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Preface 

Who should read this guide.

The MyOffice Employee User Guide is written for employees of an organization using MyOffice.

In this guide, “you” designates the employee of the organization.

Scope of this guide.

This guide covers:

■■ The purpose of MyOffice Employee Portal

■■ The tasks to be performed using MyOffice Employee

■■ Instructions for setting up various voice and call features
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Introduction to  
MyOffice Employee 

What is MyOffice Employee?

MyOffice Employee is a Web-based application that provides a graphical user interface and allows 

users (employees) in the organization to manage their voice and call features independently.

Getting Started with MyOffice Employee.

To start using MyOffice Employee, you must have the following:

Table 1: Preparing to use MyOffice

Preparation Details

Installed Web browser

Recommended browsers:

■■ Microsoft Internet Explorer (IE) versions V8 and V9 or more
recent.If you have Explorer V10 or V11, 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

Login information

Available from your MyOffice admin (if applicable) or from a 

TELUS CSR:

■■ URL of MyOffice Employee

■■ Telephone Number

■■ Password
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Introduction to MyOffice Employee

Logging in

To log in to MyOffice:

1  Open your Web browser and type the URL in the address bar. 

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

2  Click Go or press the Enter key. 

The MyOffice Employee screen appears.

Figure 1: MyOffice Employee welcome screen 

3  In the top-right corner, click Sign In. 

The Sign In window appears.

4  In Telephone Number, type your telephone number.

5  In Password, type your password, then click Sign In. 

(The password was assigned by your administrator)

Figure 2: MyOffice Employee Sign-In Window
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Introduction to MyOffice Employee

The MyOffice Employee Home screen displays general information and any voice messages.

Figure 3: MyOffice Employee Home screen

Navigating the MyOffice interface

Main menu

The main menu of MyOffice Employee is located in the top-left corner of the screen.

Figure 4: Main menu of MyOffice Employee

You can use these options to manage calls, the messaging service and contacts.

Sub menu

The sub menu appears on the left side of the screen when selecting an option from 

the main menu.

Figure 5: Sub menu of MyOffice Employee

Do NOT use the Forward or Backward buttons available in your browser. Doing so will take you 

outside MyOffice Employee and you may lose all the information you have entered in MyOffice 

Employee or encounter other unpredictable outcomes.

In a MyOffice Employee session (that is, between logging in and logging out of MyOffice Employee), 

use only the buttons and links available in the MyOffice Employee UI.

Sign Out button

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

This will take you back to the login screen.



4MyOffice Employee User Guide | Sigma Systems Release 4.1

Introduction to MyOffice Employee

Customizing the Display (Columns and Rows)

You can customize the columns and rows in the tables so that you can sort the required information.

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 the 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 you want to display.

Figure 6: Customizing the display of columns and rows

■■ To arrange rows in ascending or descending order:

a. Click the down-arrow to the right of a column name.

b. From the menu that appears, select Sort Ascending or Sort Descending.
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Managing Calls 
MyOffice Employee manages call features using the Call Management option from the menu bar. 

Call Management includes the following options:

■■ Call Routing

■■ Call Settings

■■ Speed call

■■ Call log

Call Routing

Call routing consists of the following features:

■■ Call Forward

■■ Sequential ring

■■ Simultaneous ring

■■ Advance Routing

Call Forward

The Call Forward feature lets you forward all incoming calls to a designated telephone number.

To designate a telephone number for Call Forward:

1  From the Call Management menu, click Call Routing. 

The Call Forward screen appears if Call Forward is provisioned for the line.

Figure 7: Call Forward screen



6MyOffice Employee User Guide | Sigma Systems Release 4.1

Managing Calls

2  Set any of the following:

■■ In the Forward calls to this number field in the Call Forward All group, enter a telephone

number to which you want to forward incoming calls.

■■ In Forward calls to this number in the Call Forward No Answer group, enter a telephone

number to which you want to forward a call which is not answered after a specified number of

rings.

■■ Select the Call Forward to voice mail check box to forward the call to voice mail if the call is

not answered.

■■ In the Number of rings before forwarding list, specify the number of rings after which calls are

forwarded to the designated number.

■■ In Forward calls to this number in the Call Forward Busy group, enter a telephone number to

which you want to forward calls.

■■ Select the Call Forward to voice mail check box in the Call Forward Busy group to forward

calls to voice mail.

3  Click Save to save all changes.

4  Activate or deactivate call forward features as required. See figure 7. A grey checkbox next 

to the feature name indicates that the feature is inactive. Click on the checkbox to activate. A 

green checkbox next to the feature name indicates that the feature is active; click on the 

checkmark to deactivate.

Figure 7: Call forward features

Simultaneous Ring

The Simultaneous Ring feature lets you specify multiple telephone numbers to ring simultaneously 

when any calls are received on your phone number. The first destination answered makes  

the connection.

This list can also include your own BvoIP number if you would like your desk phone to ring as 
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well. Please note: You must enter the prefix “9” before all the ring numbers in your list if you have 

to dial the prefix “9” when you place a call. However, if your own telephone number is part of the 

sequence, yours must always be entered without the prefix “9.”

Duplicate telephone numbers are not accepted.

A maximum of 6 destinations will be called, including voicemail. 
As soon as any of the lines is answered by a person or by voicemail, all lines will stop ringing. 

Always test feature(s) after activation to confirm proper function.

To set the number of rings:

1  From the Number of Rings list, select the number of rings to ring simultaneously; 

for example, 9.

2  Click Save.

3 Always test feature(s) for proper function after activation

To reverse your changes, click Reset.

Sequential Ring

The Sequential Ring feature allows you to define a list of a number of different telephone  

numbers that will ring one after another for a specified number of rings when your BVoIP 

phone number is called.

To ensure calls go to voicemail after a specified number of rings, change the number of rings to 

a maximum of 10. Provision 3 telephone numbers (3 rings for the first 2 telephone numbers and 

forever for the 3rd telephone number).

Sequential Ring allows you to define a list of a number of different telephone numbers that will ring 

one after another for a specified number of rings when your BVoIP phone number is called. This list 

can also include your own BVoIP number if you would like your desk phone to ring as well. Please 

note: You must enter the prefix “9” before all the telephone numbers in your ring list if you have 

to dial the prefix “9” when you place a call. However, if your own telephone number is part of the 

sequence, yours must always be entered without the prefix “9.”

Locations can consist of phones or SIP-URIs.

To assign the sequential ring feature to a telephone number:

1  From the Call Management menu, click Call Routing.

2  Click Sequential Ring in the left navigation pane.

3  Type the telephone number or SIP URI in the empty field at the top of the row.

Duplicate telephone numbers are not accepted.
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Managing Calls

4  From the Ring drop-down menu, select the number of times you want the telephone to ring.

5  Make the following changes, if necessary:

■■ To change the sequence of the telephone numbers, click the up  or down  arrows.

■■ To delete a telephone number from the list, click the Delete  icon.

6  Click Save to save changes. 

7 Always test feature(s) for proper function after activation. 

8 To reverse your changes, click Reset.

Advanced Routing

The Advanced Routing feature is available in the MyOffice Employee portal only when the voice line 

has Advance Screening, Instant Messaging, Client Collaboration and presence profile.

The Advanced Routing feature includes Routes and Time blocks. The Routes feature allows you to 

create a new route and re-order routes. Using the Time block, you can set various time events. You 

can also create various Time-block events to block calls.

Using the Advanced Routing feature, you can define or change settings for calls and messages. For 

example, when a call is received and you are on another call, you can set the conditions as well as 

exceptions to forward the call to other numbers in your contact list.

Adding a New Route

In Advance Routing, you can add, delete or modify a new route for incoming calls and messages.

To add a new route:

1  In Advanced Routing in the left navigation pane, click Routes.

  The Routes page appears. The page displays the call-based routes at the top of the routes list 

and the IM-based routes below the call-based routes.
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Managing Calls

2  Click New.

The Add New Route screen appears.

 Figure 8: Add New Route screen

3  Enter the route name, then click Apply.

 If you do not set any conditions or actions for the route, a message asks you to add outcome 

action “Ring these numbers first.”

After the successful creation of a new route, the main routes page displays the newly added route 

listed in the bottom of the table.

To create a new call route with all conditions, all outcome actions (including multiple outcomes) and 

all exceptions:

1  Ensure you have the Advanced Screening Feature on your line and the proper profile is assigned. 

2  Enter the telephone number to which calls will be routed (use OTHER) and number of rings.

3  Click apply, then Ok.

This feature only works if you are using a PCC client.

Renaming the Route and Changing the Status of the Route

You can rename the route and change the status of the route if required. To rename the route:

1  In the Routes page, select the name of the route you wish to change.

2  In Route Name, enter the route name, then click Apply.
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Managing Calls

3  To reorder the route, click the up or down arrow in the same row of the route. 

To change the status of the route:

1  Select the route for which you want to change the state.

2  In the Status tab on the Routes page, select or clear the The Route is Activated check box, then 

click Apply.

The state of the route has been changed.

Setting Up the Conditions for Incoming Calls

The Advance Routing feature allows you to set up the conditions for incoming calls and messages. 

You can set the conditions for people and numbers.

To set the conditions for incoming calls:

1  In the Conditions tab, select the required check boxes.

Figure 9: Conditions tab
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Managing Calls

Conditions are listed in the following table:

Field Description

From these people 

in my contacts

You can set conditions for “these people” in your contacts.  

To view the list of these people, click the these people link.

From these numbers 
You can set conditions for “these numbers.” To view the list of 

these numbers, click the these numbers link. 

For Anonymous You can set conditions for anonymous numbers.

Received in specific day/time
You can set conditions for “these numbers.” To view the list of 

these numbers, click the these numbers link. 

2  After setting up the conditions, click Apply.  

The conditions for incoming calls have been defined.

Setting Up the Outcome Actions

Using the Outcome Actions tab, you can set your call options in various actions like no answer, 

busy, unreachable and so on. If the “When Call is Received” check box is selected in the Initiate 

Action tab, various options are displayed in the Outcome Actions tab. You can modify these settings 

to set the outcome actions for call.

To set the outcome actions for a call:

1  In Outcome Actions, select the required check boxes.

 Figure 10: Outcome Actions tab

The outcome actions are listed in the following table:
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Field Description

Ring these 

numbers first

Allows you to ring these numbers first. To view the list of these 

numbers, click the these numbers link.

Ring these second
Allows you to ring these numbers second. To view the list of 

these numbers, click the these numbers link.

Ring these third
Allows you to ring these numbers third. To view the list of these 

numbers, click the these numbers link.

If busy,  

ring these numbers

Allows you to ring these numbers in case of busy state.  

To view the list of these numbers, click the these numbers link.

If no answer,  

ring these numbers

Allows you to ring these numbers in case of no answer state.  

To view the list of these numbers, click the these numbers link.

If unreachable,  

ring these numbers

Allows you to ring these numbers if the number is unreachable. 

To view the list of these numbers, click the these numbers link.

If not logged in,  

ring these numbers

Allows you to ring these numbers if the user is not logged in.  

To view the list of these numbers, click the these numbers link.

2  After setting up the outcome actions, click Apply. The outcome actions have been defined for 

calls.

Setting Exceptions

Advance routing allows you to set exceptions for numbers in your contacts, address and 

anonymous numbers and for states like no answer, busy or unreachable.

■■ If the call type in the Initiate Actions tab is Call, you can set exceptions for the call.

■■ If the call type in the Initiate Actions tab is Instant Message (IM), you can set exceptions for instant

message (IM).
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To set the exceptions for a call, select the required check boxes in the Exceptions tab.

Figure 11: Exceptions tab

The exceptions are listed in the following table.

Field Description

From these people 

in my contacts

You can set exceptions for people in your contact list. To view 

these people, click the these people link.

From these Address(es)
You can set exceptions for address(es). To view these 

addresses, click the these address(es) link.

3  Click Apply. 

The exceptions for calls have been defined.

To set exceptions for instant messages:

1  In the Exceptions tab, select the required check boxes.

2  Click Apply. 

The exceptions for instant messages have been defined.

Routes and Time Blocks

The Time Blocks option of the Advanced Routing feature lets you define for a specified time 

duration, such as a day or week, to use as condition for calls received at a specific day/time (see 

Figure 12). You can define, rename or delete the time block.

To define a new time block:
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1 I n Advance Routing in the left navigation pane, click Time Blocks.

Figure 12: Time Blocks

2  Click New to define a new time block. 

A new row is added and highlighted in the Time Blocks page.

3  Select the time and day in the left pane of the page.

4  Type the minute interval for the required hour of the selected duration; 

for example, 00, 15, 30 or 45.

5  Click Apply.

To rename a time block, double click the required time block, enter the new name, then click Apply.

To delete a time block, select the required time block, then click Delete.

Call Settings

The call settings feature includes:

■■ Mobile extension

■■ Call Grabber
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Mobile Extension

Mobile Extension enables another phone line to act as an extension of the fixed voice-line number.

When a person calls a BVoIP Line, the Mobile Extension Number also rings. Either number may 

retrieve the call. If neither number retrieves the call, the call goes to the BVoIP Line Voicemail box 

(if applicable).

A mobile extension can only be set to 10 digits. To assign a mobile extension:

1  From the Call Management menu, click Call Settings.

2  In the Mobile Extension group, enter the mobile number that you want to assign as an extension 

to your fixed voice-line number.

3  Click Save.

Once Mobile Extension is set, you cannot delete the number and leave the field empty. You can 

only update the number. If you need to remove the number from Mobile Extension, contact your 

administrator (if applicable) or a TELUS CSR. A mobile extension number cannot be another  

BVoIP line.

Call Grabber

Call Grabber lets you move calls between phones, softphones, and any mobile device. You can dial 

a telephone number associated with the Call Grabber feature from a mobile device and the call will 

move automatically to that device, with no break in the conversation. Calls can be moved back to 

the mobile device by simply dialing a short code (*91) on the desk phone or computer-based soft 

client. A Call Grabber number can only be set to 10 digits. Once the number is set, it be changed 

but not removed.
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To assign a Call Grabber:

1  From the Call Management menu, click Call Settings.

The Call Handling screen appears.

Figure 13: Call Management

2  In the Call Grabber group, enter the 10-digit telephone number for the 

Authorized Calling Party ID.

The following types of numbers can grab the call using Call Grabber:

■■ Callgrab Authorized DN programmed by user

■■ Mobile Extension DN

■■ The original BVoIP line

3  Click Save.

Speed Call
The Speed Call feature lets you to define a dialing shortcut (a quick-dial number) for your frequently 

called numbers.

To assign a quick dial:

1  From the Call Management menu, click Speed Call.

2  Click the top empty row, then enter a Quick Dial (digit from 2 to 9) and the Number. You can 

only save a maximum of 8 Speed Call numbers. Entering additional numbers will clear your 

original entries.

3  Click Save.
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Once the quick dial is saved, the quick-dial number cannot be changed. However, the assigned 

telephone number can be changed.

Call Log

The Call Log feature lets you view the details of incoming and outgoing calls. To view the call log:

1  From the Call Management menu, click Call Log.

The Call Log screen appears, as shown below.

Figure 14: Call Log screen

The fields appearing in the Call Log are described below.

Field Description

Type Indicates whether the call is an incoming or outgoing call.

Telephone Number Shows the called or the calling number.

Date Date of the call. The format used is ddmmyyyy.

Time Time of the call.

Duration Duration of the call.
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Managing Voice Mail Features 
MyOffice Employee lets you manage voicemail features using the Messaging 

option on the main menu. You can manage the following voice tasks:

■ Reset PIN

■ Voice Mail Settings

■ Voice messages

Reset PIN

To reset the PIN:

1  From the Messaging menu, click Reset PIN. 

The confirmation message appears.

 Figure 15: Reset PIN confirmation message

2  Click OK to reset your PIN.

 The “reset successful” message appears.

3  Click OK to continue.

After a reset, the default password will be the 10-digit phone number.
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Voice Mail Settings and Voice Messages

By clicking on either of these two fonctions: Voice Mail Settings or Voice Messages, your will 

be redirected to the voicemail portail where you can manage you voicemail account.

Figure 16: Drop down menu of Messaging

Figure 17: Voicemail portal
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Managing Your Account 
MyOffice Employee lets you manage the employee’s account. The user can do the following:

■■ Manage contacts

■■ Change password

■■ View user details

Manage Contacts

You can perform the following tasks using the Contacts menu:

■■ Add a new contact

■■ Delete an existing contact

■■ Modify an existing contact

■■ Import contacts

Adding a new contact

To add a new contact:

1  On the menu bar, click Contacts.

The Contacts screen appears.

Figure 18: Contacts screen
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2  Click New on the Contacts screen and enter the following details in the Contact 

Details form:

Field Description

Nickname Enter the Nickname of the contact. This field is mandatory.

First Name Enter the first name of the contact. This field is mandatory.

Last Name Enter the Last name of the contact.

Primary Contact Enter the primary telephone number. This field is mandatory.

Email Address Enter the email address of the contact.

Mobile Enter the mobile number of the contact. 

Business Phone Number Enter the business phone number of the contact.

Home Phone Number Enter the home (personal) phone number of the contact.

3  Click Apply to add the contact to the contact list.

The user appears in the contact list.
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Deleting a contact

To delete an existing contact:

1  In the main menu, click Contacts.

The Contacts screen appears.

Figure 19: Contacts screen

2  In the Contacts list, select the contact you want to delete.

 The contact details appear in the Contact Details form.

3  Click Delete.

Figure 20: Deleting an existing contact
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Modifying a contact

To modify an existing contact:

1  From the menu bar, click Contacts.

The Contacts screen appears.

Figure 21: Contacts screen

2  In the Contacts list, select the contact you want to modify.

 The contact details appear in the Contact Details form.

3  Make the necessary changes in the Contact Details form, then click Apply.

The contact’s details are updated.



24MyOffice Employee User Guide | Sigma Systems Release 4.1

Managing Your Account

Importing Contacts

MyOffice Employee allows you to import contacts from your Microsoft Outlook account. To do this, 

you must export your contacts from Microsoft Outlook to the CSV file.

To activate this feature, you must provision Advanced Address Book to the line. To import contacts 

from Microsoft Outlook:

1  Click Import Contacts on the Contacts screen.

The Import Contacts dialog box appears

Figure 22: Import Contacts

2  In the Import Contacts window, click Browse to browse the CSV file exported from Microsoft 

Outlook.

3  Click Append to add these contacts to your existing contact list, or click Replace to replace your 

address book with imported contacts.

4  Click Import.

The contacts in your Microsoft Outlook are imported to your MyOffice Employee contacts. The 

contact being used in the advance route cannot be deleted.

Change User Password

A User name and password are required to log in to the MyOffice Employee portal.

Password policy for MyOffice Employee is:

■■ Minimum length: 10 characters

■■ Minimum number of numerical characters: 1

■■ Minimum number of non-numerical characters: 1

■■ Maximum number of failed login attempts before lockout: 5
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To change your MyOffice Employee password:

1  In the top-right corner of the screen, click your username, then click Change Password 

from the drop-down menu.

Figure 23: Change Password

The Change User Password screen appears.

Figure 24: Change User Password screen

2  In New Password, enter your new password.

3  In Confirm New Password, re-enter the new password, then click Save.

You have changed your password.
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Change SIP Password
IP password is required to register phone lines with SIP clients.

Password policy for SIP passwords is:

■■ Minimum length: 8 characters

■■ Minimum number of numerical characters: 1

■■ Minimum number of non-numerical characters: 1

■■ Maximum number of failed login attempts before lockout: 5

To change the SIP password for the login telephone number:

1  In the top-right corner of the screen, click your username, then click Change SIP Password 

from the drop-down menu.

The Change SIP Password screen appears.

Figure 25: Change SIP Password screen

2  In New Password, enter your new password. The SIP password must be at least 10 digits.

3  In Confirm New Password, re-enter the new password, then click Save.

You have changed your SIP password.
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View User Details

The user details page allows you to view the general information and change the language.

To view user details:

1  In the top-right corner of the screen, click your username, then click User Details 

from the drop-down menu.

The General Information screen displays user details.

Figure 26: General Information screen

This page displays general information, such as:

■■ First Name

■■ Last Name

■■ Department

■■ Language

■■ Telephone Number

■■ Service Package

2  To change the language, select the required language from the Language list, 

then click Save.
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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 in to 

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 telecommunication-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 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.
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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 voicemail group: any member of the group can 

listen to messages left in the shared mail box.

MyOffice Employee

An application with a Web-based graphical user interface that allows employees of an organization 

to set up and maintain various voice and call features on a specific line. A MyOffice Employee 

account is defined by the t elephone number of the line.

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 is responsible for setting up and maintaining 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 as 

well as 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.

Glossary



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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