloads

Below is the BizPhone Line ATA’s Details page:

BizPhone User €
UAT TEST2

U122202@bzphone inet net au

Kevin Clark

Service V122302@0zphone nnet net. au (Connes tng 0852801019 1o vPBX S001154)
BizPhone User (=02 (ATA) for Lime 2)

Device Name U122302T 482G
My Address 00-1565-96-20-50

Note: The Handset/ATA Details go hand-in-hand with the Replace Handset/Replace ATA feature. If
you replace a user’s handset/ATA with a new or replacement handset/ATA, the new or replacement
handset/ATA's details (Device name and MAC Address) will be displayed in this page.

To return to the main page, click on the ® icon located at the top right of each BizPhone User
page.
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Simultaneous Ring

Simultaneous Ring allows incoming calls to ring on multiple phone numbers or extensions in addition
to user’s phone.

Note: Simultaneous Ring is not available on BizPhone Line (ATA) plan.

How do you use it?
By changing the settings in Frontier, the preference will then be applied to all future calls.

Default setting: Un-configured

How to configure in Frontier:

e To access Simultaneous Ring, go to the users section under BizPhone Admin (bottom part
of the main page), click on the & icon for each user that you wish to configure and when
the BizPhone user page appears, click on “Simultaneous Ring” menu on the left.

The Simultaneous Ring is configured in 2 parts:
1. Activate and configure Simultaneous Ring options (top part of the screen).
2. Create criteria for the Simultaneous Ring (bottom part of the screen).

Notes:

- You need to set up a create criteria before you can activate the Simultaneous Ring
feature for the user.

Service U iinet.net.au -
BizPhone User (Standsrd Handset far Kevin Clark)

to vPBX 0001184

St Actie »

Do net ring my Simultaneous. Ring Numbers i I'm siready on a call »

Ring Numbers:
Phone Number

Answer Confirnation Redquired

Create Criteria

Description: *

Uss simuitansous fing L ]
persansl

Hoiiday Schede

Time Schedule Every Day All Day
Calls From:
@ Any Phone Number

@  Following Phone Numbers

:
:
|E

- You need to set up “Schedules and Events” before you can enter a Create Criteria or
you can use the default Time Schedule. To set up the Schedules and Events, please
refer to Schedules and Events section in this document.
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e Enter a Create Criteria for the user’s Simultaneous Ring.

Create Criteria for Simultaneous o
Ring Description

Enter the description for the Simultaneous

Ring criteria.

Tick this option if you want to use the

Simultaneous Ring Personal.

(if applicable) Select the Holiday schedule

from the drop down list. This is the schedule

that you would have created under

Schedules and Events.

(if applicable) Select the Time schedule from

the drop down list. This is the schedule that

you would have created under Schedules
and Events.

You can specify if you want the phone to

ring simultaneously when you receive call

from:

- Any Phone Numbers, where the user’s
phone will ring simultaneously with the
specified phone number(s) when they
receive calls from any numbers.

- Following Phone Numbers, where the

Calls From user’s phone will ONLY ring

simultaneously with the specified phone

number(s) when they receive calls from
the specified phone numbers in this
section. If you select this option, you will
need to specify each phone number in
each text box located under this option.

You can specify up to 12 phone

numbers.

Description*

Use Simultaneous Ring Personal

Holiday Schedule

Time Schedule

Note: * in above table indicates mandatory field and cannot be empty.

e C(lick “Save” at the bottom of the Create Criteria section to save the Simultaneous Ring
criteria you have just created.

When the Criteria is successfully created, it will be displayed at the bottom of the screen
under “Configured Criteria”. You can update the criteria by changing the details on the

criteria and click on the “Update” button below the criteria section. Or you can delete the
criteria by clicking on the “Delete” button below the criteria section.
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Configured Criteria

testing

Criteria Active: -

Description: *

| testing ‘

Use simultaneous ring -
perscnal

Holiday Schedule | MNone v |

Time Schedule

| Business Hours v |

Calls From:

@  Any Phone Number
@ Following Phene Numbers

Note: You can create more than one Create Criteria by repeating the Create Criteria steps
above.

e After you create the criteria for the Simultaneous Ring, you can now activate and enter the
Simultaneous Ring options.

Simultaneous Ring Options Description

Set Active Enable this option to activate the Simultaneous Ring.
Do Not Ring My
Simultaneous Ring

Enable this option if you do not want the incoming
e . calls to ring the additional numbers if the user is

Numbers if I'm already in a :

call already in a call.

Simultaneous Ring Numbers

Enter the phone number(s) that you want to ring at

Phone Number the same time as the user’s phone number for any
incoming calls.

Answer Confirmation Enable this option to prevent callers from being

Required transferred to the specified phone’s voicemail.

e (lick “Update” to save the changes.

To return to the main page without changes, click on the ¥ icon located at the top right of each
BizPhone User page.
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Sequential Ring
Sequential Ring allows the user to receive a call on multiple phones or devices in sequential

order.

Note: Sequential Ring is not available on BizPhone Line (ATA) plan.

How do you use it?
By changing the settings in Frontier, the preference will then be applied to all future calls.

Default setting: Un-configured

How to configure in Frontier:

To access Sequential Ring, go to the users section under BizPhone Admin (bottom part of
the main page), click on the & icon for each user that you wish to configure and when the
BizPhone user page appears, click on “Sequential Ring” menu on the left.

The Sequential Ring is configured in 2 parts:
1. Activate and configure Sequential Ring options (top part of the screen).
2. Create criteria for the Sequential Ring (bottom part of the screen).

Notes:
- You need to set up a create criteria before you can activate the Sequential Ring
feature.
BizPhone User -

UAT_TEST2
U122302@bizphone.iinet.net.au
Kevin Clark

Service UT22302@b finat.net.au [ ing 0252501010 to vPEX 0001104)
BizPhone User (Standard Handsst for Kevin Clark)

Sequential Ring
Settings
Use Base Location First »
Mumnber of Rings: * EEa|
_ ‘Continue the search process if the base locstion is busy ‘

Enable caller to skip search process. Assumes forwarding or messaging is enabled »
Locations:

1= Phone Number Mumber of Rings Answer Confirmation Required

: | ] [ »

2 [ ] B »

3 [ ] [ »

4 I | [z -] »

5 [ ] B »
Create Criteria
e —
e sequantisl ring ]
Holiday Scheduile [vere 4
Time Scheduie [EveryDaymimay 7|
Calls From:

®  Any Phone Number
. Following Phane Numbers
Save
——
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- You need to set up “Schedules and Events” before you can enter a Create Criteria or
you can use the default Time Schedule. To set up the Schedules and Events, please
refer to Schedules and Events section in this document.

e Enter a Create Criteria for the user’s Sequential Ring.

Create Criteria for

Sequential Ring
Description*

Description

Enter the description for the Sequential Ring criteria.

Use Sequential Ring

Tick this option if you want to use the Sequential
Ring.

Holiday Schedule

(if applicable) Select the Holiday schedule from the
drop down list. This is the schedule that you would
have created under Schedules and Events.

Time Schedule

(if applicable) Select the Time schedule from the drop
down list. This is the schedule that you would have
created under Schedules and Events.

Calls From

You can specify if you want the phone to ring
sequentially when the user receives call from:

Any Phone Numbers, where the specified phone
number will ring in sequence to the user’s phone
when they receive calls from any numbers.
Following Phone Numbers, where the specified
phone will ONLY ring in sequence to the user’s
phone when they receive calls from the specified
phone numbers in this section. If you select this
option, you will need to specify each phone
number in each text box located under this
option. You can specify up to 12 phone numbers.

Note: * in above table indicates mandatory field and cannot be empty.

e C(lick “Save” at the bottom of the Create Criteria section to save the Sequential Ring criteria
you have just created.

When the Criteria is successfully created, it will be displayed at the bottom of the screen
under “Configured Criteria”. You can update the criteria by changing the details on the

criteria and click on the “Update” button below the criteria section. Or you can delete the
criteria by clicking on the “Delete” button below the criteria section.

Configured Criteria

Default

Criteria Active:
Description: *

Use sequentail ring
Haliday Schedule
Time Schedule
Calls From:

&  Any Phone Number
. Following Phone Mumbers

Public

a

Default

Every Day All Day
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Note: You can create more than one Create Criteria by repeating the Create Criteria steps

above.

e After you create the criteria for the Sequential Ring, you can now activate and enter the

Sequential Ring options.

Sequential Ring
Options

Use Base Location
First

’ Description

Enable this option if you want all incoming calls to go to the
primary number first before it rings the other phone
numbers.

Number of Rings*

Select the number of rings from the drop down list before
the incoming calls rings the other phone numbers.

Continue the search
process if the base
location is busy

Enable this option if you want the service to continue to
search if the primary number is busy.

Enable caller to skip
the search process.
Assumes forwarding
or messaging is

Enable this option to allow callers to terminate the search
process and be put into voicemail or to the forwarding
option.

enabled
ID This is a default ID set in the system.

Phone Number Enter the Phone number for the additional phone.

Select from the drop down list the number of rings before it
reaches the specified phone number.

Enabled this option to prevent callers from being

transferred to the specified phone’s voicemail.

Number of Rings

Answer Confirmation

Note: * in above table indicates mandatory field and cannot be empty.

o C(lick “Update” to save the changes.

To return to the main page without changes, click on the ¥ icon located at the top right of each
BizPhone User page.

Call Forwarding Selective
Call Forwarding Selective sends specific calls to another phone number.

Note: Call Forwarding Selective is not available on BizPhone Line (ATA) plan.

How do you use it?
By changing the settings in Frontier, the preference will then be applied to all future calls.

Default setting: Un-configured
How to configure in Frontier:
e To access Call Forwarding Selective, go to the users section under BizPhone Admin (bottom

part of the main page), click on the & icon for each user that you wish to configure and
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when the BizPhone user page appears, click on “Call Forwarding Selective” menu on the
left.

The Call Forwarding Selective is configured in 2 parts:
1. Activate and configure Call Forwarding Selective options (top part of the screen).
2. Create criteria for the Call Forwarding Selective (bottom part of the screen).

Notes:

- You need to enter a phone number to the “Default Forward To Number” field before
you can set up a create criteria. Alternatively, you can also forward all calls to the Voice
Mail by entering *55 in front of the 10-digit phone number or in front of the phone
extension. The system default number of rings before a call is forwarded to a voice
mail is 3 rings (18-20 seconds).

The create criteria option will only appear once you have entered the “Default Forward
To Number”.

BizPhone User &
UAT_TEST2

U122302@bizphone.iinetnetau

Kevin Clark

Service U122302@bizphone.iinet.netau (Connecting 0862801019 to vPBX 9001194)
BizPhone User (Standard Handset for Kevin Clark)

Call Forwarding Selective

Flease Note. Call Forwarding Selective can only be active if there is at least one active criteria configured.

Handset Set Active:* »
=imulaneous Ring Play Ring Reminder: * »
"""" ' Default Forward To

F ding Selective Number:* This field is required.

Update

- You need to set up a create criteria before you can activate the Call Forwarding
Selective feature.

- You need to set up “Schedules and Events” before you can enter a Create Criteria or
you can use the default Time Schedule. To set up the Schedules and Events, please
refer to Schedules and Events section in this document.

e Enter the “Default Forward to Number” and click “Update”. The Create Criteria Options will
now appear.
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BizPhone User

AT TEST2
W}JW&;?W lingtratau
K C.

Service U122 lingtnetay (C DEE2E0T01% o vPEX S001184)

BizPhone Used (Standard Handset for Kevin Clark)

Call Forwarding Sebecive
Fiease Nobe. Cal Foraarding Seiective can anly be 2cbve T here is 31 least ane ackve critenia condgured
Sat Active:* »
Pray Ring Remindar: * »

IDefault Festward To BEOGEIIY
Number. * L.

Create Criteria

Descripbon: *
Holday Schedule [
Tima Schadule Evary Duy A Doy

Forward Ta:
. Detault Number
@  Specified humber
@ DonetForan
Calls Froa
@ AnyPhone Member
@  Fodowng Phane Numbers

[ET)
—

e Enter a Create Criteria for the user’s Call Forwarding Selective.

Create Criteria for

Call Forwarding Description

Selective

Description*

Enter the description for the Call Forwarding Selective
criteria.

Holiday Schedule down list. This is the schedule that you would have created

(if applicable) Select the Holiday schedule from the drop

under Schedules and Events.

Time Schedule list. This is the schedule that you would have created under

(if applicable) Select the Time schedule from the drop down

Schedules and Events.

Forward To

Select where you want to forward the call to.

- Default number: tick this option if you want to forward
calls to the number you specified on the “Default
Forward to Number”.

- Specified Number: tick this option if you want to
forward calls to a specified number and specify the
phone number.

- Do Not Forward: tick this option if you do not want to
call forward.

Forward From Select what phone number you want to call forward from.

- Any Phone Number: tick this option if you want to
forward calls from any phone number.

- Following Phone Number: tick this option if you only
want to forward calls from specific phone numbers. If
you select this option, you will need to specify each
phone number in each text box located under this
option. You can specify up to 12 phone numbers.

Note: * in above table indicates mandatory field and cannot be empty.

Public
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e Click “Save” at the bottom of the Create Criteria section to save the Call Forwarding
Selective criteria you have just created.

When the Criteria is successfully created, it will be displayed at the bottom of the screen
under “Configured Criteria”. You can update the criteria by changing the details on the
criteria and click on the “Update” button below the criteria section. Or you can delete the
criteria by clicking on the “Delete” button below the criteria section.

Configured Criteria

call forward 1

Criteria Active: "
Description:* | call forward 1 |
Holiday Schedule [ None v
Time Schedule [ Business Hours v
Forward Ta:

o Default Number

. Do Not Forward

Calls From:

&  AnyPhone Number
. Following Phone Mumbers

Note: You can create more than one Create Criteria by repeating the Create Criteria steps
above.

e After you create the criteria for the Call Forwarding Selective, you can now activate and
enter the Call Forwarding Selective options.

Call Forwarding
Selective Options
Set Active* Enable this option to activate the Call Forwarding Selective.
Enable this option to play a short ring to remind the user
that calls are being forwarded to another phone number.

Description

Play Ring Reminder*

Default Forward to

" Enter the default number to call forward to.
Number

Note: * in above table indicates mandatory field and cannot be empty.
e C(lick “Update” to update the Call Forwarding Selective options.

To return to the main page without changes, click on the ¥ icon located at the top right of each
BizPhone User page.
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Priority Alert
When Priority Alert is enabled, the user phone will ring with a distinctive ring allowing the user to
know that the calls are from a specific person or group of people (specified in the create criteria).

Note: Priority Alert is not available on BizPhone Line (ATA) plan.

How do you use it?
By changing the settings in Frontier, the preference will then be applied to all future calls.

Default setting: Un-configured

How to configure in Frontier:
e To access Priority Alert, go to the users section under BizPhone Admin (bottom part of the
main page), click on the & icon for each user that you wish to configure and when the
BizPhone user page appears, click on “Priority Alert” menu on the left.

EizF hone User

UAT TEST2
U122302@bizphone.iinet. net.au
Kevin Clark

Service U122302@Ebizphone.iinet. net.au (Connecting 0852801010 to vPBX 0001104)
BizPhone User (Standard Handset for Kevin Clark)

T Priority Alert
User Detais Create Criteria
Hendset

Description: * | |
Smulitaneous Ring
Sequentisl Ring Halday Scheduie | Rone " |
Call Forwarding Selective Time Schedulz | Every Day Al Day v |

| Pririty sen Use Priorty Alsrt: aP

A Calls From:
Busy Lamp Field ¥ Any Extemal Phone Number
% peed Didl & @ Folowing Phone Numbers
Receptionist Save
ioice Mai

e Select and Enter the Priority Alert Create Criteria.

Note: You need to set up “Schedules and Events” before you can enter a Create Criteria or
you can use the default Time Schedule. To set up the Schedules and Events, please refer to
Schedules and Events section in this document.

Priority Alert Description
Create Criteria P

Description* Enter the Description for the Priority Alert

(if applicable) Select the Holiday schedule from the drop down
list. This is the schedule that you would have created under
Schedules and Events.

(if applicable) Select the Time schedule from the drop down list.
Time Schedule This is the schedule that you would have created under
Schedules and Events.

Holiday
Schedule
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Use Priority

Enable this option to use Priority Alert

Alert
Select “Any External Phone Number” if you wish to enable the
Priority alert for any calls from external phone or select
“Following Phone Numbers” if you wish to enable the Priority
Calls from

Alert for the listed phone numbers. If you select this option, you
will need to specify each phone number in each text box located
under this option. You can specify up to 12 phone numbers.

Note: * in above table indicates mandatory field and cannot be empty.

Click “Save” at the bottom of the Create Criteria section to save the Priority Alert criteria

you have just created.

When the Criteria is successfully created, it will be displayed at the bottom of the screen
under “Configured Criteria”. You can update the criteria by changing the details on the
criteria and click on the “Update” button below the criteria section. Or you can delete the
criteria by clicking on the “Delete” button below the criteria section.

Configured Criteria

Incoming from David

Criteria Active:
Description: *
Haoliday Schedule
Time Schedule
Use Priority Alert:
Calls From:

§ Any External Phona Mumber
@ Folowing Phone Numbers

@

|te5t criteris |
| Naone T |
| Every Day Al Day ¥ |

-9

Deiete

Note: You can create more than one Create Criteria by repeating the Create Criteria steps

above.

To return to the main page without changes, click on the ¥ icon located at the top right of each
BizPhone User page.
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Call Notify

Call Notify sends a notification message, containing the caller’s name and number, to the email
address specified.

Note: Call Notify is not available on BizPhone Line (ATA) plan.

How do you use it?
By changing the settings in Frontier, the preference will then be applied to all future calls.

Default setting: Un-configured

How to configure in Frontier:
e To access Call Notify, go to the users section under BizPhone Admin (bottom part of the
main page), click on the & icon for each user that you wish to configure and when the
BizPhone user page appears, click on “Call Notify” menu on the left.

The Call Notify is configured in 2 parts:
1. Entering the email address for the Call Notification (top part of the screen).
2. Create criteria for the Call Notify (bottom part of the screen).

Notes:
- You need to set up a create criteria before you can activate the Call Forwarding
Selective feature.

BizPhone User

UAT TEST2
122302@bizphone.iinet. net. au
Kevin Clark

Service U122302@hizphone iinet.net.su (Connecting 0852501018 ta vPBX 8001104)
BizPhone User (Standard Handsst for Kevin Clark)

. Call Notify
User Detsi

Suscat ety I
Handset
Sinuitsneous Ring Save
Hep el Create Criteria
Call Forwarding Selective
Pty Al L [ ]
Call Motify Natify ‘
Speed Dial B 5

Time Schedis
Receptionist

Calls From:
Vioice Mai #  Any External Phone Number
Replace Handsst . Following Phone Mumbers
Basic Call Logs

Save

Chent Downiosds

- You need to set up “Schedules and Events” before you can enter a Create Criteria or
you can use the default Time Schedule. To set up the Schedules and Events, please
refer to Schedules and Events section in this document.

e Enter a Create Criteria for your Call Notify.

Call Notify o
o Description
Create Criteria escriptio
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Description*

Enter the description for the Call Notify.

Notify

Enable this option to activate the Call Notify.

Holiday
Schedule

(if applicable) Select the Holiday schedule from the drop down list.
This is the schedule that you would have created under Schedules
and Events.

Time Schedule

(if applicable) Select the Time schedule from the drop down list.
This is the schedule that you would have created under Schedules
and Events.

Calls From

Select “Any External Phone Number” if you wish to enable the Call
Notify for any calls from external phone or select “Following
Phone Numbers” if you wish to enable the Call Notify for the listed
phone numbers. Enter each of the phone numbers in each text
box under this option. You can specify up to 12 phone numbers.

Note: * in above table indicates mandatory field and cannot be empty.

Click “Save” at the bottom of the Create Criteria section to save the Call Notify criteria you

have just created.

When the Criteria is successfully created, it will be displayed at the bottom of the screen
under “Configured Criteria”. You can update the criteria by changing the details on the
criteria and click on the “Update” button below the criteria section. Or you can delete the
criteria by clicking on the “Delete” button below the criteria section.

Configured Criteria

test call notify

Criteria Active: P
Descrigtion: * | test call notify |

Haoliday Schedule | — - |

Time Schedue [ Every Day M Day v

Calls From:

®  Any External Phone Number
@ Folowing Phone Numibers

Note: You can create more than one Create Criteria by repeating the Create Criteria steps

above.

Enter the email address you wish to send call notify to in the text box next to “Send Call
Notify to” (mandatory).

Click “Save” to save the email address entered.
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To return to the main page without changes, click on the ¥ icon located at the top right of each
BizPhone User page.

Busy Lamp Field
Busy Lamp Field allows the user to watch the status of another user that are in the group of
users assigned with Busy Lamp Field.

Notes:
- The Busy Lamp Field feature is not available on the Cordless and Conference
handsets. It is only available on the T42G (T42S) and T48G (T48S) handsets.
- The user will only be able to monitor up to 50 users.
- The Busy Lamp Field feature is not available on BizPhone Line (ATA) plan.

How do you use it?
By changing the settings in Frontier, the preference will then be applied to all future calls.

You will be able to monitor the status of the users if they are added to the Assigned users
list.
To see the status of a user, look at the icon next to their name.

e A head/green light means their line is free.

e Astop/red light means their line is in use.

To dial the user, just press the button next to their name.
Default setting: Un-configured

How to configure in Frontier:
e To access Busy Lamp Field, click on “Busy Lamp Field” menu on the left.

BizPhone User s
UAT_TESTZ

U1 22302 @bizphone jinetnstau

Kewin Clark

Service U122302@bi: iinetnetau {f ing DEGZE01010 1o vPBX DD01184)
BizPhone User (null for Kavin Clark)

Busy Lamp Field

Please Note:

Busy Lamp field is not applicable for Cordless and Conference handssts!

Ifthis is the first fime you are configuring Busy Lamp Field on your BPhaone service, you will need 1o reboot your
handsst This will ensure BLF is acfivated commactly.

iecive Available BizPhone Users. Assigned BizPhone Users

Chiall, Adrian [U122301 Bazphane.inet

e You can add the available users to the assigned users group by highlighting the user that
they want to monitor from the “Available users” and click the button. The selected
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user should now appear in the “Assigned users” list. Repeat the same steps if you wish to
add more users to the list.

To remove the user from the “Assigned users” list, highlight the user and click the
button. Repeat the same steps if you wish to remove more users from the list.

o (lick “Update” to save the changes.
e [|fthisis the first time the Busy Lamp Field is configured for the user, you will
need to reboot the user’s handset to get the Busy Lamp Field to work on their

handset.

To return to the main page without changes, click on the # icon located at the top right of each
BizPhone User page.
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Speed Dial 8

Speed Dial 8 allows you to define up to 8 frequently dialled numbers and have them dialled using a
single key on the handset.

How do you use it?
Once the Speed Dial 8 is configured in the Frontier portal (or handset), pick up the phone and press
the single number of the speed dial (2-9) and then press “Send”.

Default setting: Un-configured

How to configure in Frontier:
e To access Speed Dial 8, go to the users section under BizPhone Admin (bottom part of the
main page), click on the & icon for each user that you wish to configure and when the
BizPhone user page appears, click on “Speed Dial 8” menu on the left.

Note: Below screen capture (Speed Dial 8) is for BizPhone Handset Users only. A BizPhone
Line (ATA) user will have fewer options in the menu on the left, as there are fewer features
supported. Please refer to each Features section to see which features are not supported.

U12Z202@bizphone iinetnetau
Kizwin Clark

Service U122302@bizphone jinet netau (Cannecting DEGZE01018 io wPBX BOD1184)
BizPhone User {null for Kewin Clark)

Basic Speed Dial §
#2:

e Enter the phone number next to the “Phone Number” of each Speed Dial code. You can
also enter the description, for example the user’s name next to the “Description”. The
number indicates the number that you should enter for the Speed Dial.
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For example: If you enter a phone number under “#2” and you wish to call the number via
Speed Dial, then you need to enter “2” on your handset.

Note: International numbers can only be added to the Speed Dial fields when the user is
already allowed to make international calls.

e (lick “Update” to save the changes.
How to set on Handsets:
o Lift the handset and dial *74.
e When you hear the dial tone, enter the one-digit code (2-9) that you want to represent the

number you want to program, followed by the complete phone number and press the “#”
key.

To return to the main page without changes, click on the # icon located at the top right of each
BizPhone User page.

Voice Mail

The BizPhone Voice Mailbox is pre-configured and ready to use as soon as the user receives their
BizPhone handset.

Configuring Voice Mail settings via Frontier

By configuring the user’s Voice Mail settings via the Frontier portal, the preference will apply to all
future voice mail received by the user.

e To access Voice Mail, go to the users section under BizPhone Admin (bottom part of the
main page), click on the & icon for each user that you wish to configure and when the
BizPhone user page appears, click on “Voice Mail” menu on the left.

Note: The BizPhone Line (ATA) user needs to enable the Activate Voice Mail Feature before
they can start using the Voice Mail feature.

Below is the Voice Mail page for a BizPhone Handset User.

BizPhone User &
UAT_TEST2

U122302@bizphone. iinet.net.au

Kevin 01 - Clark

Service U122302@bizphone.iinet.net.au (Connecting 0862801015 to vPBX 5001194)
BizPhone User (Standard Handset for Kevin D1 - Clark)

Esfs Voice Mail

User Details Voice Mail Settings:
Handset
Enable voice mail to be used with voice portal -
Simultaneous Ring
Enable voice mail to be forwarded as email »
Sequential Ring
. Enable voice mail to be sent as carbon copy ‘
Call Forwarding Selective
Priority Alert Carbon Copy Email Address:
Call Notify
Busy Lamp Field Enable voice mail greeting .
Speed Dial 8 @ Use existing media file Voice Portal 2016-07-121 ¥
Recepticnist . Upload new media file
Voice Mail N @
Choose File | No file chosen
Replace Handset
Basic Call Logs Update
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Below is the Voice Mail page for a BizPhone Line (ATA) User.

BizPhone User «
ATATestService

U164402@bizphone.iinet.net.au

David Lewis

Service U164402@bizphone.iinet.net.au (Connecting 0862801213 to vPBX 3001194)
BizPhone User (Line (ATA) for David Lewis)

Eroiz Voice Mail

User Details Voice Mail Settings:
ATA Details

Activate Voice Mail Feature -
Speed Dial 3

I‘-.-’c\:e Mail . ’ .

Enable voice mail to be used with voice portal -
Replace ATA

Enable veice mail to be forwarded as email »
Basic Call Logs

Enable voice mail to be sent as carbon copy »
Client Downloads

Enable voice mail greeting -

. Use existing media file:
@  Upload new media file

Choose File | No file chosen L]

e Select and Enter the Voice mail settings.

Activate Voice Mail
Feature

Enable this option if you wish to activate your Voice
Mail.

Note: This option is only available on BizPhone Line
(ATA) user. The user needs to activate their Voice Mail
before they can start using it.

Enable voice mail to be
used with the voice portal

Enable this option to enable the user to access their
voice mail via the voice portal.

Enable voice mail to be
forwarded as email

Enable this option to forward the user’s voice mail to
an email as an attachment (.wav file).

Note: Enabling Voicemail email notifications will mean
that you lose access to the voicemails from the voice
portal. You will only receive all your voicemails as an
attachment via email.

Delivery Email Address*

Enter the email address for the user to receive their
voice mail on.

Enable voice mail to be
sent as carbon copy

Enable this option if you wish to send a carbon copy of
the user’s voicemail to a second email address.

Carbon Copy Email
Address

Enter the email address for the voice mail to be cc’d
to.

Enable voice mail greeting

Enable this option to select media file for the voice
mail greeting

Use existing media file

Select this option if you wish to use an existing media
file for the voice mail greeting, and select one of the
media files from the drop down list.

Upload new media file®

Select this option if you wish to upload a new media
file for the voice greeting.
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Notes:

e *in above table indicates mandatory field and cannot be empty.

e A audio file needs to be in WAV or WMA format with specific requirements. Please refer
to Audio File Specifications for the list of requirements..

e (lick “Update” to save the changes.

To return to the main page without changes, click on the ® icon located at the top right of each
BizPhone User page.

Accessing your Voice Mail

You can access your Voice Mail via your BizPhone handset or any external number (including
Mobile).

To access your Voice Mail via your BizPhone handset please refer to each of the handset guide
(depending on your handset model).

To access your Voice Mail via an external number:
e Dial one of the following Voice Portal Numbers.

City Voice Portal Number \

Adelaide 08 82209999
Brisbane 07 3144 9999
Canberra 02 62109999
Melbourne 03 9909 9999
Perth 08 6266 9999
Sydney 02 8022 9999

e Follow the voice prompt and enter your Mailbox ID followed by a “#”.
Note: Your Mailbox ID is your BizPhone Number.
e Follow the voice prompt and enter your Voice portal passcode followed by a “#”.

Note: Your voice portal passcode is emailed to you with your BizPhone Service Completion
Advice.

e Press “1” to enter your Voice Mail box and then press “1” again to listen to your message(s)
(follow the voice prompt).

Voice Mail Greetings
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You can also record your Voice Mail greetings via the Voice portal by following the same steps above
(up to entering your Voice portal passcode) and followed by the steps below (depending on each
Greetings you want to record).

Busy Greetings
Busy Greetings are the greetings that callers will hear if you have the Do Not Disturb feature
activated or if you are on a call and do not have Call Waiting activated.

To record your Busy Greetings: Access your Voice Mail (using the steps above — up to entering your
Voice Portal passcode) and Press “1” to enter your Voice Mail box, followed by “2” to access your
Busy Greetings, and then press “1” to record your Busy Greetings. Follow the voice prompt and
record your Busy Greetings.

No Answer Greetings
No Answer Greetings are the greetings that callers will hear if you do not answer their calls.

To record your No Answer Greetings: Access your Voice Mail (using the steps above — up to entering
your Voice Portal passcode) and Press “1” to enter your Voice Mailbox, followed by “3” to access
your No Answer Greetings, and then press “1” to record your Busy Greetings. Follow the voice
prompt and record your No Answer Greetings.

Extended Away Greetings

Extended Away Greetings are the greetings that callers will hear if you plan to be away from your
desk for an extended amount of time. You are required to activate and deactivate this greetings
manually.

To record your Extended Away Greetings: Access your Voice Mail (using the steps above — up to
entering your Voice Portal passcode) and Press “1” to enter your Voice Mailbox, followed by “4” to
access your Extended Away Greetings, and then press “3” to record your Extended Away Greetings.
Follow the voice prompt and record your Extended Away Greetings.

After you record your Extended Away Greetings, you are required to activate the greetings by
pressing “1”.

Once you have the greetings activated, you will be reminded each time you log in to listen to
messages that this greeting is activated. To de-activate your Extended Away Greetings, follow step 1-
2 above and press “2”.

Note: When the Extended Away Greetings are activated, the callers are not able to leave a voice
message. Once it is de-activated, voicemail collection is turned back on.
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Replace Handset/ATA

Replace Handset/ATA allows the admin to select a different MAC Address for the user’s handset/ATA
that has been assigned to them to replace the existing handset/ATA (faulty, etc).

How do you use it?
By changing the settings in Frontier, the preference will then be applied to the user.

How to configure in Frontier:

e To access Replace Handset/ATA, go to the users section under BizPhone Admin (bottom
part of the main page), click on the & icon for each user that you wish to configure and
when the BizPhone user page appears, click on “Replace Handsets” menu on the left, or
click on “Replace ATA” to replace ATA device.

Below is the Replace Handsets page for a BizPhone Handset User.

BizPhone User 'y
UAT_TEST2

U122302@bizphone.iinetnetau

Kevin Clark

Service U122302@bizphone.iinetnetau (Connecting 0862801019 to vPBX 9001194)
BizPhone User (Standard Handset for Kevin Clark)

Basic Replace Handsets
User Details Available Handsets:
Handset
Select available handset: * v

Below is the Replace ATA page for a BizPhone Line (ATA) User.

BizPhone User s
UAT_TEST2

U122302@0phone linetnet ay

Kovin Cia

Secvice U122302@tizphone inetnetau (Connectng 0862801019 1o vPEX H001184)
BizPhone User (Une (ATA) for Uine 2)

Sesic Replace ATAs

Avalisdie ATAs:

Selact svalisdie ATA

Update

e Select the MAC Address of the new handset/ATA from the drop down list next to “Select
available handset/ATA”.

o (lick “Update” to assign the MAC Address to the user.
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To return to the main page without changes click on the # icon located at the top right of each
BizPhone User page.

Notes:

- Once you replace your existing handset/ATA with a new or replacement handset/ATA, the
details on the Handset/ATA section should be updated with the new or replacement
handset/ATA details.

- You need to reboot your new handset/ATA to push the user configuration to this new
device.

Basic Call Logs

Basic Call Logs allows the admin to view the user’s calls history.

How to access Basic Call Logs in Frontier:

To access Basic Call Logs, go to the users section under BizPhone Admin (bottom part of the main
page), click on the &' icon for each user that you wish to configure and when the BizPhone user
page appears, click on “Basic Call Logs” menu on the left.

There are 3 types of Basic Call Logs that the user can view: Placed, Received, and Missed. By default
the page will show the history for Placed calls. To view the Received or Missed calls, click on the
“Received” or “Missed” under the Basic Call Logs (next to “Placed).

Note: Below screen capture (Basic Call Logs) is for BizPhone Handset Users only. A BizPhone Line

(ATA) user will have fewer options in the menu on the left, as there are fewer features supported.
Please refer to each Features section to see which features are not supported.
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BizPhone User

UAT_TEST2

122302 @bizphone.iinetnetau

Kevin Clark

Service U122302@bizphone.iinetnetau (Connecting 0862801019 to vPBX 9001194)
BizPhone User (Standard Handset for Kevin Clark)

Basic Call Logs

Name Phone Number Date Time
Unavailable 0405446578 07/04/2018 4:26:16 PM
Ve Unavailable 03004813201 06/04/2018 1:02:4T7 PM
Unavailable 03004813201 06/04/2018 1:02:06 PM
Unavailable 0882876068 06/04/2018 12:35:190 PM
Unavailable 0882876068 01/04/2018 5:42:14 PM
Unavailable 0882876067 01/04/2018 5:26:48 PM
Unavailable 0300451301 01/04/2016 6:15:53 PM
Call Logs Unavailable 03004813201 01/04/2018 6:15:11 PM
: Unavailable 0380481200 01/04/2018 5:12:40 PM
Unavailable 0380481200 01/04/2018 8:10:32 PM
Unavailable 0380481200 01/04/2018 5:08:52 PM
Unavailable 0882876068 01/04/2018 5:48:52 PM
Unavailable 03004813201 24/03/2018 8:01:04 PM
Unavailable 03004813201 24/03/2018 5:50:47 PM
Unavailable 0380481200 24/03/2018 5:58:18 PM
Unavailable 0380481200 24/03/2018 5:57:11 PM
Unavailable 0882876068 24/03/2018 5:50:18 PM
Unavailable 0862676068 24/03/2016 5:43:26 PM
Unavailable 0882876068 14/02/2016 6:20:523 PM
Unavailable 03004813201 14/02/2016 6:18:07 PM

To return to the main page, click on the ¥ icon located at the top right of each BizPhone User page.

Client

Downloads

Client Downloads is where the admin can download and access the Add-Ons such as: the Desktop

and Mobile Apps for the Softphone Plan and the Receptionist App.

Notes:

How to access Client Downloads in Frontier:

The link to the Apps are only available if you have purchased these Add-Ons for the users.

Since SoftPhone option is not available for BizPhone Line (ATA) Users, the “Client

Downloads” option will not be available as one of the BizPhone User Features for BizPhone

Line (ATA) Users.

To access Client Downloads, go to the users section under BizPhone Admin (bottom part of
the main page), click on the & icon for each user that you wish to configure and when the

BizPhone user page appears, click on “Client Downloads” menu on the left.
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How to download the Mobile App:

You will need to download the Mobile App via your Mobile phone. Click on either of the E
icons. The left one is for Android and the right one is for iPhone (referenced under the
“Broadsoft UC-One Client” next to the icon). The Android App is available on Google Play and
the iPhone App is available on the AppStore.

BizPhone User

UAT_TEST2
U122302@bizphone.iinetnet.au
Kevin Clark

Service U122302@bizphone.iinetnetau (Connecting 0862801019 to vPBX 9001194 )
BizPhone User (Standard Handset for Kevin Clark)

Client Downloads

Basic

User Details

Mobile

Handset

Broadsoft UC-One Client Broadsoft UC-0ne Client
For Android | Available on Google Play For Apple | Avallable cn the AppStoms

Desktop

E BizPhone Communicator E BizPhone Communicator
For Windows: For Mac

Receptionist

AQ receptionist

For details on what the Mobile App is and how to use it, please refer to the BizPhone Mobile
App section of this document.
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How to download the Desktop App:

Click on the E icon. The left one is for Windows Operating System and the right one is for
Macintosh Operating System (referenced under the “BizPhone Communicator” next to the
icon). Once you click on the icon, a window will pop up to save the BizPhone Communicator
setup file. You can then save the .exe or .dmg file for installation.

BizPhone User 'y
UAT_TEST2

U122302@bizphone.iinet.netau

Kevin Clark

Service U122302@bizphone.iinetnetau (Connecting 0862801019 to vPBX 9001194)
BizPhone User (Standard Handset for Kevin Clark)

Client Downloads

Basic
Mobile
Handset
Simultaneous Ring
Sequential Ring
Call Forwarding Selective
Priority Alert
Call Notify Broadsoft UC-One Clisnt Broadsoft UG-One Client
Bu sy Lamp Field For Anderoid | Available on Google Play For Apple | Avallable on the AppStore
Desktop
E BizPhone Communicator E BizPhone Communicator
For Windows For Mac
Receptionist
f@\ receptionist

For details on what the Mobile App is and how to use it, please refer to the BizPhone
Desktop App section of this document.
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( ¢ Save As g

Ry
O{\./} |@ » Libraries » Documents » - | J—,.| | Search Documents pe |
Organize « Mew folder 4= - @
43¢ Favorites — Documents library Arangeby:  Folder ~
Bl Desktop Includes: 2 locations
R R | MName Date modified Type il
@ OneDrive for Bus|=
U5 Recent Places | Custom Office Templates 7/10/201512:36 PM  File folder
@ SharePoint 4 Downloads 27/01/2016 3:11 PM  File folder
8 Computer - Shor™ o My Music 14/08/2015 3:41 PM  File folder E
=| My Pictures 14/08/2015 3:41 PM  File folder
4[5 Libraries 8 My Videos 14/08/2015 3:41 PM  File folder
@ Documents [] Setup.X86.en-us_0365ProPlusRetail _1540... 30/09/2015 2:49 PM  Application
J’ Music 1 UC-One.bc-ucwin-21.2.2.49 30/10/201511:21 ...  Application ™
- 4| ITI] | 3
EEEL = RBE izPhone_Communicator.bc-ucowin-21.2.0 487 -
Save as type: ’Appl.icatiun vl
=« Hide Folders [ Save ] [ Cancel l

How to access the Receptionist App:

Q
Receptionist App is a web-based Application and can be accessed by clicking the 7, where
a new tab will be open up on the same browser. Enter the User ID and Password you have
been given on your Service Completion Advice to access the Receptionist App.

BizPhone User €«
UAT_TEST2

U122302@bizphone.iinetnetau

Kevin Clark

Service U122302@bizphone iinet netau (Connecting 0862801019 to vPBX 9001194)
BizPhone User (Standard Handset for Kevin Clark)

Basic Client Downloads
asic

Mobile

Broadsoft UC-One Client Broadsoft UC-One Client
Fou Andecid | Available on Google Play For Appis | Avallable cn the AppStors

Desktop

E BizPhone Communicator E BizPhone Communicator
For Windows. For Mac

Receptionist

2 receptionist

For details on how to use the BizPhone Receptionist App, please refer to BizPhone
Receptionist App section on this document.

To return to the main page, click on the # icon located at the top right of each BizPhone User page.
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Skype for Business

The Skype for Business section is where the user can enable and download the Desktop App that
has been integrated with Skype for Business (Business Communicator for Skype for Business).

The Business Communicator for Skype for Business allows the user to use their Skype for Business
app to make external calls via their BizPhone number.

e After entering the phone number in the Skype for Business app, the BizPhone
Communicator Desktop app will launch and place the call.

e The Skype for Business app will automatically update its status to “in a call”.

e The BizPhone user’s number will be displayed to the recipient.

o The link to the App is only available if you have purchased this Add-On for the user.

e Skype for Business Desktop App is only available on Windows Operating System.

e Although you will be able to make external calls through the Skype for Business app,
incoming calls will still need to be answers via the BizPhone Communicator Desktop App.

e Users cannot use this feature to add/call an external party to a Lync/Skype meeting.

e Since SoftPhone option is not available for BizPhone Line (ATA) Users, the “Client
Downloads” option will not be available as one of the BizPhone User Features for BizPhone
Line (ATA) Users.

How to Access Skype for Business in Frontier:

e To access Skype for Business, click on “Skype for Business” menu on the left.

BizPhone User “«
UAT_TEST2

U122302@bizphone.iinet.netau

Kevin Clark

Service U122302@bizphone.iinetnetau (Connecting 0862801019 to vPBX 9001194)
BizPhone User (Standard Handset for Kevin Clark)

Basic Skype for Business

User Details

Enabled »
Handset

Simultaneous Ring Update

Download
Sequential Ring
Call Forwarding Selective BizPhone Communicator
o for Skype for Business
Friarity Alert For Windows

Call Notify

Busy Lamp Field
Speed Dial 8
Receptionist
Woice Mail
Replace Handset
Basic Call Logs

Client Downloads

o Click on the E icon to download the Business Communicator for Skype for Business. Once
you click on the icon, a window will pop up to save the Business Communicator setup file.
You can then save the .exe file for installation.
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@ Save As |_§3
ul\’“/,l |@ v Libraries » Documents » - | +3 | | Search Documents 2 |
Organize « Mew felder == - @

¥ Favorites Documents library Arrange by:  Folder =
B Desktop Includes: 2 locations
w DreDirveiforjBus - Mame Date modified Type Size it
/M Computer - Shor| ™
5 Recent Places . Custom Office Templates 7/10/201512:36 PM  File folder
é SharePoint 4. Downloads 26/09/2016 2:43 PM  File folder L
& OneDrive My Data Sources 23/09/201611:03 ... File folder
Wt My Music 14/08/2015 3:41 PM  File folder
& Libraries =| My Pictures 14/08/2015 3:41 PM  File folder
@ Documents . My Recording Files 20/06/2016 4:51 PM  File folder
J‘ Music My Shapes 15/02/2016 2:57 PM  File folder
[ Pictures B My Videos 14/08/20153:41 PM  File folder -
= - 4 | T | b
File name: BizPhone_Communicator for Skype for Business.bc-uc.win-21.5.0.962 -
Save as type: [Application V]
. Hide Folders | swe || concel |

Follow the process on how to install the Desktop App. See BizPhone Desktop App section of
this document for more information.

Note: Before you can start using the Business Communicator for Skype for Business, you

will need to enable the Skype for Business option on the page.

Enable the Skype for Business option and click “Update”.

BizPhone User
UAT_TEST2

1122302 @bizphone.iinet.netau

Kevin Clark

Service U122302@bizphone.iinetnetau (Connecting 0862801019 to vPBX 9001194)

BizPhone User (Standard Handset for Kevin Clark)

Basic

User Details
Handset
Simultaneous Ring
Sequential Ring
Call Forwarding Selective
Priority Alert

Call Notify

Busy Lamp Field
Speed Dial 8
Receptionist

“Voice Mail
Replace Handset
Basic Call Logs

Client Downloads

Skype for Business

Skype for Business

Enabled

BizPhone Communicator
for Skype for Business
Tor Windows
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Group Features

The group features are the services that are available at the “group” level and only
configurable via the Frontier Admin Portal.

Hunt Group
Hunt Group offers a method of distributing any inbound calls to a group of phones that
are defined by the admin.

The admin can choose how the users are included in a Hunt Group and the method of
incoming calls distribution. There are 4 different distribution methods available.

Circular
This method sends incoming calls to users in the order listed by the administrator. The call will
go to the user following the user that answered the last call.

Answered Call
Last Time

Hunt Group
v
Overflow/
: Voicemail
U a No Ansver a
A

Regular
This method sends incoming calls to users in the order listed by the administrator. The call will go to

the first available person in the list.

Hunt Group

Overflow!
Voicemail

Busy or
No Answer

Simultaneous
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This method sends incoming calls to all the users listed by the administrator at the same time.

Overflow/
Voicemail

Busy or
No Answer

Hunt Group s a

Uniform
This method sends incoming calls to the user who's been idle the longest. Once a user completes
a call they are moved to the bottom of the call queue.

idle the 1ongest

Hunt Group
4 v
Overflow/
i : Voicemail
Busy or E
K = K '=: No Answer K |
A Y
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How to configure in Frontier:
To access the Hunt Group, go to the BizPhone Main page and on the “BizPhone Admin”
section, you will see “BizPhone Hunt Group”. Click on the & icon for each Hunt Group that

you wish to configure.

vPBEX Music on Hold

Schedule And Events

Advanced Features

Global Address Book

BizPhone Admin

Service 0001104
vPBX

Phone System

BizPhone Hunt Group g
UAT_TEST2
HG 122206 @hizphone. iinet. net. au

Users

BizPhone User =
UAT_TESTZ

127301 @bizphone iinet. net. au

Adrisn Chiali

BizPhone User =
‘BEE3302

12327 4@bizphone. iingt.net. 5u

Jeff Smith

BizPhone Aute Attendant =
UAT_TEST2
AA122200@bizphone. iinet. net. au

BizPhone User =
UAT_TEST2

U122302@bizphone.iinet. net.au

Kevin Clark

EizFhone Queus
UAT_TEST2
Q122300@bizphone.iinet.net.au

EizFPhone User

‘oeoaz02
U123273@bizphone. iinet. net.su
Mark Smith

-

Once you click on the & icon of the Hunt Group, the below page will appear (next page).
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e Enter and select the settings for the Hunt Group.

Settings

Description

General
Set Active

Enable this to activate the Hunt Group.

Hunt Group ID
Hunt Group Name*

This ID is allocated by default.
Enter a name for the Hunt Group.

CLID First Name*

Enter a First Name for the Hunt Group.

CLID Last Name*

Enter a Last Name for the Hunt Group.

Phone Number

Activate Voice Mail
Feature

Voice Mail Settings \

This Phone Number is allocated by default.

Enable this to activate the voice mail feature for the Hunt
Group.

Enable voice mail to be
used with voice portal

Enable this option if you wish to be able to listen to the
Hunt Group voice messages through the Voice Portal.

Enable voice mail to be
forwarded as email

Enable this option if you wish to send a copy of the Hunt
Group voice mail to an email and enter the email
address in the field.

Delivery Email Address

Enter the email address for the voice mail to be sent to.

Enable voice mail to be
sent as carbon copy

Enable this option if you wish to send a carbon copy of
the Hunt Group voice mail to a second email address.

CC Email Address

Enter the email address for the voice mail to be CC'd to.

Enable voice mail media
file

Enable this option if you wish to select a media file for
the Hunt Group voice mail.

Select Media File?

Call Waiting on Agents

Call Routing ‘

Select the available media file from the drop down list. If
there is no media file available, please upload the file.
See note below for more information.

Enable this to allow Call waiting on the assigned
users/agents.

Note: If all users are busy in a hunt group, calls will fail
unless you enable this option and Call Waiting feature on
each agent. With Call Waiting (each agent) and this
option enabled, the calls will be treated as not answered
and overflow when no answer timer expires.

Allows members control
Group Busy

Enable this to give group members control over the
Group Busy policy.

Enable Group Busy

Enable this to allow group busy policy for the Hunt
Group.

Note: Enabling Group Busy does not mean that calls will
overflow. Overflow is only for “Not Answer” and “Not
Reachable” conditions. If you enable Group Busy, all
calls will fail to fast busy tone unless Call Forward Busy is
enabled.

Apply Group Busy when
terminating Call to agent

Enable this to always apply the Enable Group Busy policy
when calls are made through the directory hunting
number.

Group Policy

Select one of the Hunt Group distribution methods
(described earlier in this section).

No Answer Settings \
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Call Forward To*

Enter the phone number to forward calls to when there
is no answer. Alternatively, calls can also be forward to
Voice Mail by entering *55 in front of the 10-digit phone
number of in front of the phone extension.

Note: This must be one of your BizPhone Phone
Numbers.

Skip to next agent after
XX rings

Specify the number of rings before the call is sent to
next agent.

Forward call after
waiting xx seconds

Enable Call Forwarding
Not Reachable

Not Reachable Settings

Specify the number of seconds before call is forwarded
to the specified phone number.

Calls are forwarded to this number when the Hunt
Group is unreachable. Alternatively, calls can also be
forward to Voice Mail by entering *55 in front of the 10-
digit phone number of in front of the phone extension.

Make Hunt group busy
when all available
agents are not reachable

Enable this to send a busy tone to the caller when the
hunt group is unreachable.

Call Forwarding (Always/Busy)

Always

Enable this to forward all calls to a specified number
when the Hunt Group is unreachable. Alternatively, calls
can also be forwarded to Voice Mail by entering *55 in
front of the 10-digit phone number or in front of the
phone extension.

Busy

Enable

Call Forwarding Selective

Enable this to forward all calls to a specified number
when the Hunt Group is busy. Alternatively, calls can
also be forwarded to Voice Mail by entering *55 in front
of the 10-digit phone number or in front of the phone
extension.

Enable this to forward specific calls to a specified
number. Alternatively, calls can also be forwarded to
Voice Mail by entering *55 in front of the 10-digit phone
number or in front of the phone extension.

Play Ring Reminder

Enable this option if you wish to play reminder for Call
Forwarding.

Default Forward To

Enter a default forwarding number.

New Criteria (see red
notes below)

Enter the description for the Call

Descripti .
escription Forwarding here.

Select the Holiday Schedule you
have defined under Schedule and
Events

Holiday Schedule

Select the Time Schedule you
have defined under Schedule and
Events

Time Schedule

Select “Default Number” if you
wish to forward the calls to the
default number specified.

Forward To
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Select “Specified Number” if you
wish to forward the calls to a
specified number. Enter the
specified number in the text box
next to this option.

Select “Do Not Forward” if you do
not wish to forward your calls to a
phone number.

Use System Default
Hunt Group

Select “Any Phone Number” if
you wish to forward calls from
any phone number.

Calls From

Select “Following Phone
Numbers” if you wish to only
forward calls from certain
numbers. Specify the phone
numbers in the text boxes.

Calling ID Settings

Use the CLID settings defined by default.

Include Hunt Group

Use the Hunt Group name specified in the General

name in CLID settings as the CLID.

Assign the BizPhone Users to the Hunt Group by
highlighting the user you wish to add from the “Available
BizPhone Users” list and click the B=8 button and the
Group Members user will be added to the assigned list.

To add more users, repeat the same steps.

To remove user from the “Assigned BizPhone List”, click
button and the user will be removed from the list.

Notes:

* in above table indicates mandatory field and cannot be empty.
A To upload the media file, please refer to the Upload Announcement section in this

document.

Call Forwarding Always/Busy and Call Forwarding Selective are only available for Billable

(non-complimentary) Hunt Groups.

You need to set up a New Criteria before you can activate the Call Forwarding Selective

Feature.

You need to set up “Schedules and Events” before you can enter a New Criteria or you can
use the default Time Schedule for Call Forwarding Selective. To set up the Schedules and
Events, please refer to Schedules and Events section in this document.

Collapsed Criteria will not be updated on submit. You need to expand the Criteria to

update.

Once you have finished configuring all options, click “Update” at the bottom of the
screen and it will save the Hunt Group settings that you have just configured.

To return to the main page without changes, click on the ® icon located at the top right of each
BizPhone Hunt Group page.
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Queue
Queue allows the user to queue incoming calls when all the phones are busy until you are able to
answer the calls. This is useful during peak times where your business is in high demand.

There are 5 different Queue methods available.

Circular
This method sends incoming calls to users in the order listed by the administrator. The call will
go to the user following the user that answered the last call.

Regular
This method sends incoming calls to users in the order listed by the administrator. The call will
go to the first available person in the list.

Simultaneous
This method sends incoming calls to all the users listed by the administrator at the same time.

Uniform

This method sends incoming calls to the user who’s been idle the longest. Once a user completes
a call they are moved to the bottom of the call queue.

Weighted Call Distribution

This method send incoming calls randomly to agents according to percentages you assign on the
Call Centre.
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How to configure in Frontier:

e To access the Queue, go to the BizPhone Main page and on the “BizPhone Admin” section,
you will see “BizPhone Queue” and click on the &' icon for each Hunt Group that you wish to

configure.

vPBEX Music on Hold

Schedule And Events

Advanced Features

Global Address Book

BizPhone Admin

Service ©001184
vPBX

Phone System

BizPhone Hunt Group
UAT TEST2
HG 122208@hbizphone iinat. netau

Users

BizPhone User

UAT TEST2
U122301@bizphone. iinet. net.au
Adrian Chiali

BizPhone User

Bea3302
U123274@bizphone.iinet. net.au
Jeff Smith

£y

iy

£y

BizPhone Auto Attendant =
UAT_TEST2
AA122200@bizphone.iinet.net.au

BizP hone User =
UAT_TESTZ

U122302@bizphone.jinet. net.au

Kewin Clark

BizP hone Queus £
UAT TESTZ2
Q122300 bizphone.iinet. net.au

BizP hone User £
0803302

12327 3@bizphone.jinet. net. su

Mark Smith

Once you click on the & icon of the Queue, below page will appear (next page).
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e Enter and select the Queue settings.

Settings

Description

General
Set Active

Enable this to activate the queue.

Queue ID

This ID is allocated by default.

Queue Name*

Enter a name for the Queue.

CLID First Name*

Enter a First Name for the Queue.

CLID Last Name*

Enter a Last Name for the Queue.

Phone Number

This Phone Number is allocated by default.

Group Policy

Allows callers to dial O to
escape out of queue

Queue Settings \

Select one of the Queue methods (described earlier in
this section).

Enable this if you want the callers to have the ability to
press “0” to escape out of the queue.

Play ringing when offering
call

Enable this to enable play ringing when offering a call
to an agent in lieu of the caller hearing music on hold.
This lets the caller knows their call is about to be
answered.

Reset caller statistics
upon entry to queue

Enable this if you require caller statistics to be reset
each time the agents log into a queue.

Queue Length (Calls)

Activate Voice Mail
Feature

Voice Mail Settings

The maximum number of calls that can be queued at
any one time.

Enable this to activate the voice mail feature for the
Queue.

Enable voice mail to be
used with voice portal

Enable this option if you wish to be able to listen to the
Queue voice messages through the Voice Portal.

Enable voice mail to be
forwarded as email

Enable this option if you wish to send a copy of the
Hunt Group voice mail to an email and enter the email
address in the field.

Delivery Email Address

Enter the email address for the voice mail to be sent
to.

Enable voice mail to be
sent as carbon copy

Enable this option if you wish to send a carbon copy of
the Queue voice mail to a second email address.

CC Email Address

Enter the email address for the voice mail to be CC'd
to.

Enable voice mail media
file

Enable this option if you wish to select a media file for
the Queue voice mail.

Select Media File”

Play Entrance
Announcement

Entrance Announcement Settings

Select the available media file from the drop down list.
If there is no media file available, please upload the
file. See note below for more information.

Enable this option to play the Entrance Announcement
for the Queue

Announcement Type

Select Announcement Type.

Choose “Default” if you wish to use the system default
Announcement.

Choose “Custom” if you wish to use a Custom
Announcement and then select the media file.
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Select Media File? This option is only displayed when you choose
“Custom” Announcement Type. Select the media file
from the drop down list. If there is no media file
available, please upload

On-Hold Announcement Settings

Enable Media On-Hold Enable this option to play Announcement when the
Announcement caller is On-Hold in the queue.
Select Announcement Type.
Announcement Type Choose “Default” if you wish to use the system default
Announcement.

This option is only displayed when you choose
“Custom” Announcement Type. Select the media file
from the drop down list. If there is no media file
available, please upload the file.

Enable and Select how many rings before the calls are
bounce to next agent if they are unanswered.

Enable overflow after call Enable and Select how many seconds to wait before
wait xx seconds the calls are overflow to the next agent.

Play announcement
before overflow
processing
Overflow Action Select one of the overflow routing options.

Enter the phone number to transfer the call to if you
select to transfer to phone number as the Overflow
Action.

Select Media File”

Bounce calls after xx rings

Enable this to play announcement to the caller before
the call is overflowed.

Transfer to Phone
Number

Agent Settings
Tick this box to allow agents to have the ability to

Allow call waiting on handle more than once call at a time. Agents must also
Agents have the Call Waiting feature enabled on the user
profile.

Assigned BizPhone Users

Assign the BizPhone Users to the Queue by
highlighting the user you wish to add from the
“Available BizPhone Users” list and click the
button and the user will be added to the assigned list.
To add more users, repeat the same steps.

To remove user from the “Assigned BizPhone List”,
click button and the user will be removed from
the list.

Group Members

Note: * in above table indicates mandatory field and cannot be empty.
A To upload the media file, please refer to the Upload Announcement section in this
document.

Click “Update” at the bottom of the page to save the Queue settings that you have just
configured.

To return to the main page without changes, click on the ¥ icon located at the top right of
each BizPhone Queue page.
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Music on Hold

Music on Hold plays music while callers are on hold. This feature allows the group administrator to

upload the audio file for the Music on Hold.

How to configure in Frontier:

e To access the Music on Hold, click on the

page.

iinet | Frontier

icon next to “vPBX Music On Hold” on the main

vPBX Music on Hold

Schedule And Events

Advanced Features

Global Address Book

BizPhone Admin

Service 2001182
vPEX

Phone System

BizFPhone Hunt Group
UAT_TESTZ2

HG 122286(@bizphone. iinet. net au

Users

BizPhone User

UAT_TEST2
U122301@bizphone. iinet.net. su
Adrian Chisli

BizPhone User

BBR3302

U1 2327 4{@bizphone.iinet.net.au
Jeff Smith

=

=

=

BizPhone Auto Attendant =
UAT_TEST2
AS1Z2200@E bizphane iinet et su

BizPhone User =
UAT_TEST2

U122302@bizphone.iinet. net.au

Kevin Clark

The Music On Hold page will appear (below).

BizFhone Queus =
UAT_TEST2
0122300@bizphone. iinet.net.au

BizPhone User &=
‘aso3302

U12327 3@ bizphone.iingt. net. su

Mark Smith
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vPEX Music on Hold

General Settings:

Enable musicivideo during Call Hold

MusicVideo On Hold Message:

. System
»  Custom Musici\ideo File

@  Use existing audio file:

@ Upload new audio file

Mo file chasen L
e Select the Music on Hold settings.
Profile ‘ Description
Enable music/video Enable this if you wish to play music for callers that are on
during Call Hold hold.
Tick this option if you wish to use system defined Music on
System
Hold.
Custom Music/Video Tick this option if you wish to use a custom audio file for
File Music on Hold.
Use existing audio Tick this option if you have existing audio file and wish to
file use it.
Upload new audio Tick this option to upload a new audio file and choose file
file to upload.
Note: The audio file needs to be in .WAV or .WMA format with specific requirements.
Please refer to Audio File Specifications for the list of requirements.
e (lick “Update” to save the Music on Hold settings that you have just configured.
To close the Music on Hold menu, click on the ® icon next to “vPBX Music On Hold”.
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Schedules and Events
Schedules and Events allows the administrator to set up the Time schedule and Holiday schedule for
BizPhone services.

The Time schedule and Holiday schedule are used in the following BizPhone features/services:

To route calls based on the time of the day (business or after hours), you can configure the Time

Auto Attendant

Call Forwarding Selective

Simultaneous Ring
Sequential Ring
Call Notify

Priority Alert

schedule. You can also configure your company holiday schedule by identifying the dates of the

holiday in the Holiday schedule.

How to create and configure Schedules and Events in Frontier:

Public

To access the Schedules and Events, click on the

the main page.

-

icon next to “Schedules and Events” on

iinet | Frontier
vPBX Music on Hold o
Schedule And Events d

Advanced Features

Global Address Book

BizPhone Admin

Service 0001104
vPBX

Phone System

BizFPhone Hunt Group
UAT_TEST2

HG 122286@bizphone.jinet. net. au

Users

BizPhone User

UAT_TESTZ2
U122301@bizphone. iinet. net.au
Adrian Chisli

BizPhone User

8583302
U123274@bizphone.iinet.net.au
Jeff Smith

o

=

=

EizPhone Auto Attendant
UAT_TEST2
AA122200@bizphone.iinet.net.au

BizPhone User

UAT_TEST2
U122302(@bizphone. iinet. net. au
Fevin Clark

)

=

BizFPhone Queue
UAT_TEST2
01122300@bizphone.iinet.net.au

BizPhone User

Bea3302

U123273@bizphone. iinet.net.au
Mark Smith

-

-
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The Schedules and Events page will appear (below).

Schedule And Events -

Create Schedule:

Schedule Mame: *
Schedule Type
@ Hoidsy
§® Tme
Save
Create a schedule by entering the Schedule Name and the Schedule Type.
Create Schedule Description
Schedule Name* Enter the name fgr the schgdule.
For example: Christmas Holiday, etc.
Select the required Schedule Type:
Selhedlul @ Tee - H.ollday: if you.W|sh to create ? Holiday Schedule'.
- Time: if you wish to create a Time Schedule (Business or
After hours).
Note: * in above table indicates mandatory field and cannot be empty.
Click “Save” under the Create Schedule section to save the schedule you have just created.
You can create multiple schedules by repeating the same steps above.
Once the Schedule is created, it will appear under Current Schedules section on the same
screen.
Schedule And Events -
Create Schedule:
Schedule Mame: *
Schedule Type
@  Hoidsy
® Tme
Save
Current Schedules:

+ AfterHours - Time - Group Schedule

+  Business Hours - Time - Group Schedule

To create an event for the schedule, click on the ¥ icon next to the schedule you have

just created and the schedule page drop down. You can now create the event for the
schedule by clicking on the “Create Event” button.
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~ AfterHours - Time - Group Schedule
Schedule:

Schedule Name: * | AfterHours |

Schedule Level: | Group |

‘Schedule Type
@ oidsy
®» Tme

Create Event

e  Enter and select the details for the event.

EEE Description
Event s

Event
Narme* Enter a name for the event.
Start Date* Enter the start date for the event.
End Date* Enter the end date for the event.
All Da . o
eventy Activate this if it is an all-day event.
(if applicable) This option is disabled if you activate the All Day event.
Start Time* If it is not an all-day event, you will need to select the hours and
minutes from the drop down list as to when you want the event to
start.
(if applicable) This option is disabled if you activate the All Day event.
End Time* If it is not an all-day event, you will need to select the hours and
minutes from the drop down list as to when you want the event to
end.
Select one from the drop down list how you wish the event to
reoccur:
Never: if you do not want the event to reoccur.
Create Event:
s ome: —
£ns s E—
All day event L ]
Recurrence e Hinsss
Pattern End Time: Minutes
Recurrence Pattern
Daily: if you want the event to repeat daily. If you select this option,
the Recurrence Interval and Recurrence End Date fields will appear.
Recurrence Interval* is a mandatory field and you will need to enter
in how many day(s) do you want the event to occur.
Recurrence End Date is the date you want the event to end.
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Create Event:

vt e —
Sta st =
S —
All day event N ]

Start Tie:
End Time: *
Recurence Pattern

Weekly: if you want the event to occur weekly. If you select this
option, the Recurrence Interval, the days (Monday — Sunday), and the
Recurrence End Date fields will appear.

Recurrence Interval* is a mandatory field and you will need to enter
in how many week(s) do you want the event to occur and you need
to activate at least a day for the event to occur. For example, activate
Monday if you want the event to occur every Monday.

Recurrence End Date is the date you want the event to end.

Create Event:
Ever ame: —
Star Dt —
End Dt =
All day event N ]
Start Time: * Hour -
End Time: *
Recurence Psttern
Recurring Interval: Every| | Weekis)
Sunday »
Maonday »
Tuesday »
Wednesday »
Thursday »
Friday »
Saturday »
Recumence End Date: 1=

Cancel || Save

Monthly: if you want the event to occur monthly. If you select this
option, the Recurrence Interval, On Day, and the Recurrence End
Date fields will appear.

Recurrence Interval* is a mandatory field and you will need to enter
in how many month(s) do you want the event to occur.

On Day* is also a mandatory field and you need to enter on which
day of the month do you want the event to occur.

Recurrence End Date is the date you want the event to end.
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Create Event:

Event Name: *

Start Date:

End Date: *

Al day avert N ]

Start Time: Hour ¥ | [ Minutes
End Tima: * Hour ¥ | [ Mimutes
Recurence Pattemn
Recurring Interval: Every Month
On Day: of month

Recurrence End Date:

Cancel || Save

Yearly: if you want the event to occur yearly. If you select this option,
the Recurrence Interval, On Day, Month Of, and Recurrence End Date
fields will appear.

Recurrence Interval* is a mandatory field and you will need to enter
in how many year you want the event to occur.

On Day* is also a mandatory field and you need to enter on which
day of the month do you want the event to occur.

Month of* is also a mandatory field that let you select from the drop
down list you want the event to occur.

Recurrence End Date is the date you want the event to end.

Create Event:
Event Mame: *
Start Date: * =
End Date:* i
Al day avert N ]
Start Time: Hour v | [Minutes
End Time: * Hour ¥ | [ Minutes
Recurence Pattern YEARLY
Recurring Interval: Every Year
On Day: of mornth

Manth of Januar v

Recurence End Date:

Cancel || Save

Notes:

- * in above table indicates mandatory field and cannot be empty.

- The duration (between Start Date and End Date) must be shorter than how frequently
it occurs (Recurrence Interval).

Click “Save” button to save the event you have just created. You can create multiple events
for a schedule by repeating the Create Event steps above.

Once the event is created, it will appear under “Current Events” of the schedule. You can
modify the event by click on the “Update Event and Schedule” button.
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« AfterHours - Mar 1, 2016 - Mar 1, 2016 m

Event Mams: *

| AfterHours |
Start Date: * [ovow2018 iz
End Date: * [310320%8 | B
All day evert »
Start Time: * [17 v |[ o0 |
End Time: * (s v |[oo v
Recumence Pattem

I| Update Event and Schedule '

Page|71

Public



Public

Deleting an event or schedule

° You can delete an event by clicking on the “Delete” button next to the event.
Current Events:

« AfterHours - Mar 1, 2016 - Mar 1, 2018 Iml
Ewent Mame: * [ AfterHours |
Start Date: * [owna2018 | &
End Date: * (31092018 | B
Al day event »
Start Time: * [z SlE .
End Tirme: * B SlE 3
Resurence Patiam

| Update Event and Schedule

° You can delete a schedule by clicking on the “Delete” button next to the schedule.

- AfterHours - Time - Group Schedule
Schedule:

Schedule Mame: *
Schedule Level:
Schedule Type
@  Hoidsy
® Time

Current Events:

| AfterHours |

[ Group |

Create Event

} AfterHours - Mar 1, 2016 - Mar 1, 2016 m

To close the Schedules and Events menu, click on the

icon

Update Event and Schedule

next to “Schedules and Events”.
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Global Address Book

Global Address Book allows the administrator to upload a phone book for the BizPhone service.
Note: Global Address Book is not available on BizPhone SoftPhone plan or as part of the
Desktop/Mobile Apps or Clients.

How to configure in Frontier:

e To access the Global Address Book, click on the ™ icon next to “Global Address Book” on
the main page (next page).

vPBX Music on Hold >
Schedule And Events o

Advanced Features =

Global Address Book d

BizPhone Admin a
Service 0001194

vPEX
Phone System
EizPhone Hunt Group = EizPhone Auto Attendant = BizPhone Queus =
UAT_TEST2 UAT_TEST2 UAT_TEST2
HG 12228B@bizphone.iinet.net.au AA122200@bizphone.iinet.net.au ‘0122300@bizphone.iinet.net. au
Users
BizPhone User £y EBizFhone User = BizPhone User =
UAT_TEST2 UAT TEST2 ‘BE03302
U122301 @bizphone.iinet.net.au 122302@bizphone.iinet.net.au U123273@bizphone.jinet.net.au
Adrian Chisli Kevin Clark Mark Smith
BizPhone User £y
8803302
U123274@bizphone.iinet.net.au
Jeff Smith

Global Address Book page will appear (below).

Global Address Book -

General Settings:

Uplosd csv: * Choose File | Mo file chosen

See sample csy

e Upload a csv file for the address book by clicking on the “Choose File” button.
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The csv file should have 2 columns: Name and Number. You can see a sample csv by clicking
on “See sample csv” on the screen.

Note: You can add up to 500 entries (contacts) to the csv file.
e The contacts in the Global Address Book should now appears on the handset.

Note: The contacts will get updated in the T48G (T48S) handset instantly, but the user will
need to restart the T42G (T42S) handset before the contacts appear on their handset.

How to access Global Address Book via the T42G (T42S) handset:
e Press the “Directory” soft key on the main LCD screen.

') on the handset, scroll through and click on “Group

e Using the Up and Down button (
Common”.

e The contacts details (Name and Phone number) that you have uploaded via the Global
Address Book in Frontier will appear on the LCD screen.

How to access Global Address Book via the T48G (T48S) handset:
e Press the “Directory” on the main LCD screen.
e Click on “Group Common” menu on the left of the screen.
e The contacts details (Name and Phone number) that you have uploaded via the Global
Address Book in Frontier will appear on the LCD screen.

How to access Global Address Book via the Cordless DECT handset:

e  Press “OK” button on the handset.

e Scroll through to “Directory” menu with the down arrow button and press “OK”.

e Select “Network Dir” by using the up and down arrow button and press “Enter” or the “OK”
button.

e Select “GroupCommon” by using the up and down arrow button and press “Enter” or the
“OK” button.

e The contacts details (Name and Phone number) that you have uploaded via the Global
Address Book in Frontier will appear on the phone screen.
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Advanced Features

Configure Pilot Number

Configure Pilot Number allows the administrator to select the Pilot Number (Group Number) from a
list of phone numbers or you can select “None” if you do not want to specify a Pilot Number.

How to configure in Frontier:

e To access the Configure Pilot Number, click on the

the main page.

iinet | Frontier

better

-

icon next to “Advanced Features” on

vPEX Music on Hold

Schedule And Events

Advanced Features

Global Address Book

BizPhone Admin

Service 0001104
wPBX

Phone System

BizP hone Hunt Group
UAT_TEST2
HG122208@bizphone.iinet.net.au

Users

BizPhone User

UAT_TEST2

122301 @bizphone.iinet.net.au
Adrian Chisli

BizPhone User

8883302
U1232T4@bizphone.iinet.net.au
Jeff Smith

=

c

=

BizPhone Auto Attendant =
UAT_TEST2
AA1Z2200@bizphone.iinet. net. su

BizPhone User =
UAT TEST2

U122302@hizphone. iinet. nat au

Fevin Clark

EBizPhone Queus
UAT TEST2
Q122300@bizphone.iinet. net.au

EizPhone User

8883302
U123273@bizphone.iinet. net. su
Mark Smith

The “Configure Pilot Number” option will appear in the expanded menu (below).
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Advanced Features

Configure Pilot Number Configure Pilot Numb

Call Forward Unused Numbers

Upload Anncuncement

Configure Pilet Mumber: *

Select the Pilot Number from the drop down list.

Click “Update” to save the changes.

Mone r

To close the Configure Pilot Number option, click on the * icon next to “Advanced Features”.

Call Forward Unused Numbers
Call Forward Unused Numbers allows the administrator to choose the default number to forward
incoming calls for unused numbers, i.e. those number(s) that are not allocated to any BizPhone user.

How to configure in Frontier:

iinet

cannedt betier

Frontier

To access the Call Forward Unused Numbers feature, click on the
Features” on the main page.

-

next to “Advanced

vPBX Music on Hold

Schedule And Events

Advanced Features

Global Address Book

BizPhone Admin

Service 2001184
vPBX

FPhone System

BizPhone Hunt Group =
UAT_TESTZ
HG122288@bizphone.iinet.net.au

Users

BizFhone User G
UAT_TEST2

122301 @bizphone.iinet.net. au

Adrian Chisli

EizFhone User G
9893302

123274@bizphone.iinet.net. au

Jeff Smith

BizPhone Auto Attendant =
UAT_TEST2
AA122288@E bizphone. iinet.net.au

BizFhone User =
UAT_TEST2

U122302@bizphone.iinet. net.au

Kevin Clark

BizFPhone Queue
UAT_TEST2
Q122300@ bizphone.iinet. net.au

BizFPhone User

BEE3302

12327 3@bizphone.iinet.net. au
Mark Smith
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The Advanced Features page will appear (below). You are on the “Configure Pilot Number”
page by default.

Advanced Features

Configure Pilot Number Configure Pilot Number
Call Forward Unused Numbers Configure Pilot Number- *
Upload Announcement
Update
e Click on the “Call Forward Unused Numbers” menu on the left.
Advanced Features -
ICcm’igurs Pilot Number Configure Pilot Number
I Call Forward Unused Numberf Configure Pilot Number-*
Upload Announcement
Update
The Call Forward Unused Numbers page will appear (below).
Advanced Features -
Configure Pilot Number Call Forward Unused Numbers
ICaH Forward Unused Numbers Call Forward Unused
Gall Forvar
Upload Announcement
Update

e Select the number from the drop down list. You can select “None” if you do not want to
forward any incoming calls for the Unused Numbers.

Advanced Features

Configure Pilot Number Call Forward Unused Numbers
Call Forward Unused Numbers Call Forward Unused
Nurnbers: *

Upload Announcement

o C(Click “Update” to save the changes.

To close the Call Forward Unused Numbers option, click on the “ icon next to “Advanced Features”.
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Upload Announcement

Upload Announcement allows the administrator to upload media files for the group. The media files
can be used for Group and User’s Voice Mail Greetings.

How to configure in Frontier:
e To access the Upload Announcement option, click on the ™ next to “Advanced Features”
on the main page.

ii, H,,! Frontier m
]

vPEX Music on Hold v

Schedule And Events >

Advanced Features v

Global Address Book -

BizPhone Admin -

Service 0001104
vPEX

Phone System

EizPhone Hunt Group = EizPhone Auto Attendant = BizPhone Queus £y
UAT_TEST2 UAT TEST2 UAT TEST2
HG 122208@bizphona iinat. net.au AA1Z2200@hbizphone iinet.nat.au Q122300@bizphona.iinat.nat.au

Users

EizPhone User g BizPhone User I BizPhone User =
UAT TEST2 UAT TEST2 ‘aga3302

1127501 @bizphone.iinet.net. su 125502 @bizphone iinet.net.au UA2327 3@ bizphone. iinet net su

Adrian Chiali Kevin Clark Mark Smith

BizPhone User =
0803302

12327 4@ bizphane iinet net. su

Jeff Smith

The Advanced Features page will appear (next page). You are on the “Configure Pilot
Number” page by default.
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Advanced Features

Configure Pilot Number

Configure Pilot Number

Call Forward Unused Numbers Configure Pilot Number: *
Upload Announcement
Update
e C(lick on the “Upload Announcement” menu on the left.
Advanced Features -
ICCHflgurs Pilot Number Configure Pilot Number
Call Forward Unused Numbers Configure Pilot Number: *
I Upload Announcement I
Update
The Upload Announcement page will appear (below).
Advanced Features -
Configure Pilot Number Upload Announcement
Call Ferward Unused Numbers Choose File | No file chosen @
Upload Announcement

e Choose the media file that you wish to upload by clicking on the “Choose File” button and
then select the media file from your local machine or network drive.

Advanced Features

Configure Pilot Number Upload Announcement

Call Ferward Unused Numbers c = File | Ndfile chosen @

Upload Announcement

Note: The audio file needs to be in .WAV or .WMA format with specific requirements. Please
refer to Audio File Specifications for the list of requirements.

o (lick “Upload” to upload the media file.
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Receptionist Features

Auto Attendant

Auto Attendant is a voice menu system that plays a recorded greeting to incoming callers and allows
them to choose to be directed to an internal extension. Sometimes this feature is referred to as VR
(Interactive Voice Response).

An Auto Attendant can consist of one or more menus and the concept of “an instance” of an auto-
attendant is important.

What is an instance of Auto Attendant?
An instance of Auto Attendant is a single recording and menu that is assigned an internal extension.

Example as shown below:
There are two Auto Attendant instances: One for the main business number and the other one for
Customer Service.

Auto Attendant

Welcome o ABC Company. Press 1 io speak io
Sales. Press 2w speak io Cusiomer Service.

Hunt Group 2

|
Auto Attendant

Welcome o ABC Company. Press 1 for Billing
Support. Press 2 for Helpdesk.

/ \
/ \

Hunt Group

Hunt Group

Billing Helpdesk
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How to configure in Frontier:
There are 3 parts of Auto Attendant configuration:
1. Basic

e To access the Auto Attendant, go to the BizPhone Main page and on the “BizPhone Admin”
section, you will see “BizPhone Auto Attendant” and click on the & icon for each Auto
Attendant that you wish to configure.

iinet | Frontier

vPBX Music on Hold A
vPBX Configure Pilot Number -
BizPhone Admin -
Service 9001194
vPBX
Phone System
BizPhone Hunt Group = BizPhone Auto Attendant [Eg BizPhone Queue [
UAT _TEST2 UAT TEST2 UAT TEST2
HG122298@bizphone.iinet.net.au AA122299@bizphone.iinet.net.au Q122300@bizphone.finet.net.au
Users
BizPhone User = BizPhone User =
UAT_TEST2 UAT_TEST2
U122301@bizphone.iinet.net.au U122302@bizphone.iinet.net.au
Adrian Chiali Kevin Clark

The Auto Attendant Basic Settings page will appear (next page).
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BizFhone Auto Attendant
UAT_TEST2
AA122288@bizphone.iinet.net.au

Basic

Set Active:
Business Hours Menu
After Hours Menu

General Settings:

Auto Attendant ID:

Auto Attendant Name: *

| AAd 22299@hizphune.iinet|

| Bty |

CLID First Name: * | Betty |
CLID Last Name: |A1:bendant |
Phone Number: |CIBB-1?CICICICIG |
Holiday Schedule | Mane .
Office Hours | Test .
Voice Mail Settings:
Activate Voice Mail Festure [ ]
Enable voice mail to be used with vaice portal aP
Enable voice mail to be forwarded as email -
Delivery Email Address: | |
Enable voice mail to be sent as carbon copy -
Carbon Copy Email | |
Address:
Ensbls voice mail madia file [=

Select Media Fie:* celect One |

Scope of Dialing:

Mame Dialing Entries
P Lect+Fis

@ Lest=FistorFist = Last

This page will allow you to activate and set the general settings for the Auto Attendant.

Activate and enter the basic settings for the Auto Attendant.

Basic settings Description

Set Active . .
untick to deactivate

Enable this if you wish to activate the Auto Attendant and

General Settings

Auto Attendant ID

This ID is allocated by default.

Auto Attendant
Name*

Enter a Name for the Auto Attendant.

CLID First Name*

Enter a First Name for the Auto Attendant.

CLID Last Name*

Enter a Last Name for the Auto Attendant.

Phone Number

The Auto Attendant phone number is allocated automatically
when the service is provisioned.

Voice Mail Settings
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Activate Voice Mail
Feature

Enable this to activate the voice mail feature for the Auto
Attendant.

Enable voice mail to
be used with voice
portal

Enable this option if you wish to be able to listen to the Auto
Attendant voice messages through the Voice Portal.

Enable voice mail to
be forwarded as

Enable this option if you wish to send a copy of the Auto
Attendant voice mail to an email and enter the email address

email in the field.
Delivery Email Enter the email address for the voice mail to be sent to.
Address

Enable voice mail to
be sent as carbon

copy

Enable this option if you wish to send a carbon copy of the
Auto Attendant voice mail to a second email address.

CC Email Address

Enter the email address for the voice mail to be CC'd to.

Enable voice mail
media file

Enable this option if you wish to select a media file for the
Auto Attendant voice mail.

Select Media File”?

Name Dialing
Entries

Scope of Dialing \

Select the available media file from the drop down list. If
there is no media file available, please upload the file. See
note below for more information.

Define how the caller should say the name of the person they

want to reach.

e Last + First: where the caller must first say the last name of
the person and then say their first name.

e Last + First or First + Last: where the caller can say either
the last name and then the first name of the person or vice
versa.

Note: * in above table indicates mandatory field and cannot be empty.
A To upload the media file, please refer to the Upload Announcement section in this

document.

e C(lick “Update” to save the Auto Attendant settings that you just configured.
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2. Business Hours Menu

e To access the Business Hours Menu for the Auto Attendant, go to the BizPhone Auto
Attendant page and click on the “Business Hours Menu” on the left and below page will
appear.

BizPhone Auto Attendant *
UAT TEST2

AA1Z2208@bizphone iinet. net. au

Bizs Business Hours Audio File Selection:

| Business Hours Meru

@ Defaut

After Hours kb
hours. Meru . P

Business Hours Audio Keys:

Key Description Action
o [aueus | [ rranster witn prompt v | [ asseroonoy |
1| Kevin | [ ranster without pramy + | [ azsasaiars |
2 | Repeat | [repeat men -
3 | e -
4| | [ setect one 4
5 | | [ setectone v
8 | | [ setect one 4
7| | [ sereet ane v
g | | [ setect one - |
s | | [ setect one 4
| RE—
z | | [ setect one 4

e Select and enter the Business Hours Menu for the Auto Attendant.

Business Hours
Menu

Audio File Selection
Default Tick this if you wish to use the system default audio file.

Tick this if you wish to upload your personal audio file.

You can use a “Default” system defined audio file or to
upload a “Personal” audio file.

To upload an audio file, click “Choose File” and select the
audio file you wish to play to the callers when they reach the
Auto Attendant.

Description

Personal

Note: The audio file needs to be in .WAV or .WMA format
with specific requirements. Please refer to Audio File
Specifications for the list of requirements.
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Audio Keys

This is the key on the handset keypad to which you assign

actions.

Description Optional description of the menu option.

A Drop down list of actions:

¢ Transfer to Operator: Plays the message “Please stay on
the line while your call is transferred to the operator” and
then transfer the call to the specified operator number.

e Transfer With Prompt: Plays the message “Your call is being
transferred, please hold” and then transfers the call to the
specified number.

e Transfer Without Prompt: Transfers the call to the specified
number, without playing a transfer prompt.

e Name Dialing: Brings the user into the automated name
directory.

e Extension Dialing: Prompts the user for an extension and
transfer the user.

e Repeat Menu: Replays Auto Attendant Menu options.

e Exit: Exits user from the Auto Attendant and terminates the
call.

When the action selected is to transfer a call, a phone

Phone Number number must be specified.

Note: Calls to non-BizPhone numbers will be charged.

Key

Action

3. After Hours Menu

e To access the After Hours Menu for the Auto Attendant, go to the BizPhone Auto Attendant
page and click on the “After Hours Menu” on the left and below page will appear.

BizPhone Auto Attendant P
UAT_TEST2
AA122200@bizphone.inst.net.su

After Hours Audic File Selection:

@ Default
@ Pesoml

After Hours Audic Keys:

Key Description Action
o | | [Repeat eors 7]
1 | [rronster witn prompt v | [osseoomne
2 | | [Hame oiating -
e | | |5=|=uo.-= '|
4| | [serectone v
5 | | [somaone 7]
s | | [seteet ane .
7 | [setect ane -
e | | [omt one 7]
e | | [seteet ane .|
= | [setectane -
o | | |5=|=uo.-= '|
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e Select and enter the After Hours Menu for the Auto Attendant.

Business Hours o
Description
Menu

Audio File Selection

Default Tick this if you wish to use the system default audio file.

Tick this if you wish to upload your personal audio file.

You can use a “Default” system defined audio file or to
upload a “Personal” audio file.

To upload an audio file, click “Choose File” and select the
audio file you wish to play to the callers when they reach the
Auto Attendant.

Personal

Note: The audio file needs to be in .WAV or .WMA format
with specific requirements. Please refer to Audio File
Specifications for the list of requirements.
This is the key on the handset keypad to which you assign
actions.

Description Optional description of the menu option.

A Drop down list of actions:

¢ Transfer to Operator: Plays the message “Please stay on
the line while your call is transferred to the operator” and
then transfer the call to the specified operator number.

e Transfer With Prompt: Plays the message “Your call is being
transferred, please hold” and then transfers the call to the
specified number.

¢ Transfer Without Prompt: Transfers the call to the specified
number, without playing a transfer prompt.

e Name Dialing: Brings the user into the automated name
directory.

e Extension Dialing: Prompts the user for an extension and
transfer the user.

e Repeat Menu: Replays Auto Attendant Menu options.

e Exit: Exits user from the Auto Attendant and terminates the
call.

When the action selected is to transfer a call, a phone

Phone Number number must be specified.

Note: This must be one of your BizPhone phone numbers.

Key

Action

To return to the main page without changes, click on the ¥ icon located at the top right of each
BizPhone Auto Attendant page.
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Receptionist

Receptionist allows the receptionist to assign or remove users that they can monitor through the
Receptionist App Basic ONLY. If you have ordered the Receptionist Advanced feature, you should be
able to use the Receptionist interface to assign and remove users and you should not use this portal
configuration option to do so.

Notes:
- The Receptionist menu is only available on the User menu if they have been assigned the
Receptionist App license.
- Receptionist feature is not available on BizPhone Line (ATA) plan.

How do you use it?
By changing your setting in Frontier, your preference will then be applied to all future calls.

Default setting: Un-configured

How to configure in Frontier:
e To access Receptionist, go to the users section under BizPhone Admin (bottom part of the
main page), click on the & icon for the user that has the Receptionist feature that you wish
to configure. When the BizPhone user page appears, click on “Receptionist” menu on the

left.
iinet | Frontier

vPBX Music on Hold v

VPBEX Configure Pilot Number v

BizPhone User «
UAT_TEST2

U122302@bizphone.iinetnetau

Kevin Clark

Service U122302@bizphone.iinetnetau (Connecting 0862801019 to vPBX 9001194)
BizPhone User (null for Kevin Clark)

Tk Receptionist

User Details Available BizPhone Users Assigned BizPhone Users

Simultaneous Ring Q | Q
Chiali, Adrian [U122301@bizphone.iinet.n .

Sequential Ring

Call Forwarding Selective
Priority Alert

Call Motify

Busy Lamp Field

io

Speed Dial 8
Receptionist
Voice Mail
Replace Handset
Basic Call Logs

Client Downloads

e The receptionist can add the available users to the assigned users group by highlighting the
user that they want to monitor from the “Available users” and click the button. The
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selected user should now appear in the “Assigned users” list. Repeat the same steps if you
wish to add more users to the list.
To remove the user from the “Assigned users” list, highlight the user and click the IS
button. Repeat the same steps if you wish to remove more users from the list.

e (lick “Update” to save the changes.

To return to the main page without changes, click on the # icon located at the top right of the
BizPhone User page.
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Add-On Features & Services

The Add-On features and services are value added features to the end user services.

BizPhone Desktop App

BizPhone Desktop App is the iiNet branded UC One Communicator Desktop Softphone application
that allows the user to make and receive calls, access voicemail, and to configure their basic
telephone features, such as Call Forwarding, Do Not Disturb, etc. For the full list of features, please
refer to the Business Communicator User Guide Desktop.

Minimum System and Hardware Requirements
BizPhone Desktop App needs to be run on specific Operating System and hardware. The following
are the Desktop App version 21.2.0.487 minimum system and hardware requirements.

oo

Mac OS 10.8 Mountain Lion, Mac OS 10.9 Mavericks, Mac 0S 10.10
Operating System Yosemite, Windows Vista, Windows 7 or Windows 8/8.1 or Windows 10
(Classical view only)

CPU Minimum 1.5 GHz CPU, Pentium 4, dual core CPU with 2GB RAM

The installation footprint is approximately 125 megabytes (MB) on OS X
and 215 MB on Windows

For voice calls, a sound card, speakers, and a microphone or a headset
are required

Disk space

Peripherals

Where do you download it?
You can download the App via the Portal (Refer to section Client Downloads).

How do you install it? (based on the Windows App)
e Click on the set up (.exe or .dmg) file that you have downloaded.
e Select the language from the drop down list and click “Ok”.

Installer Language u

Q3 Please select a language.

[English -

e C(Click “Next” on the Welcome screen.
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@, BizPhone Communicator Setup EI_I—J

Welcome to the BizPhone
Communicator Setup

Setup will guide you through the installation of BizPhone
Communicator.

Itis recommended that you dose all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboot your
computer.

Click Next to continue.

Mext = ] I Cancel

Click “I Agree” on the License Agreement.

%, BizPhone Communicator Setup EI_I—J

License Agreement
Please review the license terms before installing BizPhone
Communicator.

Press Page Down to see the rest of the agreement.

SUSINESS COMMUNICATOR ™ END LISER LICENSE AGREEMENT -
IMPORTANT - READ CAREFULLY

THIS IS A LEGAL AGREEMENT BETWEEN YOU (THE INDIVIDUAL OR THE ENTITY) USING
THE BUSINESS COMMUNICATOR ™ SOFTWARE AND BROADSOFT, INC. ("LICENSOR")
PLEASE READ THE FOLLOWING TERMS CAREFULLY.

Installation of the Business Communicator ™ dient software and documentation (the
"Product”) is contingent on acceptance and agreement by You to the terms and
conditions set out below. You may not use the Product in any way unless you have -

If you accept the terms of the agreement, dick I Agree to continue. You must accept the
agreement to install BizPhone Communicator.

Communicator.

Press Page Down to see the rest of the agreement.

reserved, Contact: Digia Plc (ht

This software uses Droid Sans font licensed under the Apache License, Version 2.0,
Copyright (c) 2010 DroidFonts.com.

Portions copyright () 1998-2000 Carnegie Mellon University. All rights reserved.
Portions copyright (c) 1987, 1989, 1993 The Regents of the University of California. All
rights reserved.

Copyright 2005-2014 BroadSoft, Inc. and/or its Original licensers, All rights reserved.] =

If you accept the terms of the agreement, dlick I Agree to continue, You must accept the
agreement to install BizPhone Communicator.

< Back ” I Agree ] I Cancel I
T ™
{, BizPhone Communicator Setup l = iz_]
License Agreement
Please review the license terms before installing BizPhone

l < Back ” 1 Agree ] I Cancel

Click “Next” on the Install Options.
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@, BizPhone Communicator Setup ==

Install Options
Choose options for installing BizPhone Communicator

Always run BizPhone Communicator when the system starts

Create BizPhone Communicator Desktop Icon

Install for all users

Mullsoft Install System w2, 46.5-Unicode

[ <Back |[ Mext> | [ cancel

e C(Click “Next” on the Choose Install Location.

Q, BizPhone Communicator Setup _ -iéliu

—

Choose Install Location
Chease the folder in which to install BizPhone Communicator,

Setup will install BizPhone Communicator in the following folder. To install in a different folder,
dlick Browse and select another folder, Click Mext to continue.

Destination Folder

izPhone Communicator Browse...

Space required: 203.3MB
Space available: 38.9GB

Mullsoft Install System 2,46, 5-Unicode

[ <Back | mext> | [ cancel |

N —— e ———

e C(Click “Install” on the Choose Start Menu Folder. Please wait while the BizPhone
Communicator is being installed.
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{, BizPhone Communicator Setup

©

Select the Start Menu folder in which you would like to create the program's shortouts. You
can also enter a name to create a new folder.

Choose Start Menu Folder

Choose a Start Menu folder for the BizPhone Communicator
shortcuts,

TPG\BizPhone Communicator|

AAPT Internal Service Desk -
Accessories
Administrative Tools
BroadSoft

ConfigMgr 2007 Toolkit v2
FileZilla FTP Client

Fuji Xerox My Prints
Games

Google Chrome

LSD

Maintenance

[ Do not create shortouts

m

[ < Back ][ Install

e Yoursetup is completed. Click “Next”.

R, BizPhone Communicator Setup =

©

Completed

Installation Complete
Setup was completed successfully.

Setinstall registry entry:
Setinstall registry entry:
Setinstall registry entry:
Setinstall registry entry:

MoModify' to'1' -
'DisplayIcon' to 'C:\Program Files (x86)\TPG\BizPhone Comm. ..
'InstalToDesktop’ to '1'

'RunOnStartup’ to '1'

Create shortcut: V\corp.ad.aapt. com.au'userthome40\t500740 Desktop\BizPhone C...
Create folder: D:\Users\t500740\AppData Roaming Microsoft\Windows\Start Menul,...
Create shortcut: Di\Users\t500740\AppData\Roaming Microsoft\Windows\Start Men...
Create shortcut: Di\Jsers\t500740\AppData\Roaming Microsoft\Windows\Start Men...
Setinstall registry entry: 'StartMenu’ to TPG\BizPhone Communicator’

Completed 1N

e Click “Finish” to close the setup.

@, BizPhone Communicator Setup

Completing the BizPhone
Communicator Setup

BizPhone Communicator has been installed on your
computer,

Click Finish to dose Setup.

Start BizPhone Communicator now
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How do you use it?
Launch the installed Application and Login. Your login details will be sent in an email with your
BizPhone Service Completion Advice.

Note: The login username is case sensitive. Your login username will start with a “U” which must be
entered as uppercase.

Please refer to the Business Communicator User Guide Desktop for the BizPhone Desktop App user
manual.

HH BizPh
l' n E'l' Cgmrr?::icator

“ersion: 21.2.0.763 « Help = Preferences

iiNet Branded BizPhone Communicator Desktop App

BizPhone Mobile App

BizPhone Mobile App is the Broadsoft UC One Communicator Mobile Softphone application that is
available on the User’s mobile phone to allow them to make and receive calls, and manage their
telephony features. The Mobile App is supported on different Operating Systems, such as Google
Android and Apple 10S.

Where do you download it?
You can download the App via Google Play (for Android) or AppStore (for iPhone) on your mobile.
You can find information about the App in the Client Downloads section of this document.

How do you use it?
Click on the UC One Communicator icon on your mobile and login. Your login details will be sent in
an email with your BizPhone Service Completion Advice.

When you launch the App, it will ask you for login URL. Please enter
https://apps.bizphone.tpgtelecom.com.au to the login URL and click “OK” to continue to the
application.

Then enter your login details (username and password) and click “Sign in”. After sign in, you can
start using your Mobile App.
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Note: The login username is case sensitive. Your login username will start with a “U” which must be
entered as uppercase.

ucsone

U114126@bizphone.tpgtelecom.com.a

3
/]

[] Show password

["] Remember password

Version 21.2.1.5037

UC One Communicator Mobile App

Please refer to the Business Communicator User Guide Android and Business Communicator User
Guide iPhone for the BizPhone Mobile App user manual.

BizPhone Receptionist App
BizPhone Receptionist App is the Broadworks Attendant console that manages call distribution
for front desk operator through a web based application.

There are two types of Receptionist App available as part of the iiNet BizPhone product:
e Receptionist App — Basic
e Receptionist App —Advanced

Receptionist App Basic

The Receptionist App Basic enables the receptionist to monitor up to 30 static phone users and have
a very limited set of features. The administrator will need to login to define the list of monitored
users via the Admin Portal (Refer to Receptionist section).

Receptionist App Advanced

The Receptionist App Advanced enables the receptionist to monitor up to 200 static phone users
with an enhanced interface that has a rich set of features including monitoring, manipulating and
distributing queued calls (if Call Queuing is activated), and may other call control features. The
receptionist can use the Receptionist App to define and customise the list of monitored users.
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You will be able to upgrade from one type to another. By upgrading or changing your Reception
App type, it will re-provision your Receptionist service and subsequently delete all your
monitored static contacts. You will need to re-add the contacts once the new service is activated.

Minimum System Requirements
BizPhone Receptionist App needs to be run on specific Operating Systems and certain browsers. The
following are the Operating System, Browser and Java requirement for the Receptionist App.

T

Windows XP with SP3 (or higher), Windows Vista, Windows 7, Windows
8, Mac OS X 10.5 or 10.6, or Citrix XenApp 4 or 5

Internet Explorer 8.0, 9.0 or 10.0; Firefox 17 or later; Google Chrome
17.0.963.64 or later; or Safari 5 or 6

Java Java 1.6.0_19 or higher

Operating System

Browser

How do you use it?
The Receptionist console is a web-based application and accessible via the following URL:
https://apps.bizphone.tpgtelecom.com.au/receptionistconsole/

Your login details will be sent with your BizPhone Service Completion Advice.

Note: The username is case sensitive. Your login username will start with a “U” which will must be
entered as an uppercase.

Please refer to the Receptionist User Guide for the user manual and full list of supported features on
the Receptionist App.

broa orks
receptionist

CALL CONSOLE =3 CONTACTS
‘ Q. SEARCH ” £+ FAVORITES xm& GROUP COM. :” & PERSONAL xH {fi SPEED DIAL x‘
[ |Begins with  [AN ~|a | [)Quick Search |x@
No tems to show

Status Last Name * First Name & Number Extension Mobile Department
O AA113968 Auto Attendant +61280422866
Q@ abe test 61280422861 22861
. Bhati = e1280422860 22080 oans4ea0e0
Q HE 113067 P Groap 81280420885
o) metbourne test2 61300461908 &1006
[e) B Testt 151390451907 &1007
O melbourne testa +61390461908 61908

H | |

~ CONFERENCE CALL x

No tems 1o show

Broadworks Receptionist App
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User Password and Passcode Specifications

User Password Specifications

e Cannot contain the Login ID

e Cannot be the reverse of the old Password

e Cannot be any of the last 5 Passwords

e Must contain at least 2 numbers

e Must contain at least 2 uppercase alpha characters
e Must contain at least 2 lowercase alpha characters
e Must be at least 12 characters

Password Reset

When a Password Reset is requested through Frontier, users will be emailed a password reset link
with a lifespan of 1 hour rather than a new randomly generated password.

Voice Portal Passcode Specifications

Cannot be the user’s own extension or phone number

Cannot be the user’s own extension or phone number reversed
Cannot contain 3 or more repeated digits

Cannot be any of the last 3 Passcode(s)

Cannot be the reversed old Passcode

Must be at least 6 characters; no more than 8 characters

Audio File Specifications

Audio File Format

Specifications

e 8.000 or 16.000 kHz

For WAV files e 8 or 16 bit mono
e U law, A-law, or PCM
e 8.000 or 16.000 kHz
For .\WMA files e 16 bit mono

e U law, A-law, or PCM

For both .\WAV
files and .WMA
files

e The maximum audio length is 2 minutes for a Voice
Messaging Greeting and Custom Ringback User/Group.

e The maximum audio length is 10 seconds for user’s Voice
Portal Personalised Name.

e The maximum audio length is 10 minutes for the Music On
Hold greeting.

e For all other services, the maximum audio length is 5
minutes.
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Recording .WAV or .WMA files

You can use the below procedure to record a personal greeting or an announcement using a PC.
The Application Server accepts .WAV and .WMA file formats. The section Audio File Specifications
lists the full list of validation rules for the file formats.

The following table describes the procedure to record a .WAV file. Instructions are provided for the
following sound recorders:

e Windows XP Sound Recorder and Windows 98 Sound Recorder.
e Windows 2000 Sound Recorder.

e Windows NT Sound Recorder.

e Audacity on Windows 7 and Windows Vista.

Recording with Windows XP or Windows 98 Sound Recorder

1. In Windows 98, select Start = Programs - Accessories = Entertainment - Sound
Recorder from the Windows task bar. In Windows XP, select Start = All Programs =
Accessories - Entertainment - Sound Recorder.

NOTE: It is possible that your Sound Recorder is located in a different file, or that your
default sound recorder is another product. Please note the required format for your
greetings below and follow the instructions for your specific sound recording product.

2. Make the setting selections. Click Properties from the File menu. The properties for
Sound window appears.

3. Click Convert Now and then click OK. The Sound Selection window appears.

4. Select PCM from the Format list.

5. Select 16.000 kHz, 16 bit Mono, under Attributes, and click OK. You may want to save this
format at this point, so that you can easily select it in future.

6. Inthe Properties for Sound dialog box, click OK.

7. Click Record on the Sound Recorder. Speaking clearly into your PC microphone, record
your message. When you have finished, click Stop. To listen to your message, click Play. If
you are not pleased with your message, record it again.

8. When you are satisfied with your message, select Save As from the File menu. Name your
sound file, being certain that you remember its location and that the file type is a .\WAV
file.

9. Inthe File name field, enter the desired name of your recording.

10. Click OK. To exit without saving, click Cancel.

Recording with Windows 2000 Sound Recorder

1. Select Start - Programs - Accessories - Multimedia - Sound Recorder from the
Windows task bar.

NOTE: It is possible that your Sound Recorder is located in a different file, or that your
default sound recorder is another product. Please note the required format for your
greetings below and follow the instructions for your specific sound recording product.

2. Click Record on the Sound Recorder. Speaking clearly into your PC microphone, record
your message. When you have finished, click Stop. To listen to your message, click Play. If
you are not pleased with your message, record it again.

3. Click OK.
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Click Change to modify the settings. Select PCM from the Format list. Select 16.000 kHz,
16 bit Mono under Attributes, and click OK. You may want to save this format at this
point, so that you can easily select it in the future. In the Properties for Sound dialog box,
click OK.

When you are satisfied with your message, select Save As from the File menu. Name your
sound file as \WAV file type.

In the File name field, enter the desired name of your recording.

Click OK. To exit without saving, click Cancel.

Recording with Windows NT Sound Recorder

1.

9.

Select Start = Programs - Accessories - Multimedia - Sound Recorder from the
Windows task bar.

Select Audio Properties from the Edit menu. Click the Customize button under Preferred
quality. The Customize dialog box appears.

From the Format list, click the drop-down arrow to select PCM.

Under Attributes, click the drop-down arrow to select 16.000 kHz, 16 bit Mono. You may
want to save this format at this point, so that you can easily select it in the future.

Click OK in the Customize dialog. Then click OK in the Audio Properties dialog box.

Click Record on the Sound Recorder. Speaking clearly into your PC microphone, record
your message. When you have finished, click Stop. To listen to your message, click Play. If
you are not pleased with your message, record it again.

Click OK.

When you are satisfied with your message, select Save As from the File menu. Name your
sound file as \WAV file type.

In the File name field, enter the desired name of your recording.

10. Click OK. To exit without saving, click Cancel.

Recording with 7 - 64 bit or Windows Vista using Audacity
(Works with version 1.3.12 Beta)

NOTE: Using the built-in Sound Recorder from Windows 7 or Windows Vista does not work as it is
not possible to control the output format. The output format defaults to .WMA (44.1kHz 96 kBps)
encoding — a format that is not compatible with the Media Server.

1.
2.

PNV~

Select Start - All Programs = Audacity from the Windows task bar.
Set the default sample rate for recording:
a. From the Edit menu, select Preferences.
b. Click the Quality tab.
c. Select 16000 Hz for the Default Sample Rate. Select 16 bits from the Default Sample
Format.
Set the number of channels for recording:
a. Click the Devices tab.
b. For Channels, select 1 (Mono).
Click OK to exit the Preferences pop up.
Click Record (the round red button at the top).
Record your message.
When you have finished, click Stop (the yellow square button).
To listen to your message, click Play (the green arrow at the top). If you are not pleased with
your message, record it again.
When you are satisfied with your message, from the File menu, select Export.
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10. Select Save As Type WAV (Microsoft) signed 16 bit PCM. Name your sound file as a .WAV file

type.
11. In the File name field, enter the desired name of your recording.
12. Click OK. To exit without saving, click Cancel.

Converting .WAV files to .WMA

There are a range of online conversion tools you can use to convert a .WAV file to .WMA format.
One example is http://audio.online-convert.com/convert-to-wav

Alternatively, to generate a .\WMA file, first generate a .WAV file using the instructions for your
relevant Sound Recorder above. Then, invoke ffmpeg to convert the WAV file to a .WMA file. For
example, to convert recording.wav to newrecording.wma, invoke:

ffmpeg —i recording.wav —acodec copy newrecording.wma
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