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Preface 

Who should read this guide.

The MyOffice Admin User Guide is written for the following audiences:

■■ Primary audience: Phone line administrators of organizations that are subscribers of TELUS

and offer voice lines to companies. These administrators set up and maintain voice services for

employees within their own organizations.

■■ Secondary audience: Employees of TELUS, such as Customer Services Representatives (CSRs),

who are responsible for supporting their commercial subscribers.

In this guide, “you” designates the phone line administrator, also called voice administrator, and 

“your organization” designates the company using MyOffice.

Scope of this guide.

This guide covers:

■■ The purpose of MyOffice

■■ The tasks to be performed using MyOffice

■■ Instructions for setting up users and voice services for an organization

■■ An explanation of the basic terms and features one would come across when using MyOffice

This guide does not cover the tasks that TELUS must perform in order to provide services to their 

commercial subscribers.
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Introduction 
to MyOffice 

The Introduction to MyOffice consists of the following topics:

■■ What is MyOffice?

■■ CSR and Phone Line Administrator

■■ General Provisioning Procedure

■■ Getting Started with MyOffice

■■ Customizing the Display (Columns and Rows)

■■ Phone Line Administration Tasks

■■ Secondary lines

What is MyOffice?

MyOffice Voice Manager (or simply MyOffice) is an application with a Web-based graphical user 

interface that allows phone-line administrators to set up and maintain users as well as voice services 

in their organizations.

Using MyOffice, a phone-line administrator in a company using commercial voice services can 

independently perform many tasks, such as creating users, assigning phone lines and features  

to users and creating groups without having to contact a Customer Service Representative (CSR) 

at TELUS.

After performing an administrative task, the phone-line administrator submits an order to TELUS. 

The order will be processed by TELUS’s provisioning system.

Submitting an order in MyOffice may affect billing from TELUS to your organization.
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CSR and Phone Line Administrator

MyOffice allows a division of labour between a Customer Service Representative (CSR) at TELUS 

and a phone-line administrator in your organization (a commercial subscriber of TELUS). Together, 

they provision and maintain voice services for users.

Table 1: CSR and Phone Line Administrator

Role Tasks

CSR

 Set up and update devices, blocks of phone numbers 

and ports, as well as service packages for the commercial 

subscriber.

Phone Line Administrator

Set up and update users, including phone lines or phone 

extensions within the subscriber organization; perform other 

tasks based on privileges granted by TELUS, such as assigning 

phone numbers, ports, groups and feature packages to 

individual users.

The following diagram shows the role of the phone-line administrator and MyOffice in relation to 

service provisioning.

My Of�ce

CSR

Phone Line Admin

User 1 User 2 User 3

Your organization

Internet

Your Service Provider

Business Voice Service Provisioning

Figure 1: MyOffice in the context of service provisioning
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General Provisioning Procedure

During service provisioning, links are set up between TELUS and your organization and voice 

services are instantiated over the network.

The basic provisioning procedure is:

1  The CSR captures your organization’s information and service requests, such as the number of 

phone lines requested, selection of service packages and their features or dates of services.

2  The CSR submits the order.

Business rules are applied and workflows are automatically generated. Responses are sent back to 

the CSR regarding the completion status. In case of a successfully processed order, the voice line 

is activated.

3  Using MyOffice, the phone-line administrator sets up users, services and groups in your 

organization, and then submits the order over the Internet.

 At your voice line provider’s computer system, the database is updated and the order is 

processed. Both the phone-line administrator and the CSR can view the updated information.

Getting Started with MyOffice

MyOffice is a Web-based interface that can be accessed over the Internet from a remote computer.

Before using MyOffice, you must have the following:

Table 2: Preparing to use MyOffice

Preparation Details

Installed Web browser
Recommended browser:

■ Microsoft Internet Explorer (IE) versions 8 and 9 or more
recent. If you have Explorer versions 10 or 11, activate the
compatibility mode to resolve the navigator error. Clic here to
obtain the procedure.

■ Google Chrome versions 33 and 34

■ Mozilla Firefox versions 27 and 28

Information for logging in

Available from a TELUS CSR:

■ URL of MyOffice

■ User ID

■ Password

■ Account
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To run MyOffice Admin in French, change your browser’s language setting to fr-ca as shown in the 

following example:

Logging in

Figure 2: Browser Language Setting

To log in to MyOffice:

1  Point your browser to the URL your CSR provided to you. 

For example: http://www.admin.bvoip.telus.com/caweb

2  When the login screen appears, enter the following information that your CSR provided to you:

■■ User ID

■■ Password

■■ Account

3  Click Log In.

MyOffice opens, displaying the default Account Snapshot screen.
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Navigating the MyOffice interface

Main menu

The main menu of MyOffice is located on the left side of the screen.

Figure 3:  Main menu of MyOffice

Clicking a button in this menu takes you to that specific area of voice administration.

Browser buttons

After you have logged in to MyOffice, do NOT use the Forward or Backward buttons on your 

browser. Doing so will take you outside MyOffice and you may lose all the information you have 

entered in MyOffice or encounter other unpredictable outcomes.

Within a MyOffice session (that is, between logging in and logging out of MyOffice), use only the 

buttons and links available in the MyOffice UI.

Log Out button

When you have completed a MyOffice session, click Log Out at the top-right corner of the screen. 

This will take you back to the login screen.

Help button

MyOffice is equipped with a context-sensitive Help system to assist you when you are performing 

various administrative tasks. Clicking Help in the top-right corner of the screen will take you to the 

section of the Help system that is related to the area you are working on.

For example, if you are working in the “My Users” area, clicking the Help button launches the Help 

system and displays the “My Users” page. This page contains information and links about adding 

users, editing users, removing users and so on.
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Customizing the Display (Columns and Rows)

Many MyOffice screens allow customizing of the display columns and rows so that you can select 

the amount of information you want to view and the order in which you prefer to view it.

The customization may include:

■■ The ability to order the columns displayed by dragging the column heading to the desired

position.

■■ The ability to adjust the width of each column by dragging the line between two column headings

to either the left or right.

■■ The ability to add/remove columns to be displayed:

a. Right-click the drop-down arrow to the right of a column name.

b. From the menu that appears, select Columns.

c. From the submenu that appears, check or clear the column names that you want to display.

Figure 4: Customizing the display of columns and rows

■■ To arrange rows in ascending or descending order:

a. Right-click the down-arrow to the right of a column name.

b. From the menu that appears, select Sort Ascending or Sort Descending.

Phone Line Administration Tasks

Common tasks

As a phone-line administrator, you are generally responsible for some or all of the tasks 

described below.
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Working with users

Using the My Users link in the menu, you can add, view, edit and remove users. For more 

information, see My Users.

Assigning phone lines

A number of phone lines are allocated by TELUS (via a CSR) to your organization. You can assign 

one or more available phone lines to each user.

Assigning and reassigning phone lines is performed using the My Users link in the menu. For more 

information, see My Users.

Assigning feature packages and à la carte features

You can assign voice features, either as part of a feature package or as à la carte features, to each 

phone line. Feature packages can be edited and tailored to the needs of users.

Assigning or modifying features is performed using the My Users link in the menu. For more 

information, see My Users.

Assigning devices and ports

Devices and the number of ports on each device are allocated by the CSR to your organization.  

You can assign or reassign available devices and ports to individual phone lines.

Assigning or reassigning devices and ports is performed using the My Users link in the menu. For 

more information, see My Users.

Setting up groups

Groups allow users to be associated for specific purposes. Where required, you can create groups 

and assign users to each group.

Group-related tasks are performed using the My Groups link in the menu. For more information, see 

My Groups.

Viewing orders

Using the My Orders links in the menu, you can view the records of all the changes made in 

MyOffice regarding users, assigned phone lines, features and groups. For more information,  

see My Orders.

Producing reports

Using the My Reports link in the menu, you can view a list of telephone numbers currently assigned 

to all the users. For more information, see My Reports.
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Example of phone-line administration

The following example shows how to set up users, phone lines, features, devices and groups within 

your organization.

Table 3: Example of voice administration

User
Phone 
line

Feature 
package

À la carte 
features

Device Port Groups

Jake 5551 Basic (none) DEV-9 1
Group A 

Group B

Jake 5552 Advanced
feature “a” 

feature “b”
DEV-9 2 (none)

Sandy 5553 Advanced (none) DEV-4 2 Group B

Pat 5557 Basic feature “c” DEV-9 3 (none)

In this example, Jake has two phone lines, each of which has its own features and membership in 

groups. On the second line, he has additional à la carte features.

Sandy has a phone line with a feature package, and she is a member of a group.

Pat has a line with a basic feature package plus an à la carte feature, and she doesn’t belong to 

any group.
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My Account 
In the My Account section of MyOffice, you can view the subscriber’s account information, such as 

contact details, users, subscribed services, etc.

My Account consists of the Account Snapshot, a read-only screen, that is displayed upon 

logging in.

The information displayed in the Account Snapshot screen was entered by a TELUS Customer 

Service Representative (CSR) and cannot be modified by a phone-line administrator or anybody 

else in the subscriber organization.

If any of the account-related information needs to be changed, the phone-line administrator must 

contact a CSR.

For a description of the information in the Account Snapshot screen, see Understanding Account 

Information. For general information on MyOffice, see Introduction to MyOffice.

Large subscribers

MyOffice Admin supports business subscribers with up to 5,000 lines. Using MyAccount, you can 

also view the account information for large subscribers.

Understanding Account Information

The Account Snapshot screen displays the subscriber’s account information as follows. In this 

context, a subscriber refers to your company, which subscribes to commercial voice services.

Figure 5: Account Snapshot screen
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My Account

Client contact information

The Client Contact Information section displays the information TELUS uses to contact you and your 

organization.

Table 4: Client contact information

Field Description

Account Number
The account number TELUS assigned to your organization. 

This number must be entered to log in to MyOffice.

Business Name The business name of your organization.

Primary Contact The primary contact person in your organization (you).

Primary Phone The primary phone number of the primary contact (your phone). 

Email Address The email address of the primary contact (your email).

User and service summary

The User and Service Summary section displays the services available to your organization and the 

number of users and groups that your organization has set up.

Table 5: User and service summary

Field Description

Users

The number of current users in your organization. This number 

will be updated to reflect changes made in the My Users section 

of MyOffice.

Clicking the number in this field takes you to the My Users 

screen. For details, see My Users.

Call Groups

The number of current groups in your organization. This number 

will be updated to reflect changes made in the My Groups 

section of MyOffi e.

Clicking the number in this field takes you to the My Groups 

screen. For details, see My Groups.

Voice Line
The number of voice lines (telephone numbers) available 

to your organization.

Devices The number of devices available to your organization.
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My Users 
In the My Users section of MyOffice, you can define users (typically employees of your organization) 

so that they can be provided with phone lines.

The My Users section consists of the following topics:

■■ Understanding Users

■■ Viewing a List of Users

■■ Adding a User

■■ Viewing or Editing a User

■■ Removing a user

Understanding Users

User

In MyOffice, a user is someone in your organization who has access to voice services that are 

provided in the organization. As a commercial subscriber of TELUS, an organization typically has 

multiple users.

Users are provided with different voice services, which can vary from one user to another.

Phone-line administrator

The phone line administrator of the subscriber organization is a user who has special privileges to 

administer other users in the organization. He or she can add employees in the organization to the 

list of users or remove employees from the list. He or she is responsible for adding or modifying 

voice services for each user.

Phone-lines administrators are the primary audience of this guide and are addressed as “ you” in 

these instructions.
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My Users

Viewing a List of Users

The My Users main page displays a list of users.

By default, this list includes all the current users in the organization, with their telephone numbers 

extensions and assigned phone-feature package.

Figure 6: My Users main page

Using the name filter

You can narrow down users by typing one or more characters in the Filter User Name box. The 

filter is not case sensitive and is applied to the beginning of the first name as well as the last name 

of each user.

For example, if you type ca, Ca, cA, or CA, the same list is displayed including names such as: 
Cathy Jones, Carlos Martinez, Peter Cameron.

Adding a User

MyOffice provides an Add User Wizard to guide you through the process of adding users. In this 

process, you:

■■ Add the name of the user

■■ Assign a telephone number to the user

■■ Assign a device and a port to the telephone number

■■ Assign a feature package to the telephone number

■■ Assign optional à la carte features to the telephone number

■■ Configure certain features add a user:
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My Users

1 In the bottom-right corner of the My Users main page, click Add User.

The first page of the Add User Wizard appears.

 Figure 7: Add User Wizard, page 1

2 Complete page 1 of the wizard as follows.

Table 6: Fields of Add User Wizard, page 1

Field Description

First name First name of the new user

Last name Last name of the new user

Department Department to which the new user belongs

Company Admin Select Yes (Y) or No (N) from the drop-down list

User ID Type your user identification 

Password Type a secure password

Confirm password Type the same password again

Admin UI Language From the drop-down list, select the preferred language

User Group
From the drop-down list, select a group to which the user 

will belong

Add Voice Line Select Yes (Y) or No (N) from the drop-down list
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My Users

3 Click Next.

The second page of the Add User Wizard appears.

 Figure 8: Add User Wizard, page 2

4 Complete page 2 of the wizard as follows.

Table 7: Fields of Add User Wizard, page 2

Field Description

Select Telephone Number
Enter a telephone number or click the search icon and  search 

for a telephone number using the Find Telephone Number 
screen. Ready-to-use phone numbers have been assigned to 

your organization. The quantity TELUS has made available is in 

conjunction with the quantity of phone numbers you initially 

activated. If ready-to-use phone numbers are no longer 

available, a message will state that there is no data to display. 

You can call TELUS to obtain a new series of ready-to-use 

phone numbers.

Select a device

Select a device from the drop-down list for a primary line.  

If no device is associated to a secondary line, the field is greyed 

out.

Select a Port Select a port from the drop-down list.

For a description of features, see Call Feature Description.
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My Users

5 Click Next.

The third page of the Add User Wizard appears.

Figure 9: Add User Wizard, page 3

a. Select a Feature Package from the list.

b. The included features will appear in the bottom part of the screen.

c. Choose the A La Carte Features if you which to add features to your package.

d. Clic on Next.

Select the Feature Package as follows: 
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My Users

The fourth page of the Add User Wizard appears.

Figure 10: Add User Wizard, page 4

6 Complete page 3 of the wizard as follows:

a. Select a feature from the Feature List.

When you select a feature (for example, Call Forward Busy), the Feature Detail List for that
feature (in this example, Feature Details: Call Forward Busy) is displayed in the box below.

b.  Complete each parameter in the Feature Detail List.

c. Select another feature in the Feature List and repeat the process until you have completed

all the details for all features.

For more information on each feature parameter, see Call Feature Description.

Important notice: Never enter the same phone number in the following fields : Mobile Extention and 
Call Grab. Do not attempt to enter a BVoIP number in these fields as well or else these functions will 
be disabled. 

When you enter a telephone number to forward calls to, do not include spaces or hyphens.

7 Click Next.

Screen 5 will appear.
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My Users

The fifth page of the Add User Wizard appears.

Figure 11: Add User Wizard, page 5

8  Verify that the information displayed in the Summary page is correct. If necessary, 

click Back to make changes.

9  Click Submit. 
The user will be added to your list of users.

Viewing or Editing a User

When you edit a user, you can:

■■ Add a telephone line to the user

■■ Delete an existing telephone line from the user

■■ Edit the user’s package

■■ Edit the user’s device and port

■■ Edit each of the telephone line’s feature parameters

The Trunk Member is read only for the General Info and the Line and Features tab.

To edit a user:

1 On the My User main page, do one of the following:

■■ Select the name of the user; click View/Edit in the bottom-right corner of the page.

■■ Double click the Telephone Number of the user.

021



MyOffice Admin User Guide | Sigma Systems Release 4.1

My Users

The My Users > <Username> page displays the General Info tab.

Figure 12: My Users General Info tab

2 Modify the information in the General Info tab as required.

3 Select the Lines and Features tab.

Figure 13: My Users Lines and Features tab
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My Users

4 In the box at the top of the tab, select the Tel Number you want to view or edit.

If this user has only one phone number. It is already selected by default.

5 Do one or more of the following, as required:

■■ Ad a new phone line

■■ Delete a phone line

■■ Edit a feature package or à la carte features

■■ Edit à la carte feature attributes

■■ Edit a device

■■ Edit line details

■■ Assign a shared line

■■ Assign a line to another user

6 Repeat step 5 for additional phone numbers, feature packages or devices, if applicable.

When selecting users or equipment from a large LEV subscriber, you may need to select a user 

from page 1, then add other users from other pages. To do this:

1 Search particular CPE equipment, then click Next.

2 Return to the Search page and search for additional CPE equipment, then click Next.

This loads all the required equipment on which you need to work.

Adding a new phone line

1  In the Lines and Features tab, click Add Line. 

The first page of the Add Line Wizard appears.

2  Follow the instructions in the wizard. 

The procedure is similar to Adding a User. Upon completion, a phone line is added.

Deleting a phone line

1 In the box at the top of the Lines and Features tab, select the Tel Number you want to delete.

2  Click Delete Line. 

A dialog box appears, prompting you to confirm the deletion.

3  Click OK.

023



MyOffice Admin User Guide | Sigma Systems Release 4.1

My Users

Editing a feature package or à la carte features

1  In the box at the top of the Lines and Features tab, select the Tel Number for the feature 

package you want to edit.

2  Click Edit Feature.

 The My Users > Edit Feature: <PackageName> for <PhoneNumber> 

<Username> page displays the Features Selection tab.

Figure 14: Feature Selection tab

3  From the Selected Package drop-down list, select the package you want to change 

(for example, change Portal to Portal Plus).

 If secondary lines are selected, the associated primary line can be selected from the 

drop-down list.

4  Select or deselect a feature by checking or clearing the checkbox for that feature in either the 

Package Features box or À la Carte Features box.

For the line to function normally, uncheck the Video feature from Edit Feature tab.
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My Users

5  Click the Features Attributes Setup tab.

The tab displays all the selected features.

For more information on features, see Call Feature Description.

Figure 15: Feature Attributes Setup tab

6  Select the feature you want to edit.

 The attributes for this feature are displayed on the right side of the page.

7  Modify the attributes as required.

8  Click Save, then refresh to check if the order is complete.

To edit another feature, repeat steps 6 to 8.
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My Users

Editing à la carte feature attributes

1  In the box at the top of the Lines and Features tab, select the Tel Number for the à la carte 

features you want to edit.

2  In the Feature box to the left of the Lines and Features tab, select the feature you want to edit.

The attributes for this feature are displayed on the right side of the tab.

3  Edit the attributes of the feature.

For more information on features, see Call Feature Description. 

Repeat steps 2 and 3 for each feature in the Feature box.

Editing a device

1  In the box at the top of the Lines and Features tab, select the Tel Number for the device you 

want to edit.

2  Click Edit Device.

The Edit Device dialog box appears.

Figure 16: Edit Device dialog box

3  From the Select a Device drop-down list, select the device you want to change.

4  From the Port drop-down list, select the port number you want for this device.

 If no port is available for this device, select another device.

5  Click Save, then Refresh to check if the order is complete.
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My Users

Editing line details

You can change the user’s phone line number, extension number and whether the line is private 

or shared.

Secondary lines cannot be shared.

1  In the box at the top of the Lines and Features tab, select the Tel Number you want to edit.

2  Click Edit Line.

The Edit Line dialog box appears.

Figure 17: Line Details dialog box

3  From the Telephone Number drop-down list, select a new number.

4  Where applicable, from the Extension drop-down list, select the extension you want to change.

5  Type the internal and external caller names.

6  From the Shared Line drop-down list, select whether this line is to be Private or Shared.

7  Enter the line key label.

8  Set the number of DPL maximum sessions.

9  Select the number of lines.

10  Select the Resend PMC Password check box if you want to resend the PMC password.

11  Click Save, then refresh to check if the order is complete.

1) Change the phone number.

2) SIP is what enables users to connect to the BVoIP 

Personal Communicator (softphone) and the TELUS 

Mobiles Apps.

3) Determines the internal caller name display 

4) Determines the external caller name dispaly

5) Represents the numbers of keys on which the line will 

appear, for example, if the number of keys is changed to 

2, the line will appear on 2 phone keys once you clic on 

the save button. You might have to restart for this 

function to work. 
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Configure one line on two keys

Select the ACD Supervisor's line, click on Edit Line and in "Number of Line Keys", select 2 instead of 1. 

To ensure that the ports of the device are displayed properly, do not add more numbers once all 
ports for a device are occupied. For details, see the section My Devices / Adding a New Device on 
page 40.
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My Users

Assigning a shared line

1 Select the line whose status must change to Share Line, click Edit, wait for the 
new menu to appear and select the Lines and Features tab, click Edit Feature.

2 Make sure you unselect the Customer Originated Trace feature and then click 
on Save.

The Feature Selection box appears.

Figure 17a: Feature Attributes Setup dialog box

a. Shared Line (MADN)
To provision the Shared Line (MADN), you must first change the status of the line 
from private to shared.

3 Click on My Users again on the left hand side menu, reselect the line, click on View/Edit.

4 Select the Lines and Features tab and click on Edit Line.

5 In the Share Line menu select Shared and click on Save.

Figure 17b: Edit Line dialog box
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6 Confirm the addition of the Multiple Appearance Directory Number (MADN) feature. This 
is a billable feature.

6 Click on Refresh to make sure your order is successful (.

7 Select the Share Line tab

Figure 17c: Confirmation dialog box

The Assign Shared Line box appears.

Figure 18: Assign Shared Line dialog box

8 In Select Shared Option, click on  Shared Line. In Select Shared Telephone Number, 
select the desire number (MADN).  Select the device and the port on which the appearance 
of the shared line  with the MADN must appear. Change the SIP Password if desired. Click 
on Save.

Figure 18a: Assign Shared Line dialog box
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Assigning a line to another user

You can reassign a line that currently belongs to one user to another user. For example, Bill currently 

has line 1234. After reassigning this line to Mary, Bill will no longer have line 1234.

1  In the box at the top of the Lines and Features tab, select the Tel Number you want to edit.

2  Click User.

The Assign Selected Line to a User dialog box appears.

Figure 19: Assign Selected Line to a User dialog box

3  From the drop-down list, select the User that you want to assign.

4  Click Save, then refresh to check if the order is complete.

b. Busy Lamp Field and Multiple Registrations

Assigning a shared line

1 Select the Share Line tab, the Assign Shared Line box appears.

1 Select the Share Line tab, the Assign Shared Line box appears.

2 In Select Shared Option, choose Multiple Registrations or Busy Lamp Field depending on the 
desired feature. 

3 Select the device and the port on which the Multiple Registration or the Busy Lamp Field must 
appear. Click on Save.
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Removing a user

When you remove a user, the user will no longer be provided with any voice services in the 

organization. This removal is permanent.

To remove a user:

1  On the My Users main page, select the name of the user that you want to remove.

2  Click Remove in the bottom-right corner of the page.

The Delete User dialog box asks you to confirm that you want to delete this user.

If you are deleting a primary line with associated secondary lines, you will be prompted to confirm 

the deletion of all lines.

3  Click Yes.

The user is removed from the list of users.
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Configure an Automatic Call Distributor (ACD)

Important notice: the ACD string is created by TELUS. A TELUS representative must do the 
intial programming of new users before you can add agents and supervisors with MyOffice 
Administrator.

Configure an ACD Agent

Select the user you want to add to the ACD string or create a new user you want to add. 
On each of the lines that will be in the string, the Feature Package should be changed for 
will be changed to PortalPlus Universal-IP ACD.

Figure 20: Configure an Automatic Call Distribution dialog box

If you want to verify if the procedure was successful, redo the steps and, if it is already activated, 

you will ear a fast busy signal.

MyOffice Admin User Guide | Sigma Systems Release 4.1 033



MyOffice Admin User Guide | Sigma Systems Release 4.1

My Users

In the Features Attributes Setup tab, click Automatic Call Distributor Agent and add the 
necessary information to the string (if in doubt, see an Agent already programmed):  

1 ACD group: enter the name of the ACD group and proceed as other Agent lines on file. 

2 Subgroup ACD: enter the name of the ACD subgroup and proceed as other Agent 
lines on file.

3 ID Number: enter the ID number and proceed as the other Agent lines on file. 

4 Position ID: choose "Y" for yes and "N" for no and proceed as other Agent lines on file. 

5 Agent Option 1: These are the shortcut keys on the phone matching the ACD string 
(ready, not ready, etc.) 

6 Click Save and make sure that the order is in Completed status

Figure 20a Features Attibutes Setup dialog box.
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Configure an ACD Agent

Listen to Agents' calls and have the possibility to intervene

1. Dial * 72 + extension of agent to monitor agent call.
2. Dial * 73 to toggle talk / monitor, using secondary line as control.

Fonctions Codes Fonctions Codes

ACDin

ACDout

BusyOn

*50 + (Position ID)

*51

*70

Ready

NotReady

BusyOut

*53

*52

*71

Configure an ACD Supervisor

Select the user you want to add to the ACD string or create new user. All lines in the string 
must have the PortalPlus Universal-IP ACD Supervisor feature package.

Figure 20a Features Attibutes Setup dialog box.
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In the Features Attributes Setup tab, click on Supervisor Profile and add the necessary 
information to the string (if in doubt, see a Supervisor already programmed):  

1 ACD group: enter the name of the ACD group and proceed as other Agent lines on file. 

2 Subgroup ACD: enter the name of the ACD subgroup and proceed as other Agent lines 
on file.

3 ID Number: enter the ID number and proceed as the other Agent lines on file. 

4 Position ID: choose "Y" for yes and "N" for no and proceed as other Agent lines on file. 

If the supervisor also wants to have an agent profile in the Features Attributes Setup, click 
on ACD Agent and complete the fields as shown in the previous section on how to 
configure an ACD Agent. However, for the ID position, the input value must be different 
than the one in the supervisor profile.

5 Click Save 

6 Click on refresh and make sure that the order is in Completed status

In order to be able to listen to the calls received by agents and to be able to intervene if 
needed, thesupervisor line must be on two line keys as shown in section: Configure one 
line on two keys.
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De-programming an ACD Agent or Supervisor

To de-program a line in the string, simply change the Feature PAckage of this line. Select 
the user you want to remove from the string and change the Feature Package of the line to 
the desired one. Otherwise, simply remove the user. Click Save and make sure that the 
order is in Completed status. When de-programming an ACD supervisor, restore the 
appearance of the line to a single key.
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Devices are installed by your service provider based on service requirements for your organization. 

In MyOffice, a phone line administrator can assign and reassign devices and ports to telephone 

numbers. Also, a phone line administrator can add, modify or remove devices. This feature of 

MyOffice is useful for administrators to manage common equipment requests, such as replacing an 

existing device, entering the MAC address details of a newly shipped device, or configuring a voice 

line to ring multiple phones.

The MyOffice Admin portal allows the administrator to:

■■ Add/delete equipments

■■ Associate equipment to a specific site

■■ Add/update a MAC address for existing equipment

■■ Customize the product and make other device fields editable

■■ Assign a voice line to multiple device ports

Equipment cannot be deleted when voice lines are associated with it.

For general information on MyOffice, see Introduction to MyOffice.

Understanding Device Information

The My Devices section is read only.

The My Devices list page provides two types of information:

■■ Information on the devices (such as device names, nicknames and the maximum number of

ports) that are currently set up by TELUS for your organization.

A device can be added, removed or modified by the phone-line administrator (MOA).

■■ Information on how devices are utilized in your organization (such as the number of ports used

and the number of ports available for each device).
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Figure 20: My Devices list page

The My Devices details page displays the port numbers for a selected device (Device Nickname), 

together with their associated telephone phone numbers and user names.

Only telephone numbers of primary lines can be associated to devices.

Searching for Devices

From the My Devices page, you can search for devices belonging to the authorized sites:

1  Enter the site name, device type, device name or MAC Address in the corresponding fields. The 

Wild-card search is also available.

2  Click Search.

The list of devices matching your search criteria is displayed in the table.

3  For a large subscriber, click Next.

The My Devices page for large subscribers displays the device information, such as Device 

Name, Device Type, Site, MAC Address, Maximum ports, Used Ports and Available Ports.

The My Devices page allows you to remove existing devices and view or edit the existing 

device information.
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Adding a New Device

To add a new device to the site associated with your profile:

1  Click the My Devices option in the left navigation pane.

The My Devices main page appears.

2  On the My Devices page, click New.

The Add Device window appears.

3  In the Add Device Window, enter the information in the corresponding fields as described in the 

following table:

Field Description

Site
If you select the site, the device is added to the selected site. If this 

field is left blank, the device is associated with the default site.

Equipment Type Select the Equipment type from the list.

Nickname Enter the nickname for the device to be added. 

MAC Address Enter the MAC address for the device.

Serial Number Enter the serial number of the device. 

Manufacturer Select the manufacturer of the device from the list. 

Model Select the model of the device

Max Number of Voice Ports Select the maximum number of voice ports from the list.

CM MAC Address Enter the CM MAC address of the device. 

VoIP Protocol Select the VoIP protocol from the list.

4  Click Save.

Once the device is added, it is associated with the selected site or the default site. To ensure 

device ports are displayed correctly, do not add more numbers once all ports for a device are 

occupied. For ACD Supervisor/ACD Agent, when Number of line keys is selected as 2, the 

same number is added twice on subsequent available ports on the device.
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For example, IP 670 has six ports, and three ports are already occupied. When extension 1642 is 

added with Number of line keys set as 2, then ports 4 and 5 on IP 670 will be occupied.

Figure 21: Line on port 5

However, the system shows port 5 is still available.

Figure 22: Line not displayed on portal

041



MyOffice Admin User Guide | Sigma Systems Release 4.1

My Devices

1632 is added on port 5 in the system, but the phone automatically adds it to port 6, since port 5 

is already occupied on the device.

Figure 23: Line added to port 6

All six ports are occupied on the phone, but the system shows port 6 is still available. If all the 

ports are occupied on the device, do not add any more numbers from the system.

Modifying the Device Information

To modify device information:

1  Click the My Device option in the left navigation page.

The My Devices main page displays the devices associated with your site.

2  Click the device to be edited.

The Modify Device window appears.

3  In the Modify Device window, edit the device details.

4  Click Save.
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Viewing and Changing Device Assignment

Viewing device assignment

To view how the ports are assigned:

■■ In the list page, select the row that represents the Device Nickname (dev-x) you want to view (for

example, emta-98).

The port assignments for this Device Nickname are displayed in the details page.

Changing device assignment

To change a device assignment:

1 Click ‘my users’ and click user/phone to edit

2 Cilck features and lines tab

3 Click edit equipment button

4 Select a different equipment to use from drop-down menu

5 Click save and refresh to check order is complete.

6 Click edit equipment button

7 Choose different equipment from the drop-down list

8 Click save

9 Error message as documented in screenshot, ‘order failed, please contact your  

administrator or CSR’ 
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You can define groups of users in the My Groups section so that they work together in specific 

capacities.

The My Groups section consists of the following topics:

■■ Understanding Groups

■■ Adding a Group

■■ Viewing or Editing a Group

■■ Removing a Group

For general information on MyOffice, see Introduction to MyOffice.

Understanding Groups

MyOffice allows phone line administrators to define groups of users. Each user can be assigned to 

one or more groups. However, it is not necessary for a user to belong to any group.

In MyOffice, each group belongs to one of the following types:

■ Call Pick-up Group

■ Hunt Group
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The following example shows how a phone-line administrator can set up groups in the organization.

Hunt Group
Type

Hunt Group
Sales

Hunt Group
Support

Deb Rich

Lynn AshPaul Mary Jane

Mail Group
Type

Mail Group
Sales

Group Type

Group

User

Figure 24: Group types, groups and users

In this example, three groups are defined: two belong to the Hunt Group Type and one belongs to 

the Mail Group Type.

Paul, Mary and Jane are members of the Hunt Group: Sales. In addition, Jane is a member of 

another group, Mail Group: Sales. Ash is not a member of any group.

Jane will receive calls made to the pilot number of the hunt group based on the priorities defined 

and she will be on the distribution list of the Sales voicemail.

Call pick-up group

In a Call Pick-up Group, all voice lines in the group ring simultaneously in response to an incoming 

call. Any user in the group can pick up and answer the call. The other lines then stop ringing.

Only primary lines can be part of a call pick-up group. Secondary lines cannot be associated  

to a group.

Hunt group

In a Hunt Group, multiple voice lines are assigned to answer an incoming call according to a 

predetermined policy. If the first telephone number in the group is not available, the call will be 

directed to the second phone number in the group. If the second phone is also not available, the 

call will be directed to the third number, and so on.

Only primary lines can be part of a hunt group. Secondary lines cannot be associated with a group.

045



MyOffice Admin User Guide | Sigma Systems Release 4.1

My Groups

There are several options for setting up the hunt-group policy:

Linear 
The phone numbers in the group are arranged in a fixed sequence. When there is an incoming call, 

the system hunts for the first available phone number in the list, starting from the top of the list.

Circular  
The phone numbers in the group are arranged in a fixed sequence. The system remembers which 

line was connected to the previous call. When there is an incoming call, the system hunts for 

the first available number in the list, starting from the number after the previous connection. After 

reaching the bottom of the list, the system continues to hunt from the top of the list.

You can also configure how incoming calls are handled within the group. For example:

■■ If there is no answer on a line, you can specify how long the system waits before it hunts for the

next available line.

■■ If there is no answer on a line, you can specify if the caller is sent to voice mail.

■■ If all the lines in the group are busy, you can specify if the caller is sent to voice mail.

■■ You can use call waiting.

Users in a Hunt Group should not push the Reject Key. Reject means that no one in the hunt Group 

wishes to take the call.

Searching for a Group

To search for groups associated with your site:

1  Click the My Groups option in the left navigation pane.

The My Group main page appears.

2 I n the My Group main page, select the group type from the Group Type list.

3  Enter the Site, Group Name or Group Extension/Member in corresponding fields.

4  Click Search.

The list of groups associated with the site is displayed based on your search criteria.
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Adding a Group

The My Groups main page displays a list of all the currently defined groups, together with the group 

types they belong to, the number of members in each group and the phone number of the pilot of 

each group.

Figure 25: My Groups main page

To add a new group:

1  From the Select Type drop-down list in the My Groups main page, select the group type you 

want.

2  Click New.

The My Groups > Add <GroupType> page appears.

The basic Add <GroupType> page looks similar to the Add Call Pickup Group page.

For other group types, see Understanding Groups.

047



MyOffice Admin User Guide | Sigma Systems Release 4.1

My Groups

Figure 26: Add Call Park Group page

3  In the Group Name field, enter the name of the group, for example: Sales.

Trunk member is not listed as a non member, so that it cannot be allocated as a 

member to a group.

4  From the Non-members list, select a user to become a member of the group.

To ensure telephone numbers are displayed for Non members when assigning a group, first go to 

the My Users tab and select the users to be displayed.

To filter user names, type the first character(s) of the name in the Find by User field.

5  Click  between the Non-members list and the Members list.

The user is displayed in the Members list.

6  Repeat steps 4 and 5 for each additional member of the group.

7  Click Save.

The My Groups main page displays the new group in the list of current groups.
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When you have set a call group and you want voice mail to always go to a pilot number, you have 

two options:

■■ Enter the pilot hunt group number in Voice services: In the left pane, select the Pilot telephone

number from the Line details -> Caller ID Number field.

■■ Enter all the members from the hunt group under Voice services: In the left pane, select the Pilot

telephone number from Alias Voice Mail > Voice Lines.

Viewing or Editing a Group

To change the group name, group membership and other parameters in any group.

1 From the My Groups main page, in the group list, do one of the following:

■■ Double click the group name.

■■ Select the group name, then click View/Edit.

The My Groups > Modify <GroupType> page appears.

Figure 27: My Group, Modify Call Park Group page

2 View or modify the information as required.

3 Save any changes.
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Removing a Group

To remove a group:

1  From the My Groups main page in the group list, select the group you want to remove,  

then click Remove.

A dialog box asks you to confirm the deletion.

2  Click Yes.
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The My Orders section keeps records of all the changes made in MyOffice regarding users, 

assigned phone lines, features and groups. Each change, such as adding a user, deleting a  

phone line or modifying a feature parameter, is considered an order and assigned an order number 

when submitted.

For general information on MyOffice, see Introduction to MyOffice.

Searching for Orders

MyOffice Admin allows you to search for orders that have been submitted. You can search for 

orders based on their start and end dates.

To search for an order:

1  Click the My Orders option in the left navigation pane.

The My Orders main page appears.

2  In the My Orders main page, select the start date and end date from the calendar.

3  Click Search.

The list of orders for the selected duration appears with order details, such as order number, 

status, date created, date completed, submitted by and order description.

Viewing Order Information

Once you search for orders, the My Orders main page displays a list of all the orders that have been 

submitted based on your search criteria. The My Orders section is read only. To place an order, use 

the My Users, My Devices and My Groups sections.
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Figure 28: My Orders main page

To view the details of an order:

1 In the My Orders main page, do one of the following:

■■ Double click the row for the order you want to view.

■■ Select the row for the order you want to view, then click View.

The Order Details page shows details for each individual item included in the selected order.

Figure 29: Order Details page

2 To return to the My Orders main page, click Back.
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Refreshing Order Information

Order information is stored in a database that may be used by TELUS CSRs and other authorized 

users in your company. During your MyOffice session, some other users may have made changes 

to the order information.

To ensure that you are viewing the most current information, click the Refresh button in the main 

menu on the left side of the screen.
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The My Reports section displays telephone number assignments for each user within your 

organization. You can also print the information on this page for distribution to all users.

The Site Admin can see only the list of telephone numbers for the sites associated with the profile.

For general information on MyOffice, see Introduction to MyOffice.

Viewing Phone Assignments

The My Reports main page displays telephone assignments.

Figure 30: My Reports main page

The line associated with the telephone number is a secondary line, and the Primary Number column 

displays the telephone number of the associated primary line.
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Printing the Phone List

You can display the company phone list in HTML and, optionally, print it out. To display the phone 

list of all users in the organization, click Print on the My Reports main page.

Figure 31: Company phone list

To print the phone list, use the print function of your Web browser.
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The call features described in this section are available for selection when setting up users. Some of 

the features are included in a feature package, while others are available as à la carte features.

Your company may or may not subscribe to all the features described here. MyOffice displays only 

the subscribed features.

A user may play one of two roles when using voice services:

■■ Calling party or caller (initiator of an outgoing call)

■■ Called party (receiver of an incoming call)

The feature description below distinguishes these two roles as “user (caller)” and  

“user (called party)”.

Group Features

Group features are call features assigned either:

■■ By TELUS to your company

■■ By your company to specific groups within your company

Account codes

Identifies whether your company uses account codes.

Account codes are entered for each long-distance call to identify the account to which the  

call will be charged.

Authorization codes

Identifies whether your company uses authorization codes.

Authorization codes are entered for each long-distance call to identify that the user making the call 

is allowed to make long-distance codes.

The “Authorization Code” service contains the information about the authorization code for a 

particular user.
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Call pickup

Allows a user to answer any ringing line within their pick-up group. A pick-up group is a defined set 

of users within the group to which the Call Pickup feature applies. To pick up a ringing call, a user 

dials the Call Pickup feature access code. The user is then connected to the caller. If more than one 

line in the pick-up group is ringing, the call that has been ringing the longest is answered.

Extensions

Allows the use of extension dialing for users within a group.

Hunt group

Identifies whether your company uses hunt groups.

Incoming call plan

Allows the CLEC to block certain types of incoming calls.

Instant group call

Allows a user to call a number that provides a group of members with an instant conference bridge. 

When the user dials the specific group call number, the system alerts all members in the group. As 

the members answer, they are joined into a multi-way conference.

Music on hold

Allows the service provider to define multiple music on-hold sources for Call Hold and Call Park 

features.

Outgoing call plan

Allows your company to control originations from a user’s line by identifying call classes that restrict 

completion to certain dialed numbers without a personal identification number (PIN).

Group voice mail

Enables voice mail (messaging) for a group.
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User and Line Features

User and line features are call features assigned to individual users or individual lines.

Anonymous call rejection

Allows users with or without Calling Number Delivery and/or Calling Name Delivery to reject calls for 

which calling name/number display information has been intentionally blocked. Only calls for which 

information has been blocked are rejected.

Attendant console

The Web-based Attendant Console enables a user (for example, receptionist) to monitor a 

configurable set of users within their business group. The Attendant Console window is also 

integrated with the CommPilot Call Manager, thereby enabling the attendant to perform functions 

such as click-to-transfer or click-to-dial. The Attendant Console graphically displays users’ status 

(busy, idle or do not disturb), as well as detailed call information. A variety of options is provided for 

managing the display.

Authentication

Authentication is performed upon the registration of an IP phone. This ensures that the user of the 

device is authorized to gain access to BroadWorks. SIP invites can also be authenticated on an 

ongoing basis at pre-defined intervals. Standard digest authentication is used. The authentication 

information is configured both in the phone and via the group Web portal. All call originations from 

unregistered phones are denied.

Automatic callback

Allows a user to enter an activation code (usually *66) to re-originate a call to the last dialed phone 

number without having to redial that number, regardless of whether the call was answered, 

unanswered or busy.
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Automatic hold retrieve

Allows a user (usually an attendant who has to manage a large volume of incoming calls) to 

automatically hold and retrieve incoming calls without requiring the use of feature access codes.

The feature is made active on a dedicated parking station. When an incoming call is directed to 

that station, the call is automatically put on hold and provided any media on hold (such as music on 

hold). When the attendant wants to address the call, he or she simply retrieves the call from the held 

station. A timer exists that automatically returns the call to the attendant following expiration. This 

also allows for holding calls where the customer premises equipment does not have a flash key.

Automatic recall

Allows a user to enter an activation code (usually *69) to automatically dial the phone number of the 

last incoming call without knowing that phone number.

Barge-in exempt

Prevents a user’s calls from being barged in on by other callers.

Basic call logs

Allows users to view call logs and dial from the following lists of stored numbers: missed, received 

and dialed. The call log is accessed through the CommPilot Call Manager and includes the most 

recent numbers registered for each category, as well as the respective call times and dates.

Busy line field

Busy line field is a feature that provides the status of other users’ phones (i.e., busy, ringing, 

available) that are connected to a company’s phone system. An IP phone is configured to monitor 

an extension that sends a message to the PBX. The message is sent to the subscriber (in this case, 

the phone) to advise the subscriber of the current state of the extension being monitored.

Call forward busy

Automatically forwards an incoming call to another phone number when the user’s (called party’s) 

line is busy.

The phone-line administrator must specify the phone number to where the call is forwarded.
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Table 8: Call Forward Busy parameters

Parameter Value

Activate feature immediately 
n = Do not activate feature (default) 

y = Activate feature

Prevent user from turning 

feature on or off

n = User can turn feature on or off (default)

y = Only phone-line administrator can turn feature on or off

Forward calls to  

this telephone number
Enter telephone number (required)

Allow forwarded calls  

outside company

n = The forwarding number must be within the company

y = The forwarding telephone number can be within the 

company or outside the company (default)

Call forward don’t answer

Automatically forwards an incoming call to another phone number when the user (called party) does 

not answer the call after a preconfigured number of rings.

The phone-line administrator must specify the phone number to where the call is forwarded.

Table 9: Call Forward Don’t Answer parameters

Parameter Value

Activate feature immediately
n = Do not activate feature (default)

y = Activate feature

Prevent user from turning 

feature on or off

n = User can turn feature on or off (default)

y = Only phone line administrator can turn feature on or off

Forward calls to  

this telephone number
Enter telephone number (required)

Number of rings  

before forwarding
Enter an integer, such as 1, 2, 3, 4 (default = 4)

Allow forwarded calls  

outside company

n = The forwarding number must be within the company

y = The forwarding telephone number can be within the 

company or outside the company (default)
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Call forward fixed

Forwards calls to a location that the phone-line administrator enters. The user cannot program the 

number to which the station forwards the calls. The Call Forwarding Fixed Activation (CFFA) option, 

added to a line which has the Call Forwarding Fixed (CFF) option, allows the user to change the 

activation status of CFF from inactive to active.

Call forward universal

Forwards all incoming calls to another telephone number controlled by the user.

Call hold

Allows a user with a non-keyset to hold a call for any period of time while performing other tasks. 

The user can only put one call on hold at a time.

Call notify

Allows a user to define the criteria that cause certain incoming calls to trigger an email notification. If 

an incoming call meets user-specified criteria, an email (or short message to a cell phone) is sent to 

the notify address informing the user of the details of the incoming call attempt.

The user controls the service via a Web interface, which provides the ability to set the notify email 

address and the criteria sets for determining which calls trigger a notification. Criteria are set based 

on incoming calling-line identity, time of day and day of week. Multiple criteria sets can be defined.

Call park

Allows a user to hold a call and retrieve it from another station within the Call Park Group. To park a 

call, a user presses the flash hook and dials the call park feature access code. The call is parked 

and the caller is held. To retrieve the call, the user goes to any phone in the group and dials the call 

retrieve feature access code, followed by the user’s extension. The call is retrieved and connected 

to the retrieving user.

Call transfer

Allows the user (called party) to manually transfer an incoming call to another phone number within 

the organization.

Call waiting

Alerts the user (called party) of a new incoming call while the user is already on the line. The user 

has the option to switch back and forth between the first and second call.
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Calling identity delivery blocking

Allows a user (caller) the option, when making an outgoing call, to either reveal his or her identity to 

the called party or hide it.

Table 10: Call Identity Delivery Blocking parameters

Parameter Value

Call ID is
Public = User’s identity is revealed to the public (default)

Anonymous = User’s identity is hidden from the public

Activate feature immediately
n = Do not activate feature (default)

y = Activate feature

Calling identity delivery on call waiting

Allows users to receive calling party information on their caller ID displays in conjunction with a 

call-waiting tone. The user must have Call Waiting and Calling Name/Number display features as a 

prerequisite.

Calling name delivery

Displays the caller’s name, when receiving an incoming call, to the user (called party).

Table 11: Calling Name Delivery parameters

Parameter Value

Activate feature immediately
y = Activate feature (default)

n = Do not activate feature

Show Caller ID from  

outside company

y = Show Caller ID if caller is from outside company (default)

n = Do not show Caller ID if caller is from outside company

Show Caller ID from  

inside company

y = Show Caller ID if caller is from inside company (default) 

n = Do not show Caller ID if caller is from inside company

Calling name retrieval

Allows a user (called party) to retrieve the caller’s name.

Calling number delivery

Displays the caller’s phone number, when receiving an incoming call, to the user (called party).
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Custom ringback user

Allows a user to specify custom audio media files such as music or corporate greetings for ringback 

tones versus a standard system ring tone. Users can specify multiple profiles where each profile is 

associated with a set of incoming call criteria (that is, phone numbers, time of day and so on) and 

a custom media file. If criteria are not met, then the group’s custom media file is used. If the group 

service is not provisioned or configured, the system ringback is provided.

Customer originated trace

Allows users who have been receiving harassing or prank calls to activate an immediate trace of the 

last incoming call, without requiring prior approval and costly manual intervention by service provider 

personnel.

Dialable directory number

Delivers the phone number of the caller after the first ringing cycle, similar to Calling Number 

Delivery. While Calling Number Delivery delivers the 10-digit phone number of the caller, Dialable 

Number Delivery delivers only the digits required for the called party to return the call.

Directed call park

Allows a user to hold a call against a specific extension and to retrieve it from another station within 

the Call Park Group. To park a call, a user presses the flash hook and dials the directed call park 

feature access code followed by the extension to park against. The call is parked and the caller 

hears silence. To retrieve the call, the user goes to any other phone in the group and dials the call 

retrieve feature access code, followed by the extension to which the call was parked. The call is 

retrieved and connected to the retrieving user.

Directed call pickup

Allows a specific user in a Call Pickup Group to answer a ringing line before other users in the same 

group answer it.

Distinctive ring

Assigns different ring patterns for different call types (e.g., within the group vs. from outside the 

group).

Distinctive ring call waiting

Assigns a distinctive ring pattern (short-long) to accompany incoming calls from the designated 

phone numbers.

With this service, incoming calls from up to 31 phone numbers can be automatically identified by a 

distinctive ring.
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Do not disturb

Allows users to set their station as unavailable so that incoming calls are given a busy treatment or 

directed to a special announcement. Users have the option to activate or deactivate the service by 

dialing a feature access code or configuring the service via their Web interface.

Enhanced call logs

Same as Basic Call Logs but with more details and greater ability to manipulate the information.

Last number redial

Allows the user (caller) to use a star code instead of the full number to redial the last number dialed. 

Superseded by Automatic Callback.

Make set busy

Allows users to make their phone lines appear busy to all incoming calls.

This feature is especially useful for deterring would-be thieves - who frequently use the telephone 

to determine if residents are away from home - or for avoiding interruptions for whatever reason. For 

subscribers in a hunt group, this feature causes their station to be skipped.

Malicious call trace

Allows your service provider to trace any call terminating to a user that has been assigned this 

service. Incoming calls trigger the generation of a report that contains information about the calling 

party (number and name), the time and date that the call was received and other relevant information 

(for example, redirection information).

Multiple Appearance Directory Number (MADN/SCA)

MADN provides you with one telephone number which, when called, is directed to multiple lines. 

You can use a MADN to set up a sales desk, where calls to the number are directed to a selection 

of available lines simultaneously until one of them answers. If a call to a MADN goes unanswered, it 

is forwarded to the MADN’s mailbox.

Multiple registration

Multiple Registration gives users the possibility to call from the same extension or line any time they 

make a call. It permits a subscriber to call from different devices using the same line number. Thus, 

a subscriber can make calls using a cellular phone, a land line or a softphone while using the same 

assigned number or extension. Up to 3 registrations at the same time but only 2 mobile numbers  

are allowed.
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Outlook integration

Allows users to integrate their personal contacts in Microsoft Outlook with their CommPilot Call 

Manager. Using the Outlook Contacts tab in the Call Manager, users can perform a search of their 

personal Outlook contacts by name or company. Once the desired contact is located, users can 

click-to-dial one of the contact’s phone numbers or the user can choose to display the contact’s 

v-card by clicking their name.

Remote access to call forward

Allows users to activate or deactivate Call Forward Universal or change the forward-to destination 

when they are at a remote location - away from home or office.

Selective call assistance

Allows a user to store numbers on a list of up to 31 phone numbers from which he or she wishes 

to receive calls. An incoming call from a phone number that is not on the list is routed to an 

announcement stating that the called party does not wish to receive the call.

Selective call forwarding

Allows a user to store numbers on a list of up to 31 phone numbers from which he or she wishes 

to forward calls. An incoming call from a phone number on the list is forwarded to another location. 

Calls from other phone numbers can be picked up at home or the office, or receive whatever 

treatment the user has arranged, such as answering machine or voice mail.

Selective call rejection

Allows a user to store numbers on a list of up to 31 phone numbers that he or she wishes to reject 

or block. An incoming call from a phone number on the list is routed to an announcement informing 

the caller that the called party does not wish to receive the call.

Sequential ring

Allows users to define a “find-me” list of phone numbers that are alerted sequentially for incoming 

calls that match specified criteria. While the service searches for the user, the caller is provided with 

a greeting followed by periodic comfort announcements. The caller can also interrupt the search to 

leave a message by pressing a key on a touch-tone phone.

Simultaneous ring

End-users who wish to conduct business from several possible locations must be able to get their 

business calls from any one of these locations. SimRing addresses this need by allowing a pre-

defined group of Directory Numbers (DNs) to be alerted simultaneously when a specific member 

of this group, referred to as the pilot DN, is called. The first alerted DN that answers the call is 

connected to the calling party, while the calls to the other alerted member DNs are released.
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Speed calling long

Allows your company to specify a list of frequently called numbers that a user can call by dialing a 

two-digit speed calling code instead of the complete number.

Speed calling short

Allows your company to specify a list of frequently called numbers that a user can call by dialing a 

one-digit speed calling code instead of the complete number.

Three-way calling

Allows a user (caller) to initiate a conference call with two other parties.

The user establishes a three-way call simply by calling the first Directory Number (DN), flashing the 

switchhook to put the first party on hold and, after hearing the special dial tone, dialing the second 

party’s DN. When the second party answers, the switchhook is again flashed to bring the holding 

party into the conversation. The user can also release the third party from the conversation by 

flashing the switchhook.

Voice mail defaults

Sets the conditions for using a user’s voice mail.

Table 12: Voice Mail Defaults parameters

Parameter Value

Prevent user from turning 

feature on or off

y = Only phone-line administrator can turn feature on or off 

(default)

n = User can turn feature on or off

Number of rings before 

forwarding

Enter an integer, such as 1, 2, 3, 4 (default = 4)

After a specified number of rings, the caller is connected to the 

voice mail

Allow forwarded calls outside 

company

y = Voice mail can be located within the company or outside the 

company (default)

n = Voice mail must be located within the company
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À la carte feature

A voice feature not included in a feature package, but available for assigning to phone lines.

Account

Each commercial subscriber (such as your organization) has an account with TELUS. The assigned 

account number (account ID) is required when the subscriber’s phone-line administrator logs into 

MyOffice or communicates with TELUS.

Typically, a commercial subscriber has multiple users.

Call Notify

Allows you to send a notification message containing the caller’s name and number (if available) to 

the email address specified.

Customer Service Representative (CSR)

A representative of TELUS who communicates directly with your organization in order to set up and 

modify telecommunications services to your organization.

Device

An adapter that is used to connect the equipment of your organization to TELUS. A device has 

multiple ports. Each phone line has to be connected to a unique port of one of the devices.

Feature package

A bundle of voice features (such as Call Forward Busy, Three Way Calling) that has been set up by 

TELUS and is made available to a subscriber.

A phone-line administrator assigns a feature package to each phone line. As an option, the phone-

line administrator can enable or disable specific features in the package for a particular phone-line.

Group

A collection of users who are assigned to work together in some specific capacity. For example, 

in a hunt group, if one user is unavailable to answer an incoming call, another user in the group is 

expected to answer it. Another example is a shared voice mail group, where any member of the 

group can listen to messages left in the shared mailbox.
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MyOffi e Admin

An application with a Web-based graphical user interface that allows phone-line administrators to 

set up and maintain users and voice services in their organizations.

Order

A request made by a phone-line administrator in MyOffice to add, modify or delete users or voice 

services.

Since an order is a request for service, any order submission in MyOffice may affect billing from 

TELUS to your organization.

Phone-line administrator (A “My Office Admin” User)

A user who, in addition to using voice services, is responsible for setting up and maintaining other 

users, phone lines, features and groups within your organization.

Subscriber

A TELUS customer who receives telecommunications services. For example, your organization is a 

subscriber of your service provider. Each commercial subscriber typically has multiple users within 

the organization.

User

Someone who uses voice services within your organization. A user has one or more phone lines, 

access to various voice features and may belong to one or more call groups.

The phone-line administrator is a user with special administrative privileges, including the use of 

MyOffice.
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How to enable the Internet Explorer V10 and V11 compatibility 

If you have Internet Explorer V10 and V11 and the images are not displayed properly, please 
proceed with the following steps: :

1 Place your cursor on the lines Administrator web link

2  Press the right mouse button to display the menu

3  Select Compatibility View Settings

4  Add telus.com in the field Add this website

5 Click Add

6 Click Close
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