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Introduction

TELUS Business Connect is a simple powerful communication solution allowing
businesses to answer the call, grow the business and make the sale.

TELUS Business Connect is an integrated, fully featured mobile and office
communication system that enables businesses to be more accessible,
productive and professional.

This guide will help the system administrator and end-users set up and access
the following TELUS Business Connect features:

= Auto-Receptionist

= Company numbers

= Callflip
= (Call groups
= Presence

= Messaging

= Call queues

= Call monitoring

®  Call handling and forwarding
= Call recording on-demand

= |ntercom

= Faxing via email

= Audio conferencing

=  Templates

= Reports
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Admin homepage 9

When you log in as an administrator, you will be taken to the Admin Portal — TELUS ' [ risvinportar + 9 O e
which allows you access to admin-only tools and configure account-wide

ProneSysem  Gallog  IntemaonaiCamng 100k v sH L B
phone system settings. You can access your individual account overview

and settings from the My Extension page. At the top of the screen, hover § m:::’:“ s — L"ZE:::

over Admin Portal and click My Extension to switch to your individual user R T i """""g“’

homepage. oa  Auoreceponst Co YORKSTEET > o

Main Functions gows B oy e @9 s5

There are a few main functions that administrators can access from any online s ‘a: e

page. These functions are Edit Company Business Hours, Change Company B s spesa e

Greeting and Set Company Caller ID. e

Admin Portal o

From the Admin Portal, admins see admin-only tools. The Phone System tab is e

the main tab and landing page that houses all of the main settings for the entire - '

phone system. Here, you have Company Numbers and Info, Auto-Receptionist, -7 TELUS ' e Geifiep | koMo
Groups, Users, and Phones and Devices. The Call Log, and International Owniew  Messages  Callog  Contscts  Setings  Tooks AL P
Calling tab display information about your phone system. The Tools tab has the

setup option named Appearance. 8 S e

- | H=R=c
My Extension L Phones & Numbers .

When you switch to the My Extension page, you will see the standard user = Pt R PP =
. . . . Screening, Gresting
settings view of Overview, Messages, Call Log, Contacts, Settings, and Tools. BB s ey
OW 10
Click on Settings to access your individual settings. The My Extension tab e G Sieny
P ‘all Handiing Change my woicemai ) )
houses the same settings as a regular user has. VS Fowardng Forwrd calls to my other phons or phonss Change my voicemail
Cet up my notifications for calls, voicemails, and
faves
<] h‘mﬁé o p—— a
= TELUS"
B outsound caterin g e
Ve
P oinie
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Do Not Disturb
L 4

In the upper right of every page of your online _
. . . Admin Portal v ] Get Help | Back to My Account
account is a small coloured icon next to your ~7~ TELUS S
name. This icon displays your Do Not Disturb Phone System Call Log International Calling Tools 0 et scepl s S & B
status. Click the icon to toggle between statuses:
= “Do Not Disturb Off — Green means that you ... CompanyNumbers | Company Shortcuts
) . ) ‘g d Info
are available to take incoming calls. - (289) 8135742
= “Do Not Disturb On — Red means “Do not @
accept any calls.” All callers are sent to a Auto-Receptionist
VOICGmaI| Edit Company Change Company Set Company
Business Hours Gresting Caller ID
3 Groups
BR b 51 Users
o @, | Howdol...
mER
Change what callers hear
Set up call forwarding Change what callers hear
|!E Phones & Devices Change company voicemail
Set up notification for calls, voicemails, and faxes a
Use call gueuss

Get more help

" TELUS®

Change what callers hear
View
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Conference

TELUS Business Connect customers can

setup, host, and join conference calls anytime,
anywhere. Click the Conference icon in the upper
right corner of your online account to get started.

Each customer receives a unique conference
bridge number, and each user on the phone
system gets his or her own host and participant
access code so that you and your team can hold
independent conferences whenever you want.

You also have the option to add the international
dial-in number in the invitation. Check the “I have
international participants” option and select the
needed countries in the list.

Each conference call can include up to 1000
attendees, enabling you to hold large meetings
and broadcasts.

Launch the Conferencing Application

1. Click the Conference icon.

2. A pop-up will appear with conference
numbers and settings.

a. View Dial-in numbers.

b. View Host and Participant codes.

c. If you have international participants, check
the checkbox next to | have international
participants. Select international dial-in
numbers at the bottom of the pop-up.

d. Check the checkbox next to Enable join
before host to allow participants to start
a conference call without a host.

e. Click Invite with Email to open an email
with prep-populated conference details —
simply enter participant emails and send.

f. Click Conference Commands to view
Conference Commands™.

3. Click Close.

*See Conference Commands on the next page.

7 TELUS

Admin Portal ~ N =] o:( o My Account

& Y B

0

>
24

Q0

Dia-in Mumibars

Selec] ane or mare Cia-in numibers for pariicipants

Calgary, A5 {597) 315-2258
Manireal, Q0 {434) 798051
SackIioan, 5K {308} 500-5735
«  Tanoma, O {547 £99-5973
\anoouwar, BC {¥74) 858-8581
Winnipag, MB (204) 3135138
rost G91-335-592
Paricipams: 323-919-35%

| nave imennatonal paricipants

@ iz with Emal

Emnaiia join bedore host

Confenanca Commands

O
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Conference Commands

For the Conferencing feature, the host and
participants have the same conference bridge
number to dial into, but their call control depends
on the access codes that they will use.

The Host has the full call control and can access

the conference commands in the table to the right.

Participants, on the other hand, have limited
control of the conference commands. The
commands are displayed with the conferencing
dial-in information.

The commands are displayed with the
conferencing dial-in information.

7 TELUS

Conference

Dda-in Numiers

Selact one or meane Dia-in numibers: for parkcipants

Caigary, AB (537} 313-2458
Mominaal, 20 {439) 795051
‘S3sF0an, SK {309} 300-5793

w  Tangma, Ol (647} &93-5973
Wancouver, BC {774} 6535531
Wilnnipag, M3 {204} 3136133

Hiost: 831-3353-592

Pariicipants: 345-91%-345

| ngwe Imemational participants (i
Enabia join batore host
Imvtie with Emall
I
Comerence Commands ¥ | i

Ues this command...

3 8 e

Ta do thie...

Callar Count: Keap rack of how many peopie are an e o3
Lasve Confarance: Lads the hasi hang up and end the cal

Menu: Listan o he Bst of touciione comimands

Sat Listaning Modes
»  Fress x Muls callsrg - Tl esca‘.'ﬂ.rw:‘ﬂuﬂ
Fress 2o Muls eallsre - Lishen only. Mo wrrmeiing opfion

»  Fress 31 Unmule sallers - Opens e e again

Mute Host Line
Fress omce o MUTE

»  Frass again bo UMRIUTE

Sacure tha Call
Fress omce bo BLOCK all callers
Frags agaim io OFEN e ol

Hear sound wihen pecple Enter or Extt call
Prexs 11 Tams OFF soond”
Fress I Emtarione Is OM Exittone s OFF
»  Pmess 33 Enderions s OFF Extbome s ON
Fress 41 Toms DN sownd

Recond your confarence
Fress omce fo BTART recomding

Fress again to 2TOF reconding
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RingOut

RingOut enables one-touch calling from any phone or Internet-enabled
computer, allowing you to make calls using your business caller ID from any 9 . Ed} fem
location, such as a hotel room. The RingOut icon appears near the top of every
online account page.

1. Click on the RingOut icon on any account page to open this menu pop-up.

2. In the number field, enter or select the number you wish to call. You can
also choose from among recent calls, or from your contact list.

3. Current Location should list your TELUS Business Connect number. Or you
can choose Custom phone number from the drop-down menu and enter
the desired number in the Custom Number field below.

4. Enter the Custom Number to call here.

5. Prompt me to press 1 before connecting the call is pre-checked:
When the system calls you, you will hear “Please press 1 to connect.” This & o
protects you in case you mistyped your own number, or if your voicemail
picks up too quickly.

6. Now click Call. The system first calls you. When you answer (and press 1
as instructed), it then calls the other number and connects you.

= o =
o @ oM
W @ W

Cusiom phone numdber.._.

- Promg me fo press 1 before connaciing
thaca

o
o
o
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FaxOut

To quickly send a fax from your online account, click the FaxQOut icon located 5 b CER
in the upper right corner. Fill in the form with recipient’s fax number and cover Av
page information, and attach or scan a document, which will automatically be
converted into a fax.

A wide variety of standard document types, including word processing and
spreadsheet and PDF documents, are recognized by FaxOut.

Retipient's Fax Mumber(s)
Send files from Dropbox, Box or Google Drive with just a few clicks.

1. Click the FaxOut icon in the upper right corner. N S o SN
2. Enter up to 50 recipients. L
3. Select your cover page and add a message. Cover Page Languags
4. Attach files from Dropbox, Box, Google Drive or your computer and Engeen Preiy o
authorize TELUS Business Connect to access your files (you have to Naotes

do this only once).
5. Click Send Now and your fax is on its way.

Atftach File(s) (i) Suppored formats

G0 Zpue 7 Dropbox box Goagle oo o

Schedule

& SendNow

b
E
[

10
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Phone System 9

The Phone System tab is the main tab of the Admin = TELUS Eoambiaafid] e B L
Portal. It houses all of the main settings for your entire
phone system. Here you will find settings for:

= Company Numbers and Info
pany Company Numbers | Company Shortcuts

= Auto-Receptionist Settings S andink
P 9 = (289) 8135742

= Auto-Receptionist
= Groups ® 0 Receptionist @ n
hb

. Phone System = Calllog  International Caling  Tools S L B

=  Users
. Exil Campany Change Campany Saf Campany
=  Phones & Devices Business Hours Grastng caer D
Groups 51 Users
On your Phone System page, you have Shortcuts that .:. 29, | Howdol...
allow you to quickly access commonly used functions Cheme! sl collers hear
. Set up call forwarding Change what callers hear

such as: l Phones & Devices Change company voicemail
= Edit Company Business Hours St up notification for calls, voicemails, and faxes a
= Change Company Greeting Use call queues

Get mare help "
= Set Company Caller ID = TELUS

Ghange what callers haar
s

How do I... e

If you need help setting up your phone system,

check out the How do I... section for helpful articles.

12
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Company Numbers and Info /:g.,-_r ELUS ® b [ A ), |
The Company Numbers and Info settings include
Company Caller ID, Company Numbers, Direct . Phone System  Calllog  International Caling  Tools v S L P
Extension Numbers, and the option to add
additional numbers. . 0 Company Numbers and Info Learning Center
. ?& and Info
(289) 8135742 Cverview: Company
Humbare and infe
Comgpany Caser IT TELUS > E
a Auto-Receptionist Company Address YORK STREET » LS
Company Humbars and info cvarview
Company Numbars e,
BT SELEe Local Comparny Mumiber {239) NF-or42 >
L L
» 3.4
LT vl Derct Extansion NumDaTs
{289 138216 >
l Phones & Devices
- - - {289} 235-4393 »
= - (289) 8138224 »
- - - {778) 654-7341 »
— - {289) 235-4805 ¥
- 5 {289) 236-4392 »
& - (289} 235-8583 &
Transier my exisiing business numibar » Addiional Help
. /)

13
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7 TELUS
9

Company Caller ID

— TELUS o cetiep | Sack oMy Accort
Set your Company Caller ID to your company’s
name so that your customers will know who is o Phone System  Calllog  International Caling  Tools » A L B
calling when you call them.
1. From the Admin Portal, select the Phone Company Numbers and Info Company Caller ID Leammare

System tab.

©

as Company Numbers
-h and Info
(289) 813-5742

Erler your COMPany namse exacly e way you wan i 1o appear an
Caller 1D digpiays, Tor bocal calis made frm your main company

2. Click Company Numbers and Info. o [mroaD S ”::”mw”””mm'
3. Click Company Caller ID. - = S o
4. Enter your company name exactly the way : e . e e
you want it to appear on Caller ID displays, Camgany Numbars
for local calls made from your main company Srougs ke P ——— ——
phone number. You can enter up to 15 = +0,
characters. — "= Dwrsct Extngion Numoers
5. Click Save. (289) 8138215 >
Phones & Devices prrsyrma
{259) 3138224
{77H) 6547341 ¥
{289) 235-4405 »
{289) 235-4392 »
{289) 235-45538 »

Transter my existng Dusingss number

14
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— TELUS o curiep (Saskowy o

Company Numbers
Under Company Numbers, you will see the

Main Number for your company as well as other o Phons Systemn [ o T bl T T T s & P
numbers such as Auto-Receptionist numbers.
1. From the Admin Portal, select the Phone o Mt Company Numbers and Info Local Mumber
System tab. o h and Info e
. (289) 813-5742 @ (289) 135742 { Oakvilie, GN]
2. Click Company Numbers and Info. : !
. Sompany Caler 1T TELUS »
3. Click a number under Company Numbers to & Numoer Type: \oloe 3
see more details Y] e bt it o kg WORK STREET Calis 105 nUMbar will b diraciad 1 e AUR-Recaptionst
a. Number — View your number and additional e C s o
information. S Lk o Local SOmpATy humosr |289) 813-5742 >
b. Number Type - View your number type. - "
4. Click Done. ens Tk Diract Extension Mumibers
{289} 3132216 >
\!Q Phones & Devices
(239) 235-4393 >
(289) 8138224 %
{778} 654-7341 ¥
{289) 2352506 F
- {289) 2354332 F
{289) 235-4533 »

Trangter my Exising DUEISSE MUMDer

15
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Direct Extensions

[ - Admin Portal ~ -] GelHelp | Back to My Accounl
Under Direct Extensions, you will see the all of the ;’c”" TELUS
D|reCt EXtenS|On NumberS that have beeﬂ Set fOI’ o Phone System Call Log International Calling Tools + .=.|5: Q&: 'E)
your phone system.
1. From the Admin Portal, select the <o Company Numbers Company Mumbers and Info Direct Extensicn Mumber
Phone System tab. o oot —

(289) 813-5742

(239) 813-8216 [ Cakwilie. ON)

2. Click Company Numbers and Info. Comgny e 0 e
3. Click a number under Direct Extension :. PR e = Humber Type Jinice il o
Numbers to see more details. = S:f; :e'r:"*'1 be connecied k:
a. Users without phones — View the Number, Camgany Numpers P
. . \ Groups 51 Users = g o
edit Number Type (Voice and Fax, Voice Lozl Company Numozr (289) 8135742
i = .
orl1ly, Fax only),. and edit whether CeTIIs to o s ®, o e 0
this number will be connected to: either R Ext 13-
Auto- Receptionist or Select an Extension. B Proves 2 Dovices 0 —— iz i gk
i == PR —— B 143 -
If you have made any changes, click Save. Ealbmask e
b. Users with physical desk phones — View s et Ext 103~
the Number, edit Number Type (Voice and (775) 6547841 Szt
Fax, Voice only, Fax only), and click Phone (239) 206-2405) ' T S o
to edit the phone details by navigating to (289) 236472 >
the Phones & Devices view. EmEEe
4. Click Save.

16
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Auto-Receptionist
Settings

Create your own auto-receptionist for your phone
system. Customize your options for effective

call management. Choose your company hours,
set your company greeting, define rules for call
handling and more.

~Z TELUS

=Z TELUS

Phone System Call Log Internaticnal Calling Tools »

Company Numbers Auto-Receptionist
*& and Info
(289) 813-5742 Campany Hours
Company Call Handiing
2 Auto-Receptionist Comgany Sresting and Meny
Dla-fy-ame Directary
Groups 51 Users DpErar Sxienzion
Cal Recardng
- 3.0
et Regional Satings

EE Phones & Devices

Admin Portal ~ ] GelHelip | Back fo My Acoount

S L B
Learning Center
24 haurs Cwarview: Auto-
Recaptionist
! =]
> =UTILUS
on Auto-Racaptionist overview
M
Bl 101 >
>
>
» Addiional Halp

17
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Company Business Hours
Customize your company’s business hours.
You can specify the opening and closing time for
each day of the week or select 24 hours. This
establishes the settings for the Business Hours
and After Hours tabs in other settings areas
(such as call queue settings and user settings).
1. From the Admin Portal, select the Phone
System tab.
2. Click Auto-Receptionist.
3. Select Company Hours.
4. Set your Company Hours to:
a. 24 hours to have incoming calls handled
the same way all the time.
b. Specify hours for each day of the week.
This lets you set separate
call-handling rules and greetings for
Business Hours and After Hours.
5. Click Save.

Company Hours

18
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Company Call Handling .

_ H H i . [ . 8 GelHalp | Hack oMy Account
The Auto-Receptionist greets callers with a Z‘f’" TELUS
recorded message when they call your company. o

Your Auto-Receptionist is initially set to play Poncdeem i S & B
a default greeting with your company name . :
using text-to-speech technology. You can set i g:dnﬁ?gy Mumbers Auto-Receptionist Cmp&y Call Ham:lllng_ |
a custom greeting by recording through your (289) 813.5742 Sy Ly bl =veare e
phone or computer or by uploading a sound file. ® o Camgany il Handing ? _mt:z:;:am“m“m
Alternatively, the Auto-Receptionist can connect o P9 Auto-Receptionist Company Gresing and Menu o :z:o-;'le-ﬂd'amrhmm
calls directly to an extension of your choice. Dta-oy-Name Dirsctry an
Groups 51 Users Oiparaior Exisnsion Exi 104 3 Saial] Eniansia

Set Auto-Receptionist to Connect to a - oo e o § ==
Direct Extension see iy e _ ;::
1. From the Admin Portal, select the Phone e |

System tab. m Phones & Devices Ext 105
2. Click Auto-Receptionist. it
3. Select Company Call Handling. j :f
4. Select the radio button next to Connect Ed 112-

directly to extension. T o
5. Select an extension to receive all calls. Sl
6. Click Save.

NOTE: If you have set custom Company Hours,
follow these steps for both the Company Hours
and After Hours tabs.

19
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Company Greeting and Menu —TELUS ° i (BT

The Company Greeting and Menu bar provides additional call handling options, o e v T —— R
including hearing the Default greeting and recording a Custom greeting.
Cortray M Auto-Receptionist
Set a Company Greeting ¥ Gisjansre :: :’; ;m
1. From the Admin Portal, select the Phone System tab. o a Amﬂecentionisto;unw;;aruz:ueu o
2. Click Auto-Receptionist. en e irceny i
3. Select Company Greeting and Menu. Hone pla=s = o
4. A pop-up will appear with the current greeting. it X w::g
5. Choose your preferred type of greeting. _
a. Default — Select the radio button next to Default.
b. Custom — Select the radio button next to Custom and select how S -
you’d like to set your custom recording: Tk caling TELUS o coumay r«,\-?’:c.:y’w
= Record Over the Phone "l s panes pe o i s
Next to Call me at, choose a phone number from the dropdown menu i
if you have saved numbers or type a phone number in the text field. re El =
Click the Call Now button, and TELUS Business Connect will call you D €D
to record your message.
= Record Using Computer Microphone e s ]
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow if
TELUS Business Connect asks to record through your computer. The
Microphone Test and Record settings will appear. When readly, click e Usmg Conpae M| mpat
the red Record button to record your company greeting through your e e e e
computer microphone. Stop the recording and listen to the playback. o
= Import - S—— oo E =
Browse for a WAV or MP3 file you want to use. Click Attach. Click the o=
play button to listen to your greeting. If you’ve set a custom greeting, s
click the record button to set a different company greeting. T P ———
6. Under If caller enters no action, choose whether you'd like the use to e
Connect to an operator or Disconnect. D CED
7. Click Save.

NOTE: If you have set custom Company Hours, follow these steps for both the
Company Hours and After Hours tabs. 20
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On-demand Call Recording

On-demand Call Recording makes it easy for
TELUS Business Connect users to record calls
they make or receive. After On-demand Call
Recording is enabled, users can activate on-
demand call recording at any time by pressing *9
on their phone’s dial pad.

NOTE: Provincial and federal laws require that
your callers hear a call-recording notification
before and after a call is recorded. As an
administrator, you need to make sure your
company’s call recording procedures comply
with federal and provincial laws; TELUS Business
Connect is not responsible for your company’s
compliance.

Enable On-demand Call Recording

1. From the Admin Portal, select the Phone
System tab.

Select Auto-Receptionist.

Click Call Recording.

Click On-demand Call Recording.
Select the radio button next to Enabled.
Click Save.

I A

~ TELUS

o Phone System Call Log Internaticnal Calling Toolks +

©

Company Mumbers
"i and Info
(289) 8135742

& =
Auto-Receptionist
(1]

Groups 51 Users
- o.®
N P
=mm AT

M Phones & Devices

Auto-Receptionist

Comgany Hours

Company Call Handling

Company Grastng and Manu

Dia-oy-Hame Dirsctary

Oiparaior Exianslon

Call Recarding

Ragianal Sefiings

Admin Portal » JA

on’

Exl 1012

GelHep | Hack lo My Acooun
& L OB
Call Recording Settings >

On-demand Call Recording

Enatia your usars forecond calls 3 any Bme by pressing {7} (9]
ana phane didipad.

@ Enabtied

Disabiad
Announcameant an Star Deafauit »
Announcamen on Stag Dataull »

Cartaln laws apply i the use of this call reconaing f=ature by you
and all users 3550c)atea with Jour Scoount Yiou and each user
35s00lated with Jour scoount |5 requined io aovise all parties that
the call wil be recarasdt the purpose of the racaraing; and abiain
consant from all parties forecond a phone call. By using this cal
recording feature. you and'each user associated with pour aoccount
are required and mus! agres fo malniain compliance with all
appicable laws and regulations

On bahalfof your organization, you agres fonotlly all users
assorlalad with jour acoount of thelr abligation 1o comply with all
appiicable laws and regulations

ou and each user associated with pour acoount unaersiand and
agres thiat each of you are solaly lahie for compllance of such Jaws
and reguiations, and under no clrcumsiance shall TELUS be
rasponsinie o helg IShie for SUCTh Compllance

Your are required feoblain consent from all parties o recand 3 phone
call As 3 result pou may nesd fo Infam pour employess and ting-
partiss Whom Jou cal Hirough the Sarvice that thalr £alls ane baing
recorged Thing partias will racalve an SuDmatsd anneuncament
Inahcating iathe call IS baing recoraed only whan they cal pou

You are respansibis for antaning any and al ssgaly-raquirad
cansants whan you make 3 call with call recording enahisd

< e O
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%fTE LUS -] Gettsp | BackioMy Actount

Set an On-demand Call Recording Announcement

1. From the Admin Portal, select the Phone System tab.
2. Select Auto-Receptionist. omrw’mm et mEmeCne ey BISE
3. Click Call Recording. Gompany Numbora | Auto-Rezeptionist Call Recording Seffings
4. Click On-demand Call Recording. W a0 543 5742 compay s a o =
5. Select the radio button next to Enabled. i eSO
6. Click Announcement on Start. 9 s = 9 S
7. A pop-up will appear displaying the current announcement. Choose your e - Jp (e 5o =3
preferred type of announcement. = & S I ==
a. Default — Select the radio button next to Default. o - Ragons semngs
b. Custom - Select the radio button next to Custom and select how you'd B rrossoones
like to set your custom recording:
= Record Over the Phone
Next to Call me at, choose a phone number from the drop-down menu @ T Emniae
if you have saved numbers or type a phone number in the text field. T o e
Click the Call Now button, and TELUS Business Connect will call you E e e e
to record your message. G
® Record Using Computer Microphone
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow 2 B S
if TELUS Business Connect asks to record through your computer. < D
The Microphone Test and Record settings will appear. When ready,
click the red Record button to record your company announcement
through your computer microphone. Stop the recording and listen to
the playback. I — e
= Import n:.:nm. -
Browse for a .\WAV or .MP3 file you want to use. Click Attach. T
3. Click Save. Trae
—— S— ==
NOTE: Repeat these steps with Announcement on Stop in step 5 to listen = Cav
to and set the announcement for Announcement on Stop.
[T S ——— |
I €D 0
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Automatic Call Recording*

Automatic Call Recording allows you to record incoming and outgoing calls
automatically. You can also play back the recordings or download the
Recorded call logs for sales and support training, compliance, etc.

NOTE: State and federal laws require that your callers hear a call-recording
notification before and after a call is recorded. As an administrator, you
need to make sure your company’s call recording procedures comply with
federal and state laws; TELUS Business Connect is not responsible for your
company’s compliance.

Enable Automatic Call Recording

1. From the Admin Portal, select the Phone System tab.

Select Auto-Receptionist.

Click Call Recording.

Click Automatic Call Recording.

Under Automatically record calls, select the radio button next

to Enabled.

Click OK on the agreement pop-up.

Click Users & Groups to Record.

A pop-up will appear with a list of Users & Groups to Record.

Check the check box for the user extension you want to have their

calls recorded and the type of call where the recording will take place

(inbound or outbound).

10. Click Save. Users you selected will be informed by email that their calls
will be automatically recorded, and how to access their recorded calls.

(SUNE I S A

© o N

*This option is available for Premium and Premium Plus only.

@ e
Aulo-Receptionist
o &b

wuus

Phone System Call Log
Company Numbers Auto-Receptionist
1@ and Info

(778) 4034391 VR Mode. multidevel (D
Company Hours
Company Gall Handling
General VR Saftings

3 Groups
4 Others

Dialoy-Mame Direclory
. L

[11] TR o Call Recaring

Regonal Semngs
!!E Phones & Devices

2 Usars Company Fax Recipient

Fnahle Call Recarding

Certain call recording laws apply to the use of this call
recording featurc by you and all users associated with your,
account. You and each user associated with your account i
requined o oblain consent from all parties o record @ phong
call By using this call recording feature, you and each user|
associated with your account are required and must agree
to maintain cempliance with all applicabie laws and

Users

regulations.
OFFICE SEAT
Un benalf of your organization. you agree 1o notbify all uscrs: =
C with y : r obligat ply
associatad with your account of thelr obligation to comply R LR E

wilh all applicable laws and regulalions.

You and each user associated with your account
understand and agree thal each of you are solely liabke for sales
compliance of such laws and regulations, and under no

circumstance shall 1ELUS be responsiblc or hold hable for

Paging Onl
such compliance. b bt
You are required to obtain conscent from all paries to recorg
2 phone call. A 3 result, you may need to Inform your warshouss

employees and Lhind-parlies whom you call tirough Be
senvice that their calls are being recorded Third parties will
receive an automated announcement indicating thatthe ca

15 being recorded only when they call you. Y
regponsitle for obtaining any and all legally
consents when you make 3 call with call recc nabled

oK

Intermnational Caling Tools »

JOHN SMITH

~7 TELUS

LULREEL LTI ) JOHN | (778) 403-4381 Ext 104 GetHelp

S & B
Call Recording Settings X
On-demand Call Recording
»single leve]
Automatic Call Recording
Custom >
Automatically record catls: (D)
(®) Enabled
(O Disabled

>

~  Play periogic tones for outbound calls ()

0 sers & Groups 1 Recard I

Gall Recording Announcernernt Default >

ch of yo
and reguiabions, and
iabie for SUCH SOy

Users & Groups to Record

Select usars & groups o record @

Ext. o-»cominu Outgoing
=

Fxt. 101 \/

Ext. 102 [~

Ext. Incoming Outgoing
”

Ext. 1111 v

Exl. Incauming Culgoing

=
Ext 2222 - @

Cancel Save b
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Set a Call Record.lng Announcement — TELUS @ JOHN|0TE 034301 En 10 Gtk
1. From the Admin Portal, select the Phone System tab.
. ) o Phone System Call Log Intemational Calling Tools » H N B
2. Select Auto-Receptionist.
8. Click Ca" Recording Company Numbers Aulo-Recaphams! Call Recording Sethings
. . R h and Info ) . i On-gemand Call Recording
4. Click Automatic Call Recording. (T78) 4034301 PR — e ""omm Cat Recoraing
5. Under Automatically record calls, select the radio button next to Enabled. o ® _ oy P
) . - Auto-Rescaptionist Company Call Handling o
6. Click Call Recording Announcement. Ty
7. A pop-up will appear displaying the current Call Recording pomes 2 Users Company Fax Recilent
Announcement. Choose your preferred type of announcement. = 52 il ) .
L = = Call Recording e !
a. Default — Select the radio button next to Default. " 0 Gall Faconding Announcement Do >
Régional Samngs

b. Custom — Select the radio button next to Custom and select how you’d B3 Prones & Devces

like to set your custom recording:

= Record Over the Phone
Next to Call me at, choose a phone number from the dropdown menu Call Recording Announcement Loam more X
if you have saved numbers or type a phone number in the text field. viewn | Eaglan ~ | @
Click the Call Now button, and TELUS Business Connect will call you to s
record your message.

® Record Using Computer Microphone
Click Allow on the Adobe Flash Player Settings pop up. Click Allow if
TELUS Business Connect asks to record through your computer. The
Microphone Test and Record settings will appear. When ready, click Call Recording Announcement 3
the red Record button to record your announcement through your O Detwut viewn [Fravgen )| @
computer microphone. Stop the recording and listen to the playback.

= [mport
Browse for a .WAV or .MP3 file you want to use. Click Attach. .

8. Click Save.

Calme at

() Custom

» O 0000/ 0000 ) E——

I CED

Record Lisng Computsr MICRphons Imgiort

17wl €all YU B FCORD YEAIP CUSHEM GG Gt T pRarn

Call Now

Browse
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Multi-Level Auto-Receptionist

The Multi-level IVR is an additional option to
the Auto-Receptionist. It extends the Auto-
Receptionist menu with more powerful and
efficient call handling.

Layout Your Multi-level IVR Plan

The TELUS Business Connect Multi-level IVR
facility supports up to 250 menus for each
account you create. It provides callers with
options to self-select how they can reach a
person or a department in your company. The first
step in creating a multi-level IVR menu is to lay out
a call-routing plan similar to the examples shown
on this page.

Single-Location IVR Use Case

A local dentist office provides services to both
English- and Spanish-speaking customers. The
dental office IT Manager configures the phone
routing system with identical prompts in two
languages.

Multiple-Locations IVR Use Case

A nationwide furniture retailer has 5 stores
located in Toronto, Vancouver, Montreal, Ottawa
and Calgary. The IT Manager sets up a

toll-free number for the automated attendant
system that can route incoming calls to the
proper stores in the entire retail chain.

(800) 555-1212

7 TELUS

o Operator
(Extension)

o Appaintment Dept.
(Call Queus)

,_e___ Office Hours
(Announcement Only)
] Address
= (Announcement Orly)
4 Billing
({Extension)

o Transfer to
an external number

Multi-Level IVR, single location use case: bilingual dentist office

(800) 555-1212

e - Qperator _0
(Extension 1001)
Toronto store
= 1 (VR Meny
XHX-595-1222
a XXH-555-1222 Q8]
Montrzal store By
—e— (VR Menu) SR
00-555-1222 |1

Vancouver store [
(IVR Menu) -

-

Ottawa store
4&. (VR Menu)  Sg—1|
x00-565-1222 [l

Calgary stoe g
o (RNeny
XKX-565-1222 Q@

Store Hours
(Announcement Only)
_e__ Sales
(Shared Lines)

Customer Service
(Call Queue)

_o_. Shipping
(Extension)

Multi-Level IVR, multiple location use case: nationwide furniture retailer
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Switch to Multi-level IVR Mode '
As an option, you can change your Auto- ;g"-r ELUS © JOHNI(778)4034301 EXL 101 GetHelp

Receptionist from a single-level to a multi-level

IVR to serve users at multiple locations or to o Phone System Call Log International Calling Tools » S &% B
provide callers with multi-lingual menus.
1. From the Admin Portal, select the ...  Company Numhe[o LA Learning Center
Phone System tab. W (T78) 4034391 IVR Mode: multfevel > single evel ® e Avio.
2. Click Auto-Receptionist. RS e e
3. On the Auto-Receptionist panel, click > o 2 Ak Raca oI T R - =
mu'ti-level General VR Settings > Auto-Receptonist overview
4. A pop-up will appear with a warning message. 3 Groupe . _— View
By switching to multi-level IVR mode, all of 4 Others i ik i :
your company call handling settings will be om o0, Diakby:tame Divacony i
discarded. Please confirm that you wish to y “ahe Call Recording >
proceed. Regional Setings 3

5. Click OK to confirm switching to l Ftmnes. XD

multi-level IVR.
6. Select a pre-configured IVR menu.
7. Click Save.

NOTE: You will need to reset your call handling
settings.

NOTE: Your IT department should validate and
test the IVR configuration to ensure the routing
and prompts in a root menu work well before
connecting them to the Auto-Receptionist.
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Groups

TELUS Business Connect offers different types of groups for your phone
system needs.

Call Queues are different from extensions. Call queues increase the efficiency
of your company by directing the calls to the right employees. Call queues can
support up to 25 calls waiting in a call queue.

Paging Only* groups enable real-time one-way broadcasting through multiple
desk phones and overhead paging devices.

Park LLocations are private locations for your employees to park and pick up
calls. Create up to 100 park locations for different groups of users in your
phone system.

*Not available for one-line accounts.
**Available for Premium and Premium Plus users only.

~7 TELUS

Call Monitoring™ allows you to set of permissions that allow specific users
to monitor the calls of other users.

Message-Only Extensions allow you to create a dedicated extension specifically
for receiving voice messages. All calls routed to this extension will be
automatically directed to the extension’s voicemail box.

Announcements-Only Extensions allow you to create a dedicated extension

specifically for playing an announcement. All callers routed to this extension will
only hear a recorded announcement/greeting.
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Call Queues

Create a call queue when you want a specific
group of users (such as Sales or Support) to
share incoming calls. Each call queue can have
an extension or direct (local or toll-free) number of
its own. You can define specific business hours
for each call queue and set up email notifications
of any missed calls or voicemails.

Add a Call Queue Group

1. From the Admin Portal, select the Phone
System tab.

2. Click Groups.

3. Click Add Group at the bottom of the
Groups panel.

4. Select the radio button next to Call Queues.

5. Click Next.

6. Enter an Extension Number, Extension
Name, and Manager Email.

7. Click Save.

8. Select the users you’d like to add to the

group.

9. Use the arrows to move them into the group.

10. Click Save.

-7  TELUS

o FPhone System Call Log

Company Numbers
and Info
(289) 813-5742

L

Auto-Receptionist
[ 1]
o Groups 51 Users
- &
azm gy

LlE Phones & Devices

International Calling

(44

Winan ks call queus axtangion is dialed, of
D2 anke 10 answar cals 10 e exlension.

Groups

Call Queues

Paging Only

A group of desiphanes or awarhaad spaaks
pages.

Park Locations

A group 5pacifying users wihd can park cal
dedicaied exienshon.

Messages-Only Extension

Tris ks whera you can 52t up siensions Ty
directy 10 walcamal

Announcements-Only Extension

Tris ks whiane you can =21 up siensions T
announcement, han disconnect the call.

G’me

o Add Call Queue Call Queue Members

7 TELUS

GelHalp | Sack oMy Accoun

—

@ Call Gusus
A group of usarsisionsions, 35 in 3 call guews, which recete and quaue calls tobe
answansd by the naut avallable mambar of the group

Paging Oy
A group of deskphanes or overhesd speakers useq i rosokas! pages

Park Location

A group specifiing users wha can park calls for ach ather an 3 dealcated exfension

Add Spacial Exiension
Megeage-Only Extenslon
Exiension 1o recelve Messages oy

Annauncament-Onty Exteneton
Extension io play anouncaments

CED CED

» Addilonal Help

Selac Gl qUEUS MEmiDErs.

Extansion Numier: 1
Ewiansion Nams: Cusiamer Sandice
Manager Ema - - Hama

‘Avaliabie Mamibars (51}

salectad Mambare {0)

Extanalon Nams Extenslon

‘Setacl AN

@

©
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Configure Call Queues

After you have created a Call Queue, you can
configure the Call Queue Info, Direct Numbers,
Greeting, Call Handling, and Messages &
Notifications.

" TELUS

Company Mumbers
’h and Info
(289) 813-5742
Call Queue Info

1. From the Admin Portal, select the Phone SR
System tab. BE
2. Click Groups.
3. Select an existing Call Queue (Customer o L o
Support in this example). If you don’t have any - + 0,
' TT] il

existing Call Queues, go to the previous page
to learn how to create one.
4. Click Call Queue Info to edit your call
queue settings.
5. Edit your settings:
a. Extension Number
b. Group Name
c. Record Call Queue Name
d. Company Name
e. Contact Phone
f. Manager Email
g. Address
h. Call Queue Hours
I. Call Queue Members
. Regional Settings
k. Delete Call Queue
6. Click Save.

Admin Portal ~ -]

o Phone System Call Log International Calling Tools »

Groups

Call Queues

@ Cusiomar Saice. 1 et
Paging Only

Agroup of desiphanas or averhead spaakers used to broadoast
pages.

Park Locations

A/group specifying usars who can pan calis fr each olher ana
dadicaiad exiencion.

Messages-Only Extension

This ks WIere you Gan 521 up exiensions al aways send callers
direcly 10 volcemall.

Announcements-Cnly Extension

This ks wihere you ¢an sel up extensions that play a recarded
anouncament, then disconnect e call.

Customer Service, Ext. 1
Call Queue Info

Extension Numiber:

- 9

Group Mams:
Cusiamer Sarvica

Recand Call Cusue Name

Company Name:

Call Queue Hours
Can Qusus Mamoers
\facs Manager Passwond

Regional Setiings
Sialus:  Snabled

Celiste Call Qusus

~7 TELUS

GelHelp | Sack to My Account

24 howrs

= e O

Direct Numbers
Gresting
Call Handling

Messages & Metifications
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Call Queue Greetings
If you would like your callers to hear a recorded greeting before being
connected to a call group, turn on the Call Queue greeting.

Set a Call Queue Greeting
From the Admin Portal, select the Phone System tab.
Click Groups.
Select an existing Call Queue (Customer Support in this example).
Click Greeting.
Click Set Greeting.
A pop-up window will appear displaying the current Greeting. Choose your
preferred type of greeting.
a. Default — Select the radio button next to Default.
b. Custom — Select the radio button next to Custom and select how you’d
like to set your custom recording:
= Record Over the Phone
Next to Call me at, choose a phone number from the dropdown menu
if you have saved numbers or type a phone number in the text field.
Click the Call Now button, and TELUS Business Connect will call you
to record your message.
= Record Using Computer Microphone
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow if
TELUS Business Connect asks to record through your computer. The
Microphone Test and Record settings will appear. When ready, click
the red Record button to record your greeting through your computer
microphone. Stop the recording and listen to the playback.
= I[mport
Browse for a WAV or .MP3 file you want to use. Click Attach.
7. Click Save.

L i oA

NOTE: If you have set custom Call Queue Hours, follow these steps for both
the Call Queue Hours and After Hours tabs.

-7 TELUS

2 - Gatrelp | Back 1o My Account
— TELUS | Admonporal - [ :
o Phone System  Galllog  Intemational Galing  Tools v A v P
Grou Customer Service, Ext.1
Company Numbers o
% and Info ey Call Queve Info
(289) B13.574 Dlsct Nanbacs
@ Cwlomer gervior  JSSNT, wo Gievive
& e Paging Only
Auto-Receptionist . e
[ 7] A group of desipnones. o owernead spaaers Used 1o broadcast - —
- e on o
Park Locations
1 Group 51 Users Lo
Tark you for cai Customer Senvice. Pease
- . C1 yOu 10 e NExd 3vanaoe agem.
Ll T
- ﬂnnnunoemenls-On.y Extension
l i Mhonca & Deviees
L i TR I& Whard you 230 cat L awlancianc Il iy 3 recardsd
amapcanen Pen dscrrer e ca B D

Call Handling

Messages & Notifications

@ Set Greeting
@ Detaul

“Thank pou for calling Cusiomar Service. Plaase walf wihlle we connect pou o
the naxt avaliahle sgent

\iew In | English

Cusiom

> 0 0 o e—

Fecard Cver he Phane Record Using Campuler Micraphons Impan

TELUS Susiness Conneci™ will call you 10 record your Cusiam gresfing aver he phone.

Callmeat

Cal Now
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Call Handling

Choose how you'd like each call queue to handle incoming calls. Set the order
in which the calls will be transferred to the members of the call queue, choose
the audio while connecting, hold music, and hold time here.

1.
2.
3.

From the Admin Portal, select the Phone System tab.

Click Groups.

Click the name of the Call Queue you’d like to configure (Customer
Support in this example).

Select Call Handling to edit your call handling settings.

Select the order in which calls will be transferred to department members:
a. Rotating — in order by extension number

b. Simultaneous — on all department extensions

c. In fixed order — choose order

Under Audio while connecting, click Set Audio to select the audio
callers will hear during business hours while waiting for a connection. Click
Interrupt Audio to choose how often the audio will be interrupted by a
prompt. If you choose an interrupt time, you can then choose a standard
Interrupt Prompt, such as “Thank you for holding. Please continue to stay
on the line,” or record or upload your own custom prompt.

Under Hold Music, click Set Hold Music to choose the audio callers will
hear while on hold.

You can also choose how to handle callers who are on hold in the Member

availability and hold times menu.
Click Save.

NOTE: If you have set custom Call Queue Hours, follow these steps for both
the Call Queue Hours and After Hours tabs.

= TELUS

o Phone System Cal Log International Caling Tooks v

Company Numbers Sl

and Info
'“ (289) 813574 Call Gueues
& Cisimer Sardcs

] Paging Only

o halase
Gunmamoe

Auto-Receptionist

P
0w

[ 1] Aoup of dESITNONes OF Overnead §peaters .se:u:)’:lto
pages

Park | seatians
1 Croup

©

. .
[TT] vl

51 Uscrs
el exemian

Massages-Only Fxtension

A QPO SPECITYINg LISeNs WD C3N AN CS A 30 OMer

9o

This b5 where you can Set up exiensions Tl Sways send calers
ey o v

!B Phones & Devices

AT, T o e Gl

[T

AnnnuneementsOnly Frtensian

4

Tris b5 where you can set up exiensions Tt play 3 recorded

Q 9O

Customer Service, Ext.1
Cal Queve Info

Dirgzt Mumbsrs

Greeting

Call Hamdling

Call Quene Hours Ader HOUS
Diacide how CaES g ranstemed 10 (oup membens:
& Foting
Smutneos
I S o
A0 Whike COnEctng
® On on
Det Al Acoutc
Wmat calers hear while waiing hor heir il 10 be answered in 3
ol quene
iU A Hever
IMETUR 30 perkedcaly I iy 3 message
Hoid muss:
o o |
MO MUSS AT

Audio calers hear when put on hokd

Mamber avalaoisy and hod Bmas

Mme

Messages & Notfieations
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Messages & Notifications —~ TELUS pr—— cettiay (Do bty Ao

In this section, set your message recipient, voicemail greeting, and notifications.
) . ) o Phone System | Call Log International Caling ~ Took & % B
TELUS Business Connect allows each Call Queue to have separate voicemails
to greet unanswered calls, as well as allows you to set a recipient for these Company Numbers EILLe “““""*f' Senace.
voicemails. = mg]mmb Cj”i:jwm = =
Set a Voicemail Greeting L o —oee =
1. From the Admin Portal, select the Phone System tab. o BT :a“:‘5 | Teemea
" Giek Groups O = —
3. Select a Call Queue (Customer Support in this example). =
4. Click Messages and Notifications. B s somiss ::Wi,f,” Emnsio:mmm [E—
5. Click Voicemail Greeting. T D
6. A pop-up will appear displaying the current Voicemail Greeting. @
Choose your preferred type of greeting. o vew[oe

a. Default — Select the radio button next to Default.
b. Custom — Select the radio button next to Custom and select how
you’d like to set your custom recording:
= Record Over the Phone
Next to Call me at, choose a phone number from the dropdown menu
if you have saved numbers or type a phone number in the text field.
Click the Call Now button, and TELUS Business Connect will call you
to record your message.
= Record Using Computer Microphone
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow if

» o CODOp 000 el e—

D €D

Call Queue Voicenl Greeling

TELUS Business Connect asks to record through your computer. The o permre [T Wl,w::w:
Microphone Test and Record settings will appear. When ready, click “S S T S e
the red Record button to record your greeting through your computer _" - ' al
microphone. Stop the recording and listen to the playback. o _———
= I[mport
Browse for a WAV or .MP3 file you want to use. Click Attach.
7. Click Save.

NOTE: If you have set custom Company Hours, follow these steps for both
the Company Hours and After Hours tabs. 32
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Message Recipient _ .
After you have set your Voicemail Greeting, you ~ TELUS o Gettip | Back My Aot

can set which users or call queues are to receive ] ;

Fhone System = Calllog  International Caling  Tools - L L B
the messages.
1. From the Admin Portal, select the e S e w

Company Mumbers

Phone System tab. 'h and Info Call Queue Info
. (289) 813-5742 R Dirsct Numbers
2. Click Groups. @ Cusmar Savics 1 e =
, 0 Uravadiaiie: Mg - 00 Gr\eeﬁng
3. Select a Call Queue (Customer Support in j ;
& S Paging Only Call Handiin
\ PYY Aute-Receptionist Lrerle!
this example). .:g;c-:ﬂ'destmwm'e"leadsneaws usad fo broadcast o Nies=ages & Hotincabons
4. Click Messages and Notifications. SR o
5. Click Message ReCipient. 1 Group 51 Users A group Specifying users who can park calls for sach giher ona
) . . dedicaied exiansion. \iic=mall Grasting Defau »
6. A pop-up will appear with a list of members - 9, Mg Thily Exhaian T —— :
to receive messages left for this Call Queue. - This ks whara you can 5& up exiensians thal aiways send cal e’so I
. L diracty fo vokcamall.
7. Select the radio button next to the recipient. _
. Announcements-Only Extension NOEBCABONS
8. Click Save B proves s pewes

This ks winene you ¢an & up exlensians inat pidy 3 recanded
announcament, then discannect e call.

6 | Select Message Recipient
Add Groug : o @ Sl 1- Trhis call queus l

Bl 122 -
B 113-
Bxt 125-
Bl 143 -

Exi 130 -

Exl 103~
=i 150
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Voicemail Preview* .

The voicemail preview provides a text version '-;é’_'JT ELUS S Nenemperratimn Rl L
of your voicemail that allows you to get the gist

of the message. It delivers a text version of your o Phone System Reparts Call Log International Calling Taols » e '(&o Ei

voicemail to your TELUS Business Connect

] ) ) i ) . Company Numbers Groups agent 1, Ext.107 b4
mobile or desktop application or via e-mail. g i S S——
. 604) 216-4232 Q i
1. From the Admin Portal, select the Phone ¢ Direct Numbers
System tab. & o Call Queues Greeting
. Aulo-Receplionisl
2. Click Groups. ap OO @ agent 1 L L call Handling
3. Select an existing Call Queue (Customer Paging Only o pie oot atens
. . . 10 Groups
SeI’VICG in this example) o 2 Others DLk @ TlestPaging Group Ext. 500 Take messages
4. Click Messages and Notifications. - ® .% IVR Menus Voicemail Greeting Default »
5 C“Ck VOIcemaI| PreVIew bl m When calls are conneched o VR Menu, il allows oo
’ ' Neaxibles ezl rouling basesd on callers inleracting with 2 ssl Message Recipient Ext. 107, agent1 >
6. A op-u W|” a ear W|th the 0 tion to tUrn afrwen.u prompts and making selections via DTMF input
P P p .pp P llE Phones & Devices e
Voicemail Preview on or off. St loiaions o Vikcamail Praview >
7. Select the button next to On or Off. @ Posts de mise cn attente 10004 £ 10004 Natifications >

8. Click Save. @ Fosla de mise en atients 10005 Ext. 10005

@ Fogie de mise en garde 10007

@ Puosle de mise 2n garde 10008
@ Posie de mise en garde 10009 Eal. 10008

@ Poste de parcage 10001

Add Group

*Available for Premium Plus users only. 34
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Notifications I

As an administrator, you can set up notifications ~Z TELUS E—m——_ L R B
to be sent to your phone or email when
) ) ) ) Phone System Call Log International Calling Tools » & L B
voicemails, faxes and missed calls are received
for each call queue. it s N bets Groups Customer Service, Ext.1 x
1. From the Admin Portal, select the Phone .h and |ﬁfoy Call Queve Info
System tab. (289) 813-5742 < Sl Dirzct Numbers
@ Cusiomer Serdca [ ASBIE visg B e
2. Click Groups. : — biraioh
. Auto-Receptionist Paging Only Call Handling
3. Select a Call Queue (Customer Support el Agrom of s ovaresspeas i oronas o S e
in this example). .
4 C| k M d N tf t Park Locations o
. IC essages an otifications. 1 Group 51 Users J—— -
5. Click Notifications e e o
. . - .
) . . . . e e .'“1 Messages-Only Extension 5 TRl i i e
6. A pop-up will appear with options for email LLL oI e e b e e s
o . . . ety mvsssmarn. o -
notifications to a recipient of your choice when ' -
. . i . Announcements-Only Extension o wottoEians
voicemail messages or faxes are received, or !ﬂ Phones & Devices e e -
calls missed. Set your notification settings by G i e
checking the checkboxes and filling in email o D
MNotificatio
and phone numbers. BB Notn:atons
‘olcamall MSBMOBZ
a. Click Advanced Notification Options to Netty mty: v ema sus
see more detailed notification settings. gy te—— o
. . . Hot T By Emall By SME 3k me 25 read onoa amas
b. Set your Advanced Notification Options. R o ; Il s
Here you can choose different email -
Racaived Faxes: b Fhons numier: — Dabect Camer — Add
addresses and phone numbers for your kil
o ' . . - My carmier ks not Bsted (i
notifications, select settings for marking .
. Recalved Faxea:
messages as read, and select options for N e W S
ema" attaChmentS e ~  Inchude stiachment with emal
Eman: B 'l
c. Click Switch to Basic Notification Mark message 3 raad anos emaied
. Pinans numibar - Sgbac] Canrier — Add Sand nOERCIBans 10
Settlngs « Usesama amall and texl address 35 for voloamal

My camier ks nol Bsted

Misesd Calla:
@ Advanzad NotBoaton Ootons Moy maty: =ma sus

Sand noRicalians
m m v Usesamsamall and ted address as for volcamd o

@ Sfich ta Baslc Nofificalian Sefiings

7. Click Save.
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Paging Only
Paging Only groups enable real-time one-way f TELUS
broadcasting through multiple desk phones and o Phone System | Call Log

overhead paging devices. Paging Only groups are
great for a variety of locations such as warehouse/
Company Numbers
inni i and Info
shipping centers, retail stores, schools and W (289) 8135742
hospitals, among others.

. Aute-Receptionist

You can page using a special phone with a paging aa
soft-key, or by dialing *84 from your digital desk
phone or from your VoIP calling enabled mobile o R i
phone. In each case you need to set up the - 9,
. LT T il
Group number prior to the page.
l | Phones & Devices

Add a Paging Only Group

1. From the Admin Portal, select the Phone
System tab.

Click Groups.

Click Add Group.

Select the radio button next to Paging Only.

QBRI

Enter the Extension Number and
Group Name.
7. Click Save.

Click Next. (3 e

International Calling Toolks »

Groups

Call Gueues
- P p—— Fualainie
@ Cusiomer Senvice |\ AEERE

Paging Only

~7 TELUS
9

Admin Portal ~ B GeiHalp | Back toMy Account

L S B

Learning Center

Owarvian: Call Quauss

lisg . 00 é

= TILUE”

A group of deskphanes or ovarhead speakers usad o brasdeast

pages.

Call Gususs ovarview

Park Locations ven

A group spacifying users who can park ¢alis for each olher ana Ovanviaw: Paging Only
dedicated sxiansion.

Messages-Only Extension é

This b5 whare you can 52t up sxiansions that aiways send callers S ——

directy fo walcamall.

Announcements-Only ExLEe (T

Thits ks wihene you can 52t ug =x
announcamen, then discannect |

Add Paging Group

om-ﬂHJTE’Z 2

Group Name: Warahoauss o

Call Quaus
A groun of usersiertensians. 35 00 3c3ll queue which recalve and guele calls o be
answersg :}' e next grallabls member of fhe o el

Paging Onty

A QFOUD OF OSSKONONSS OF OVETEST SPSIETS USST 1D IVOSICas! pagEs

Park Locaticn

A group spechiing usars who can park calls fr a3ch other on 3 dedeated extension

A Spacial Exlenshon

Miaeeage-Onily Extenslon
Exiension forecalve messages anly.

Announcamsant-Onty Extanelon
Exiznsion o play annauncamanis.

36
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Configure a Paging Only Group

After the paging group is set up, select the
devices to receive pages from the list of paging
devices and user phones capable of doing so.
1. From the Admin Portal, select the Phone

—~ TELUS

Company Numbers

h and Info
System tab. (289) 8135742
2. Click Groups.
3. Select a Paging Only group :. GRND REC phoees
(Warehouse in this example).
4. Click Info. o 2 Groups 51 Users
a. Edit your group’s name and extension, - 2 @4
ssm Tl

apply a template, or disable the extension
and click save.
5. Click Paging.
6. Click Devices to receive page.
a. Select the users who are to receive pages.
b. Use the arrows to move users to allow or
access to receive pages.
c. Click Save.
7. Click Users allowed to page this group.
a. Select the users who are to be allowed
to page.

l!‘a Phones & Devices

Jevices o Receive Page

b. Use the arrows to move users to allow or mmﬂ:ﬁ:ﬁm
revoke access to page. —
c. Click Save. s W
8. Click Done.

©

o Phone System Call Leg International Calling Tools «

~7 TELUS
4

Admin Portal ~ -

GelHelp | Sack laMy Account

Groups

Warehouse, Ext.2 =
o 0

Call Gueues

Al

& O - Ext g
@ Customer Service TSR Nz B Exiansion Numbar: @

Paging Only 2

@ Warsnouzs £ Group Name:

Park Locations Warehouse

A QTOUD SPECITyINg LSErs WING CaN ark cas Tor &3ch ohar ana Sials:  Enabled

dadicaiad exiansion.

= Daiets &

Messages-Only Extension

TS 5 WIS o 53N 521 P Si=nsions Mat IwWays sand caers

drecty o vocen. Il D
Announcements-Only Extension

Paging
TS k5 WINea U 53N 52t UP Siansions Mt play a reconded
announcement, Then discannect e call.
Warehouse, Ext.2 =

Infor

epaﬂim
ID_ehiaes o recafva page e
o Usars alowed 10 page Tis group

Unsers asliowred (o pasge Lhis group

Avvallatas users {51} Alcwed Users {8

Selected Duvices {0) of 25
Hame

@ Saiectan
2=
m

Rame Extension

Narw Exlmakm
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Call Monitoring Group*

Call monitoring groups all authorized users to access calls made by other
users in real time. These functions provide training, coaching, and QA tools
for supervisors or other levels of the management team. They can also help
improve teams’ performance and productivity. The following actions are
available for authorized users in a call monitoring group: Monitor, Whisper,
Barge, and Take Over.

In order to set up call monitoring, you’ll need to create a call monitoring
group first. Next, select the users who will have permission to monitor, and
lastly, select the users who can be monitored.

After creating a call monitoring group, users who have the permission to
monitor others’ calls will use the touch tones on their phones to access the
call monitoring features. These users will select a current call in progress on
their phones then press the touch tone for the action they’d like to take.
You must have a supported device with presence capabilities to use this
feature.

Supported Devices:

= Polycom VWX 310
= Polycom VWX 410
= Polycom VWX 500
= Cisco SPA 303

= Cisco SPA 508G
= Cisco SPA 514G
= Cisco SPA 525G2

*Available for Premium and Premium Plus users only.

7 TELUS

TOUCH
ACTION ‘ DESCRIPTION EXAMPLE TONE
Monitor Silently listen in on a call. Supervisors/QA to monitor *80
performance.
Whisper Speak only to the Provide supprot to uers to *81
employee without the help them handle a call.
caller on the other end
hearing.
Barge Join the call so all parties Help facilitate discussion *82
can communicate with between all parties.
each other.
Take Over Take over the call entirely Allow the supervisor to *83
ans release the employee handle a call and allow
from the call. the employee to continue
other tasks.
38
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~7 TELUS
9

Add a Call Monitoring Group* o RS

1. From the Admin Portal, select the

Gal Help

= TELUS

o Phona Systam Call Log

International Calling Tools » i
Phone System tab. O Call Queue _
A group of usersiexiensions. as in a call gueve, which receive and queuc calls to be
2. C“Ck GrOupS Company Numbers Groups Answered by e mexl availabie remiser of te grong
. h and Info
3. Click Add Group. (778) 4034391 Call Queurs () Paging Only
P valnbl Em A group of deskphones or overhead speakers used to broadcast pages.
. fh v navaiane W
Select the radio button next to ®
& Auto-Receptionist Paging Onty O VR Menu
Ca” Monltorlng . e pesee—— When caile are connected fo IVH Menw, it allows for fiexibie cail routing baged on
cailers interacting with a set of menu promois and making sefections via DTMF input
. IVR M#nus o
Click Next. i%‘mr: 2 Users on their phone
Enter a Group Name. - v0e () Park Location .
ane ol - A group specilying usees who can park calls by sach ofher on a dedicated exiension

© ©® N>

Click Next.
Select the users that can monitor this group.
Click the blue arrow in the middle of the

[!E Phonas & Davices

Mazzages-Only Extension

@ holidays and weakends

A group that definea a set of permiasiona allowing users to monitor the calls of other

frsers

Agdd Special Extension

screen. Announcements-Only Extension () Message-Only Cxtension
. Extansion fo receive massages only.
10. Click Next.
() Announcement-Only EXtension

11.

12.

13.

Select the users that can be monitored
by this group.

Click the blue arrow in the middle of
the screen.

Click Save You will be taken back to
the Groups screen.

NOTE: The users who will be doing the
monitoring (e.g. supervisors) can add the users

who will be getting monitored (e.g. agents) in his

or her desk phone Presence appearance. The
desk phone may need to be rebooted after
these settings have been changed.

Call Monitaring

o:«:ﬂ Group

3. Selectuser Matcan te m

o Define Name of Monitoring Group

Fxtansion tn play announcements

Group Mame:

[call Monitoring Group 2 o

. Dedne Group Rame 2. Select usars ihat can menior

ba monitored

S4MC1 LASIE Tt 3N MO Thik Qroup

Sehect users Fral can be monionsd

Available Users (2) Salacted Usars (0} Available Users (2) Selected Users {0)
Name Extension 9 Hame Extension Name Extension @ Name Extension
Select Al Seect Al Salect All Select All
JOHHN SMITH Eat 101 ? o JOHN SMITH E£xt 11 >
OFFICE SEAT Bt 102 T T = &«

*Available for Premium and Premium Plus users only.
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~7 TELUS
9

Configure a Call Monitoring Group
After you create your Call Monitoring Group,

-7 TELUS

. o Phone System Call Log Intarnational Calling Tools » H L B
you can edit the group members and set up
Presence for members of the group. | [ o Call Moniloring Group 2
. il Infi il koncd Infa
1. From the Admin Portal, select the W {778 034901 - At g
Group Mame Call Monsaning Group 2
Phone System tab. ® Paging Only m:e.,am e
. Aulo-Recepl il @ warehause Eat 2223
2. Click Groups. ap T —
3. Select a Call Monitoring group (Customer — o  Henu 1 1000 I D
i . . . . 4 Others T @ Menu RV 1002 £t 1002 Group Members
Service Monitoring in this example). o ° P ——
4. Click Info to edit the Group Name or Delete ‘e abn Park Locations
A Qroup specifying users who ¢an park cais Rreach
the grOUp. LlB Phanes & Devices h;;s 5:.925-0-r;I\l ;xtens’lon
5' C“Ck Group Members & halidis and weskinds Ext 121
a. Click Users that can monitor others. Bicicameits-Only Extefision Call Monitoring Group 2 >4
Select the users you want to add and click bbb el yrlvigod e iy Info
the blue arrow in the middle of the screen. Call Monitoring Group Members
Cl' k S o @ CalMondonng Group I
ick Save.
. . A Group Users that can monitor others >
b. Click Users that can be monitored. Select
Users that can be monitored >

the users you want to add and click the
blue arrow in the middle of the screen.
Click Save.

alect usars that can monitor Eelect users lo be monilored

©

Q &
Salect wsers hal can mondar this group Select wsers Bal can be monsared
Available Lsers (1) Selected Users (1) Availabie Users (1) Selected Users (1)
Name Extension Name Extension Mame Extension Name EXtensin
Unsalect All Salect Al Unsalact All Selact Al
OFFICE SEAT Eat 102 ? JOHN SMITH Exl 101 JOHN SMITH Ext 101 > OFFICE SEAT Exi 102
< &
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Set up Presence for Users that can be

) K . @ JOHN|(770)403-4391 Cxt 101 Get Help

monitored by others f TELUS
1. From the Admin Portal, select the Phone o Phone Syslem Call Loy Internalional Calling Tools » He & B

System tab.
2. Click Users. T e Users JOHN SMITH, .. (Super Admin) Y
3. Select a user that is going to be monitored. W E’;?;;'f"os e Q dendda

. Phones & Numbers
4. Click Phones & Numbers. o
Users
A : . No direct numbars assignad 1o this extansion.
5. C|ICk Presence. a Auto-Receptionist @ JOHN SMITH (Super Agmin) stiiol
6. Click Perm|s§|ons. ® crricesen ey Phones
7. Select the radio button next to Allow other 4 Groups S Usore BYOD IP Offce Phone )
4 Oth 2
users to see my Presence status. i e —— >
. =

Select users permitted to answer my calls. ke .“& Ada Extstng Pone
9. C“Ck the blue arrOW Ih the m|dd|e Of DowenioadfAclivale Apps

the screen. ‘!E Phones & Devices °| Presenca > @
10. Click Save. Intercom ¥

i Conference Number @ (647) 499-6978

Appearance

Allow other users to see my Presence status:  (8) On () Off
Edit Permisg 2
S0inct USErs permitied 1o answer my calks
Available Users (1) Selected Users (0)
Name Extension Name Extension
Unselect All Select All
OFFICE SEAT Ext 102
o )
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Set up Presence for Users that can
monitor others

1.

10.
11.

12.

From the Admin Portal, select the Phone
System tab.

Click Users.

Select a user that is going to be monitoring
other users.

Click Phones & Numbers.

Click Presence.

Click Select to add the users that this user
will be monitoring to the list under the
Appearance tab.

Select the radio button next to the user you'd
like to add.

Click Done.

Make sure the checkbox next to Enable
me to pick up a monitored line on hold is
checked in order to use all call monitoring
features on the Presence screen.

Click Save.

A pop-up will appear notifying you that your
phone will restart to reflect these changes.
Click OK. The affected phone will restart.
The user will now be able to use easy to
access buttons on his or her phone for call
monitoring.

7 TELUS
o Phone System

Call Log International Calling

Company Numbers e
« and Info
(778) 403-4391 Q
Users

4 Auto-Receptionist

‘. @ JOHN SMITH (Super Admin)
o @ OFFICE 3EAT
{778) 403 4402
4 Groups
2 Users
4 Others o
L] P ..
ase ol

LlE Phones & Devices

]
eeseeaeBe

Prvida 36 iy phosdd

Tools »

7 TELUS

LUIOTLRS LTI @ JOHN | (778) 403-4301 Ext. 1

]

Co

OFFICE SEAT, Ext.102

Liser Info

o Phones & Numbers

Direct Numbers
Fxt 101

. 2l (778) 403 4402

Exl 102
Meg - A0

Add Existing Fhone

o Fresence

Intcrcom

Conference Number: (D)

(547} 499-69

o () Ext101 - JOHN SMITH

0

Your phones will now be rebooted to reflect the nges
you made. If a call 1s in progress the phone wil
afer it completes

o < CD

42




TELUS Business Connect™ | Admin Guide | Part 2 — Admin Portal {T ELUS

*
IVR Menus fTE LUS @ JOHN|(778)403-4301 Ext 101 GetHelp

TELUS Business Connect offers various

tools to help manage and create VR menus. o Phone System Call Log International Calling Tools + & X B
Administrators can add a new IVR menu as
shown on this page, use the Visual IVR Editor, 0
) Pag i s Company Numbers Groups Learning Center
or import and XML file. 'h and Info
{773} 403-4391 Call Queues Overview: Call Gueues
a sales 1 n‘\:i:;:!:b Ex:: ll I:I 1
Add an IVR Menu Group ® e e 22 =
. o N Paging Only
1. From the Admin Portal, select the ettt o e S
warenouse Ext. 2222 a
Phone System tab. i g
enus -
; 4 Groups
2. Click Groups. 4 Others 2 Users @ Menu RVI 1000 Ext 1003 Ovenview: Paging Only
3. Click Add Group. o o ~ o e 002 .
i [] @
4. Select the radio button next to IVR Menu. ok BT Y &8 @ MenuRVI 1632
5' CliCk NeXt Park Locations R/ l::dglllno;“n’:.f'i?ﬂ\")"\ﬂﬂ‘ic‘"1 &z in A call quewe, which recedve And quews cails I be
. L g F e answered by Me next avaiable member of the Qrawup.
6. Enter an Extension Number and i Phones & Devices ofverona dedcated exension. | ) veomgony
EXtenSIon Name MESSHQES'OH'Y Extension A group of deskphones or overhead speakers used lo broadcast pages
i ®) VR Me
7' C“Ck Save' @ holidays and weekends Q * When c:"-:a'a.-u connecied o VR Menu, il aliows for Jexilie caill rouling based on
y EANRrE INMIMENAG With 2 E0f af MANLU PrOME and making & rtiang win DTME Input
Announcements-Only Extension . est ihoas

. ) Park Location
This is where you can set up extensions that play a

A Qroup SpeCTyIng users who can park calls for each olher on a dedicated exfension.
recorded announcement, then disconnect the call. STEER APET

(7 Call Monktoring
A group that defines a set of permissions alfowing users fo monifor the calls of other

Call Monitoring

TG

o | Add Group Add Spacial Extonsion

Massage Only Exlension
Extonsion o mepive messIges anly

) Anneuncemenl-Cnly Exlension
Fxtanaion i play ANNaUncements

9]

@]

Add IVR Menu

0 " I CED

Extansion Mumber: 1633

Exlension Name. VR Menu 1633 o

*Available for Premium and Premium Plus users only.
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Configure an IVR Menu
After you have created an IVR Menu, you can

configure it from the Groups menu. Configuration
options include Extension Info, Direct Numbers,

Prompt, and Call Handling.

Extension Info

After you select an existing IVR Menu, edit your
extension number, name, and delete your menu.

1. From the Admin Portal, select the
Phone System tab.
2. Click Groups.

3. Select an existing IVR Menu (Main Menu in
this example). If you don’t have any existing
IVR Menus, go to the previous page to learn

how to create one.

4. Click Extension Info.

5. Edit the Extension Number and
Extension Name.

6. Ifyou'd like to delete this menu, click
Delete Menu.

7. Click Save.

7 TELUS

o Phone System Call Log

o Company Numbers

-h and Info
(778) 403-4391

. Auto-Receptionist

4 Groups
o 4 Olhers 2 Users
- @
[ ]
——
'TT] TRl
l Phones & Devices

International Calling Tools =
Croups
call Queues
1 Avalab Ext. 1111
@ sales 0 Unavaiable Vieg.: 010
Paging only
@ warennise Fxt 2222
IVR Menus
@ Menu RVI 1000 Ext. 1003
@ Menu RVI 1002 Cxt. 1002
& Menu RV 1632 Ext. 1632

Park Lacations

AQroup SPeCityIng USers who can park calls mr eacn
wlher on a dedicaled exlension.

Messages-Only Extension

i Ext 1212
@ holidays and weekends Msg.: 0/0

Announcements-Only Extension

This is where you can sel up exlensions thal play a
recorded announcement, then disconnect the call.

Call Monitoring

Add Group

-7 TELUS
m @ JOHN [ (778) 403-4391 Ext 101 GetHelp

Menu RVI 1000, Ext.1003 X
Extension Info

Exlension Nurmber. 1003

Extension Name: Menu RV1 1000

Language: Frangais (Canada) '

o Delete Menu o

Direct Numbers
Prompt

Call Handling

44
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Select Prompt Mode: Audio l
. T . JUHN | (778) 403-4381 Exv 101 et Hal)
1. From the Admin Portal, select the f TELUS Ml © ' ! “
Phone SyStem tab. o Phaone System Call Log International Calling Tools » de & B
2. Click Groups.
3. Select an existing IVR Menu (Main Menu Groups Menu RVI 1000, ExL. 1003 5%
ans Company Numbers L
) ) sgs d Infi Fxtension Inf
1a] th|S eXample). “ ?;T8?203-4391 — : er:ﬁ:n :n
4. Click Prompt. R 1 e o S
. navoiable Aeg.: O Prompt
5. Under Prompt mode, select the radio button ‘.. Ao Recertoret PR —
- rompt mode:
ﬂeXt tO AUdIO. § warehouse Fxt 2727 ul
\ . (® Audio
6. Click Select from Prompt Library. 4 Groups i IVIsen= () Textto specch
7. A pop-up will appear with a list of 2l ) LG L R
o = .. @ Menu RV 1002 Et. 1002
pre-uploaded prompts. ==t 4 © MenuRV1 1632
8. Select the radio button next to the prompt Fark Lesations save
you'd ke to set. Tl MR catanding
9' C“Ck Save Messages-Only Extension
@ holidays ana waekends E::g‘f:]_g
NOTE: The prompt recordings have to Announcements-Only. Extension
pre-uploaded and saved to the Promp’[ |_|brary This is where you can setup extensions that play a
recorded announcement, then discannectthe call.

first, which is available at the IVR Tool. call Monitoring

L > Select Prompt

Add Group

NOTE: An IVR menu can function independently
from the Auto-Receptionist, so it does not have to Q,

be set up for Auto-Receptionist greeting.
e @® P Kalimbamp3 9

45




TELUS Business Connect™ | Admin Guide | Part 2 — Admin Portal {T ELUS

%’T ELUS Admin LLUSTIR N @ JOIIN|(770)403-4391Cxt. 101 Gethielp

Select Prompt Mode: Text-to-Speech
To set up a text-to-speech prompt for an

IVR menu: o Phone Syslem Call Log International Calling Touls v O, SOER
1. From the Admin Portal, select the
Phone System tab. 5
Yy - Company Numbers Groups Menu RVI 1000, Cxt. 1003 ¥
2. Click Groups. B and Info R Extension Info
. . 778) 403-4291 :
3. Select an existing IVR Menu (Main Menu L) — e o Direct Numbers
. . P 0 Unavaiabe Msg.: 010 Brompt
in this example). ® = fome
; Auto-Receptionist Paging Only
4. Click Prompt. ‘ . Frompt mode:
@ warehouse Ext. 2222
5. Under Prompt mode, select the radio button —— QO Audio
4 Groups Text o speech
next to Text to speech. o Ol 2 Users o T -
6. Inthe box for Text: type in your desired — ® @ MenuRVI1002 Ext 1002 Text
. Lo . == 4] 1 ,n
greeting and connection instructions for your (T &7 V7 18 @ Monu RV 1632 Ext. 18
callers. TELUS Business Connect’s text-to- i
speech utility will convert the text greeting you l Phones & Devices ;ﬁ;‘,“ﬁ,?,?Sﬁﬁ,‘ﬂ?p‘f:{fp‘:g?,,ﬁa" JGeneTmencs Flease usedmgworcs "Nasi” or "pound or “star” Insjaad of ¥
or ™" ifneaded.
typed into a voice file. Messages-Only Extension é
@ Nholigays and weekends il
NOTE: The text must contain only letters, digits, Kivnauncenaiite-Only Exbnsion T
space, commas and periOdS. No SpeCial SymbO|S. This is where you can sel up extensions thal play a
recorded announcement, then disconnect the call

Use the words “hash” or “pound” or “star”
instead of “#” or “*” if needed.

Call Monitoring

Add Group 7
7. Click Save. You can hear your new prompt by
dialing into the extension and re-recording it
until satisfied.
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~7 TELUS

Call Handling
To set up touch pad keys to handle incoming calls for an IVR menu:

%‘T E LU S @ JCHN|(TTE)403-4301 ExL 101 Gut Help
1. From the Admin Portal, select the Phone System tab.
> Click Groups. o Phone System Call Log International Calling Tools S L [T
3. Select an existing IVR Menu. e e Groups Menu RVI 1000, Ext 1003
4. Click Call Handling. W Prgaosasn oo e
5. Click the Add Key button. e Prompt
6. A pop-up will appear with Key press assignment options. d.. Al SR Pig'"”"'y o colrnn
7. At the Key press drop-down select a number (from O through 9) to link P _ IVR Menus :,:pw
to the desired Action in the next step. e o B e EL1000 T
8. Select your desired Action. Options include: -.T. -_f.é:.’n :IZ\:? Generic Koy Presses:
= Connect to Dial-by-name directory — Your TELUS Business Connect Park Locations S m———
online account allows you to enable or disable the Dial-by-Name B Provesavevices  SUEISIILRALT = >UDI%
directory. You can change how the extensions are searched, either by M:SWNWE“MM = Prasys e p———
first name or last name. You can also configure the list of extensions Armosmcenmente-Only Etesion Press « Retum o previous menu ~
included and change extension number of the directory. This s e you esin 3ot up exansions Matpiay & e O TR S
= Connect to an extension, user, group, or IVR menu. call Monitoring rn
= Transfer to voicemail of an extension user, group, or VR menu. e -

o Key press assignment

= External Transfer to an outside number.
9. Select the radio button next to the extension you’d like to connect to.
10. Click Save.

Manu RVI 1000

0

Key press: 1 v
11.Under Generic Key Presses, choose if you'd like to use default settings o - poee g
or specify your own. - =
&

You can also use the Visual IVR Editor to configure call handling settings.

holidays and weekends Fxt 1212
() JOHN SMITH ExL 101
(O MenuRVI 1002 Ext 1002
() MenuRVI1632 Ext 1632

(O OFFICE SEAT
) sales

Cancel
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Park Locations . Geltiep | B My
. . ziﬂf"TE Lus HAdmin Portal ] GalHe Back 1o My Account
Use Park Location groups to create a private
location in which specific users can park and o Fhone System ~ Calllog  International Caling  Tools » & L B
pick up calls. Once users have been added to
the group, the park location can be added to the Company Numbers Groups Learning Center
and Info
user’s Presence on a desk phone or HUD on the \h (289) 813.5742 Call Queues P )
TELUS Business Connect for Desktop application. @ CustomerSenicz JRERE i 60 5
. . Paging Onl
You can have up to 100 park locations in your :. Ak Roccplonisk aging Only .
@ Warchouse .2
phone system. il
Park Locations E@uweau
A group specifyt usars wiha can park cals for each ofher on 3
Add a Park Location o 2 Groups 51 Users desaoated extereion. Overdzw: Paging Only
1. From the Admin Portal tab, select - » @ i A 5
nE= "‘“" This ks where you can s up exienshons ihal always send callers
Phone System. dzcty 1o valoama. -
2. C||Ck GrOUpS. l Announcements-Only Extension E_ﬂﬂlﬂﬂ oniy ovarviaw
) Phones & Devices ki whare you can sei up exdensions thai play a recorded vz
3. Click Add Group. amoncemen men gdecmectme g, |
4. Select the radio button next to Park Location. rp—
5. Click Next.
Call Gusus
6. Enter an Extension Number and A group of usersEcEnsions, 35 In a call queus. which recelve and quee cals o be
G N answerad by the next avallahle mamber of the group
roup Name.
. Paging Onty
7. Click Save. A grous of SSSKORGNES O VErNSsT SpSINETS USST 15 Broa0as! 030Es
o Add Groun o l- ..... P-E.I‘H Location
group 5pechying wsars wha can park calls for 8ach ather an 3 oealcaled exiension
NOTE: Only one call can be parked in each '
X X A Specia Exiansion
location at a time. Mg o
Eltanskon o recelve Messsges )y
Ao nmﬂt-@nl}l Extanslon
Exfansion fo play SNnouncamants

I CED

Add Park Location

o Exiansion Numibar: 10001 o

Group Nams: Pari Localian 10001
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Configure a Park Location

. ' E Admin Portal FEine Back jo My Account
After you have created a Park Location, you can f TELUS " i !
edit its information and the users in the group. ; .
o Phone System  Call Log International Caling ~ Tools » S Y B
Info Groups Park Location 10001, Ext. 10001 x
To edit your Park Location Extension Number h ity bty o Info '
Call Queues
and Name: {289) 8135742 .
. @ Cusiomar Sarvee | AalbE L-qa-ﬁﬁ ENaNEian Numbar:
1. From the Admin Portal tab, select
. Auto-Receptionist Paging Cnly 10001
Phone System. Al R o Vi @
2. Click GrOUpS. Park Locations Dk Loaton 10001
3. Select an existing Park Location 3 Groups 51 Ulsers o @ Pa Locamon 10001 2 10001 Stas:  Enaed
(Park Location 1001 in this example). o = ® Messages-Only Extension Deiete Park Locasan e
4. Click Info, s I P ——
5. Edit the Extension Number and Announcements-Only Extension
Park Location. B  Prones & Devices T ey e

6. Click Save.
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Users
: . [ Gaitap | Sack oMy Acoount
To add or remove users from a Park Location: f TELUS
1. From the Admin Portal tab, select 0 Phone System  Calllog  Intemational Caling  Tools » R .
Phone System.
2. Click Groups. Groups Park Location 10001, Ext. 10001 *®
] Company Mumbers ;
iati H Infa
3. Select an existing Park Location 4 ?5'35??13.5“: e L:m -
. . . on Users
(Park Location 1001 in this example). @ Custamer Servios | Aekebe Bl
4. Click Location Users. o Pexiing Ol e | sars oree g seston 3
) ) ) Auto-Receptionist
5. Click Users of this park location. L @ Virsnouse =z
6. Select users you'd like to add to the group el oetlon s P e
. & Park Location 10001 Ex 10001
from the right column. o il i SR o
. . . Messages-Only Extension
7. Click the blue arrow in the middle of the i 20,
— bt 3 ;1;34:;&:;:::&15&1 up exiensions ial always send callers
pop-up to move the selected users to the o i
. Announcements-Only Extension
right column. You can also select users from — _
. I | o s e aro
the right column and move to the left column
to femove them from the group.
8. Click Save.
rﬂg’rammﬁe?w'nca'l park phone cais 10 s exlension and recalve paried calis. Plaasa nole he usar phanes mig nead rebodt afer remaving e users
5L
Avallabile Users |51) Allowed Usars {0}
12_ Hamea Extanslon
120
P-@ 13
143
138
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Set up Presence for Park Locations ;?#.F-T ELUS AdminPortal ~ R0 Gettiap ( Bax by Acoar
Use Presence to configure your Park Location on
your desk phone and your HUD on the TELUS o Phone System | Call Log International Caling ~ Tools » & L B
Business Connect for Desktop application.
1. From the Admin Portal, select the Phone o Rk Users IRINA MEMALOCHE, Ext.152 ®
and Info User Info
System tab. % (289) 813-5742 o ————
2. Click Users. B 124
=g ¥
3. Select a user that is going to be monitorin Direct Numgars
gong 9 ... Auto-Receptionist ¢ e
other users. = {437} 800- 1632
\ - =g
4. Click Phones & Numbers. o pap— : o
; 3 Grou 51 Users itk Phanes
5. Click Presence. a - e 142
hag : 5I5 e
6. Select the Appearance tab. Y 9 i EA, e
. . - g V0
7. Click Select to add a Park Location. e = ME
i bt Va0t . e
8. Select the radio button next to the Park = — (DRI
H 3 H i I oo | r
Location you'd like to add. M provessoees S 9:
9. Click Done. s “_ i
; v gl Imarcom
10. Click Save. @ < 104
1 1 1 et
11. A pop-up will appear notifying you that your B T Canference Number: (| e
. ki - OO
phone will restart to reflect these changes. = :r ; Changs
. . Mg Addianal localvagional DHal-in numbsrs
12. Click OK. The affected phone will restart. = oy ala
] Ext 117 Hiost Code: 531-335-532
o F:km — Participants Cods 345-919-345
mssers
Imiia wiin Emall
Line User Daite
' =
o 3 — Balect— o
1 — SEat— m' 0 L]
3 — Selert— m
— Baisct— L}
9 ‘Your phanes 'will now be rebodied o 'Ef‘."."ll:i-@J
3392'.2113 b ks made if 3 c3 s1:>'-:n;'assh—'_~m'a' rel
compsies.
Prastan on my phons
RN S @ CID € i O
[ o= ] 51
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Message-Only Extensions

~7 TELUS
9

) ) o . R GelHelp | Sack My Accou
Create an extension dedicated to receiving ﬂ?’ TELUS
messages. All calls routed to this extension will o Phone System | Calllog  IntemaionalCaling Toois s L B
automatically be directed to the extension’s
voicemail box. -
ey e Groups Learning Center
% and Info
. (289) 8135742 Lol Quetes venvew: Call Qususs
Add a Message-Only Extension B i
1. From the Admin Portal, select the Phone Paging Oal =
i - ging Only
Auto-Receptionist S THLEE
System tab. [ 1] @ Warsnouse B2
Call Guesuss ovarview
2. Click Groups. EaicEgcations T
3. Click Add Group 3 Groups 51 Users . ok sz B ooy ooy
. Messages-Only Extension
4. Select the radio button next to Message-Only ] + s
- 4 Thiss ks where you can & up exdensions sl sways send callars %
Extension L L1} ke direciy o voicemall.
. S TELUS”
. Announcements-Only Extension

5' C“Ck NeXt' I!E Phones & Devices Thits ks whera you can e up exdensions sl play a reconded \I:a}]lﬂﬂonun
6. Enter an Extension Number, Extension bl

Name, and Email.
7. Click Save.

Add Group

O

Call Gusus
A groupof usersdeciansions, 35 In 3 call guese. which recefve and' guewe calls fo be
answarad by the nest svaliable mamber of the grolp

Paging Only
A Qroup af 0SskENGNSE OF VErNesd SpeaNers LSen 10 IVea0tas! [3gEs

Park Location
A group spechydng usars whocan park calls f e3ch ather an 3 geoheated eviansion

A Spacial Extansion
‘Massage-Onty Extension

Eutension fo recslie massages o)
Announcemant-Onty Extanslon
Extansion i play aViuncements

Add Messages-Only Extension \
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Configure a Message-Only Extension

, ) [ . Admin Portal ~ - GeiHeip | Back loMy Accoum
After you've created a Message-Only Extension ~Z TELUS
configure the Extension Info, Direct Numbers, and
o o Phone System  CallLog International Caling ~ Tools = S L B
Messages & Notifications.
Groups “VoiceMail, Ext 333 =
. C Numbe '
Extension Info S el o i
: - - (289) 813-5742 ey
Edit your extension humber, name, and delete 2
@ Clskmersance  |Aaibe ,',ma'ét Extansion Number:
our menu.
Y . . e Paging Only 33
1. From the Admin Portal, select the Phone i eo-ECeno — =
@ Viarenousa Ea Exiension Name:
SyStem tab Park Locations ol
2. Click Groups. 31'30tmhl:=ﬁs o & Park Locaton 10001 S 10001 T ;
n n - r e & :
3. Select an existing Message-Only Extension o Messages-Only Extension
. o . - - P Campany Namse:
(Voicemail in this example). see Al Oa vacaia s
4. Click Extension Info to edit the foIIowing: Announcements-Only Extension
Caomact Phona:
a. Extension Number B Prones & Devies e ol e e R
b. Extension Name
- o =
c. Company Name
‘igice Manager Passward
d. Contact Phone
. Regianal Sefings
e. Email e
Sialus:  Enabiad
. Regional Settings R
g. Apply Template o
h. Resend Welcome Email Add Groug » CIlD €D
I. Delete Extension et Paahs
5. Click Save.

Messages & Motifications
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Messages & Notifications
Set the voicemail greeting you would like to use for your
Message-Only Extension.

Set a Voicemail Greeting
From the Admin Portal, select the Phone System tab.
Click Groups.
Select an existing Message-Only Extension (Voicemail in this example).
Click Messages & Notifications.
Click Voicemail Greeting.
A pop-up will appear displaying the current Voicemail Greeting. Choose
your preferred type of greeting.
a. Default — Select the radio button next to Default.
b. Custom — Select the radio button next to Custom and select how you’d
like to set your custom recording:
= Record Over the Phone
Next to Call me at, choose a phone number from the dropdown menu
if you have saved numbers or type a phone number in the text field.
Click the Call Now button, and TELUS Business Connect will call you
to record your message.
= Record Using Computer Microphone
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow if
TELUS Business Connect asks to record through your computer. The
Microphone Test and Record settings will appear. When ready, click
the red Record button to record your company greeting through your
computer microphone. Stop the recording and listen to the playback.
= I[mport
Browse for a WAV or .MP3 file you want to use. Click Attach.
7. Click Save.

L i oA

fT ELUS @ Gattep | Sackio My Accont
o Phone System Call Log International Caling Tools » A & B
Company Numbers EHLE olcemal, Ext 333
Extension Info

and Info
b (289) 813-5742 Sl

@ Cushre Sevioe

Direct Mumbers
1 manze -
T rmanse ’Co Messages & Notifications

. — Paging Only
Auto-Receptionist )
B @ Warsnass ez Voicaman Gresting Datast)
Park Locations Messags Sapet Ext 333, VoicaMa
3 Groups S Lo = 10
c: @ Park Locaion 10001 Ee 1000
1 Other 51 Users .
~ ° Messages-Only Extension Pr—
1 B 333
T} Tl . e ]
Announcements-Only Cxtension CE €D
i ) Tris b Wihere yoU 23N 521 UD Sxienslans it play 3 recorsed
l Phones & Devices nouncEmEnt, hen SECaTect e o3

@ [ —ye—

& ODetan

a3se
=coraing, JOu May Rang Up or [ress the = ey

Cusiom

> o COOF OO0 ofd e—
Detant ‘ew In | English

Record Over he Phane Record Using Compuier Microphana Import

TELUS Business Conmnect™ willl call you Yo record your custom greeling over the phane.

Call me at

Cal Now

e L
Drowse
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Message Recipient fT ELUS P Gaemp | Sa oMy Account
1. From the Admin Portal, select the Phone '
System tab. o Phone System | Calllog  International Caling  Tools v LH & B
2. Click Groups.
. . G “oiceMail, Ext.333 b 4
3. Select an existing Message-Only Extension .e  Company Numbers s i
. o , “ and Info o Extension Info
(Voicemail in this example). (289) 813-5742 Dirsct Numbers
H o . & Cusiomer Sen | Az L Ee g
4. Click Messages & Notifications. ki e - Do Messages & Notfications
. .. [ 3 e Paging Only
5. Click Message Recipient. g e e S = erag ey
6. A pop-up will appear with a list of recipients. P o (w Ty
7. Select the radio button next to the extension 31%3;? 51 Liscre @ Fars Locaion 10301 —
you’d like to set as the recipient. o s o Messages-Only Extension e .
. 1 ¥ L p =
8. Click Save. T A 0‘ e =
Announcements-Only Extension m m
Thiks ks whara you can el up exlensians thal play 3 recanded
L!E Phones & Devices amamceme, e dacamied] T cal,
0 crrr—"
o & Exl 333 - This ewienslon l
Exl 122~
Exl 113~
LIy 2 Ext 125-
Exl 18-
Exl 130~
Exl 103~ 9
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Voicemail Preview* B |
The voicemail preview provides a text version :'g TELUS

of your voicemail that allows you to get the gist o Phane System Reports Call Log International Calling Tools v dor W B4
of the message. It delivers a text version of your

GetHelp Log Cut

voicemail to your TELUS Business Connect B i Groups Test Messages-Only Ext Group, Ext400 X
mobile or k lication or via e-mail. g andinfo Extension Info
obile or desktop application or via e-ma ,h (604) 2164232 Q .
1. From the Admin Portal, select the Phone DEEL R ambers
Park Locations i
System tab .I o Messages & Notifications
' “ Auto Receptionist @ Poste de mise en attente 10004 Ot 10004
2' C“Ck Groups' @ Poste de mise en attente 10005 Eal 100 Woicemail Greeting Default
3. Select an existing Message-Only Extension . @ Poste de mise en garde 10007 xt 10007 N
10 Groups 51 Message Recipient Ext 400, TestMessage... »
(HO“day l\/leSSage in this example). 9 2 Others SRR @ Pusle de mise en garde 10008 Ex 100
. . pn . @ Pusle de mise en garde 10009 Ext. 10009
4. Click Messages and Notifications. - 3.0 i View Messages >
) . . . 1T | ﬂs“:n @ Poste de parcage 10001 Ext 10001 i
5. Click Voicemail Preview. @ Fosie de parcage 10002 £xt 10002 Volcamall Fraview >
6. A pop-up will appear with the option to turn @ Poste de parcage 10003 '
. . . l!@ Phones & Devices Natifcations »
Voicemail Preview on or off. Messages-Only Extension
7. Se|eCt the bu'[’[Oﬂ neXt tO On or Off o @ Test Messages-Only Ext Group ki:'ﬂ?
8' C“Ck Save' Announcements-Only Extension
@ IestAnnouncaments-Only Ext G. . li;‘:’;g
Call Monitoring
o 6 Voicemail Preview
Add Croup
Voicemail Preview: (@)
o -
*Available for Premium Plus users only. 56
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Notifications
Choose who will receive notifications for voicemail
messages and how they will receive them.

1.

From the Admin Portal, select the Phone

System tab.

Click Groups.

Select an existing Message-Only Extension

(Voicemail in this example).

Click Messages & Notifications.

Click Notifications.

A pop-up will appear with notification options.

Set your notification settings by checking the

checkboxes and filling in email and phone

numbers.

a. Click Advanced Notification Options to
see more detailed notification settings.

b. Set your Advanced Notification Options.
Here you can choose different email
addresses and phone numbers for your
notifications, select settings for marking
messages as read, and select options for
email attachments.

c. Click Switch to Basic Notification
Settings.

Click Save.

— " TELUS

0 Phone System Call Log International Calling Tools =

Company Numbers
‘h and Info
(289) 813-5742

2 -
Auto-Receptionist
@b

3 Groups

1 Other 51 Users

-:- 'I.l' o i

E Phenes & Devices

o Noftifications

Hotiry ma of:
icamall Messages:

Recaived Faxes:

Sand notinications to:
Eman:

Phane mumiber:

Advanced NoEfcation Opians

7 TELUS

Admin Portal ~ A GaiHalp | Back fa My Account

Groups VoiceMail, Ext. 333 *
Extension Info
Call Queues
Dirzet Mumbers
@ Cusiamer Sanigs | daiene B
i F—— v o Messages & Motifizations
Paging Only
& Warshousa e 2 \faoamall Grasing Datant
Park Locations Massage Recipiant Exl 333, VidloeM
@ Park Location 10001 Ext. 1000
Messages-Only Extension o S—
=t 33 i
=g 00
Announcements-Only Extension m m
Trits ks where you can 521 up exiensions el play 3 recordsd
amnauncemanl, hen discames! the oall.
6b  Motifications
‘Wolcamall MasBsa]eE:
NaEty me by v Ema SMS

By Emall By EMS

o

— Salaci Camer — Add

My carmier ks notBsted (§

~ Inchude aitachment with amal

A ark message 35 raad ance amasad
Send noBlIians 1

Eman: N

PNans UMb e Camer — 3 Add
My cariar Is nolBsted (i

Received Faxse:

Noily me by: v Emad EMS

+  Indude tachmen with amas

Mark message as read oncs emalied
Sand notfcatons i

+  Uge same amall and i address 3s i waicamal

@ Switoh 10 53sss Nothoaton Satings
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Announcements-Only Extensions

Create an extension that is dedicated to only
play an announcement for your callers. All callers
routed to this extension will hear a recorded
announcement such as a holiday closure
announcement.

Add an Announcements-Only Extension

1. From the Admin Portal, select the Phone
System tab.

2. Click Groups.

3. Click Add Group.

4. Select the radio button next to
Announcement-Only Extension.

5. Click Next.

6. Enter an Extension Number, Extension
Name,
and Email.

7. Click Save.

" TELUS

o Phene System  Call Log

©

Company Numbers
h and Info
(289) 813-5742

. Auto-Receptionist

3 Groups

1 Other 51 Users
- . @,
mam e T

LIE Phones & Devices

International Calling Tools «
Groups
Call Gueues
& O 0 Aol
@ Cusiomer Senice | AREEE
Paging Cnly
@ Warshousa

Park Locations
@@ Park Locasion 10001
Messages-Only Extension

& Vo

Announcements-Only Extension

Thits ks wiene you can set up exienshans thal piay a reconded

announsament, then discannect the call.

~7 TELUS
9

Admin Portal ~ -]

GelHalp | Backto My Accoum

S & B

Learning Center

Crearview: Call Quauss

=
= &
=TELUS”
= B
Call Quawas overview
R
Ext. 10001
Ovarview: Paging Onily
Ex. 333
Misg - OO é

—TELUSY

Paging Only ovarvisw
viaw

Add Group

O =

....S\hﬂﬂwnmt-m!}'&mm
EuEnslon 7 play SNGUNCSTENS

Call Gusus
A group of usersexiansions, 35 in a call guewe. which recalve and gueue calls fobe
answarad by the nest avaliahle mamber of the group:

Paging Cmiy
A group of deskphones & overhasd speakers usad i iroadtas! pages

Park Location
A group speciiying ussrs who can park calls for e3ch ather on 3 gedicated exiension

Aa Spacidl Eviensian
Msegags-Only Extension
Exisnshon fo racalie messages only.

CcCED CED

Add Announcements-Only Extension

Exienshon Mumbar: Add

Exienchon Name:

Office Address and Hours

Emal: (§ -

s a O
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Extension Info
Edit your extension number, name, and delete

your menu.
1. From the Admin Portal, select the Phone
System tab.

2. Click Groups.

3. Select an existing Announcements-Only
Extension (Office Address and Hours in
this example).

4. Click Extension Info to edit the following:
a. Extension Number
b. Extension Name
c. Company Name
d. Contact Phone
€. Email
. Regional Settings
g. Apply Template
h. Resend Welcome Email
i. Delete Extension

5. Click Save.

2" TELUS
o Phone System Call Log

T Company Mumbers
-’h and Info
(289) 813-5742

4 Auto-Receptionist

&
3 Groups
o 2 Others 31 Users
= &
e = L
(11 ik

International Calling Tools =

Groups

Call Gueues

1 Aucalininle:
0 Unanalisinle:

@ Cusiamer Senice
Paging Cnly

@ Warehousa

Park Locations

@ Paric Location 10001
Messages-Only Extension
@ \aoaa

Announcements-Only Extension

[!Q Prirns & Do o-gmmaﬂﬂm

Admin Portal ~ -

7 TELUS

GotHop | Back o My Ascoum

S L B

Office Address and Hours, Ext.444 X
Extension Info

Exiension Numbsr:

a4

Exlension Name:

Offos AdIEss and Howrs

Company Name:

Eman:
B =
Woisa Manager Passwand

Reglonal Setings
Slaws:  Enabled

Dwalala Exiension

CED CED

Direct Mumbers

Announcement
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Set an Announcement
1 From the Admin Portal, select the Phone System tab.
2. Click Groups.
3. Select an existing Announcements-Only Extension (Office Address
and Hours in this example).
4. Click Announcement.
5. Click Greeting.
6. A pop-up will appear displaying the current Announcement Greeting.
Choose your preferred type of greeting.
a. Default — Select the radio button next to Default.
b. Custom — Select the radio button next to Custom and select how you'd
like to set your custom recording:
= Record Over the Phone
Next to Call me at, choose a phone number from the dropdown menu
if you have saved numbers or type a phone number in the text field.
Click the Call Now button, and TELUS Business Connect will call you
to record your message.
® Record Using Computer Microphone
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow if
TELUS Business Connect asks to record through your computer. The
Microphone Test and Record settings will appear. When ready, click
the red Record button to record your announcement through your
computer microphone. Stop the recording and listen to the playback.
= [mport
Browse for a .WAV or .MP3 file you want to use. Click Attach.
7. Click Save.

-7 TELUS

- Admin Portal « Getteip | Back b My Account
" TELUS == -
o Phone System Call Log Internatonal Caling 1 ools v & L& B
Gompany Numbers Groaips: Office: Address and Howrs, Fxt 444
‘h and Info e Extension Info
all Quouss
(289) 813-5742 Direct Numbers
@ Customer Savioe sk ""‘o
e ANDOUNCEMENT
Paging Onl
. Auto-Receptionist e 4 e
.'. @ Warehouse = 2 Amnouncament grastng
Park Locations Eresing Detadt 3
3 Groups Pob, Loaion 10001
o 51 Uszers @ Pab Lt =
Mes<agas.Only Fetension CID €D
=] & =
o 'Y CRL L E et

Announcements-Only Extension
5 @ 'Ofic2 Address and Hours Eaiat
!B Phones & D ew:b % e

@ Announcement Greeting
o Deait

Detaut ‘Saw In | English
*Noanz)s avalishis 1o fske your call. Thank you for calling. Gooanyer®

Cusiam

COTOTONT e —

» O

D o ———
Detaut i

win | Engish ~ | (£

cal. Thank you for calling. Socatiyer

Recard Over fhe Phare Record Using Compuier Microphane imgort
S Business Cormect™ will call you 10 recard your cusiom gresting aver fie phane. b e
T ol e,y
Cameat | Emerane
Mo~ s =]
Call Now

e Vewn | Engie

-0 VSN N L S TR 0 T G GO0

® Tmom
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Users

Admins have the ability to edit the following user

[ . Admin Portal « A GEHE Hack t0 My Accom
settings: =Z TELUS g Y
= Userinformation o Phone System Call Leg International Calling Tools » il Q&, B

= Phones & Numbers
= Screening, Greeting, & Hold Music

Company Numbers LR - - - it
= (Call Handling & Forwarding % and Info User Infa
= Messages & Notifications BN ELL M - o RITIELITIEES
= Qutbound Caller ID ® EE TN ST T M
. & Auto-Receglionist =l Call Handling & Forwarding
= Qutbound Fax Settings Y @ = 124
himg 1M Messages & Motifications
@ e Outbound Caller 1D
Administrators will use the Users panel to access and 3 Groups 51 Users @ e Outbound Fax Settings
© -
edit these settlngs.- - O o, —— o
1. From the Admin Portal, select the Phone System mmm ol 8 = 143
Miag - S
tab. 138
- o]
2. Select Users. ]!Q Phones & Devices o i
Mli=g - 0O
3. Select a user. P = 103
. ’ . . hisg - 00
4. Click the category you’d like to edit. s =
Meimg - 0D
. g - 08
. g - 08
. g - 08
541 Parmiscians for 3l Usars >
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User Info — _ -
Click on User Info to view and edit the selected user’s information. From this ’ User Info
menu, you can edit a user’s extension, name, recording, phone numbers, email Lo e
address, department, hours, password, and regional settings. =
Firsl Name:
Super Admin

One user on your account will be labeled as the Super Admin. By default, this role Last Mame:
is assigned to Extension 101, the person who initially set up the account. You can

assign this extension to any user on your account, but it is recommended that Rzl User Namz | @
you assign it to the user who is primarily responsible for this account. Though you Cantact Fhans: -
can assign administrator permissions to other users on your account, the Super Mo Fhanz:

Admin serves as the main account administrator and cannot be deleted. The
administrator permissions also cannot be removed from this user.

Emalt:
Caparimeant:

User Hours Cusiam »
\faca Manager Passwond

Ragional Setings
Sialus:  Enabled

Phones & Mumbers

Screening, Greeting & Hold Musis
Call Handling & Forwarding
Messages & Notifications
Outhownd Caller 1D

Owtbowund Fax Settings

7 TELUS

[Supar Adman)
Uy indo
Sagmr Adrmin
g A B il - Acirrinmal ralor o yor sl
P Lo v b chlal sl el Acdmirbalralor peaTrbsaa

el b rer i
e servaml. Bl s Errrrsreiesd Dl yo el Lhis
s srpaiay Lo b e e B4 prieaily gty (or Ui
E =R

el srmaion Piurmisar
e

il P
Loa Pl

S Lo Pt i
Condssd s + ¥ (4] La-aeas
oot | o

B (AT LA

rrl
g rrsand

b Hnrs 24 s
W Mg | mossad

Sl Tl L

Amlios  Erwded

Fiomes L Momibers

Boreening, Geealing & Holid Mesic
il Haradling & Forwaming
Maggages § Moddicatons
Catincand Caller 1D

Ohatincanidl Fax S=ftings
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Phones & Numbers

Click Phones & Numbers to view and edit the selected user’s phone numbers
and phone settings. You can download/activate apps, change presence and
intercom settings, and view and edit conference settings.

Screening, Greeting & Hold Music

Click Screening, Greeting & Hold Music to view and edit the selected user’s
greeting, call screening options, connecting message, audio while connecting,
hold music, and blocked call settings.

~Z TELUS

- - - =
User Info byl

Fhones & Mumibers
Phones & Numbers

Bormering. Greeting & Hold Alosic
orsct umper i
{£77) 8001532 i it

& Un o

Sl Coremdling Usilsall

mnanes

Uil Corsmaling: ™1 bk s oy cxalig PRERGA ISR O

0D IP Ofiice Phane

Sl up ol g |

A Exigtng Anana

DownioadiAcvala Apps Bk, cuallars L sy L rass bsafors corwssddigg
I Ol 10 red prepsad
Frazanca
I ot i i il el
i Advatyd
Imarcom
il g7 o cxmmacling risscsap |
& On [
Canferance Mumibar (7§ {547 2935073
v il P nelaiol o E]
» Change

+ AddFbional ocaly Dia-m Lsaiondl Msooonps T ssnes hokd whiss | ey Lo corrssd. o™

Hizs1 Code: Fa-H38-522 iy il coermectiing: (1
Paricipams Codes 345-018-345 Sl Auxiy Acxarde:

Mo or g onss ool il hesar whiss corvsed g

Imefie wiih [Emall
Sl Ly huokd reoelc (4
m & On oY
Ssieact Mhoac Acoandi: S

Sereening, Greeting & Hold Music
Call Handling & Forvwanding o
Messages & Motifications
e e CIl CID

Outbound Fax Settings
Call Hardling & Fonwarding
Messages & MNoddcaions
Dudincagnd Caller D
Outincand Fax Setings
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Call Handling & Forwarding

Click Call Handling & Forwarding to view and edit the selected user’s
call handling, call forwarding, ring group, additional phones, ring pattern,
incoming call, and call flip settings.

Messages & Notifications

Click Messages & Notifications to view and edit the selected user’s
voicemail settings, voicemail greeting, message recipient, messages,
and notification settings.

Usarindo
Fromes. & Maminers

Bcmening, Gessfing & Hold Rusic

. Caalll Handiing & Foowaming

el g
Usmekd o sgee & S pharses on

Vi lorsserd ol Lo

Pcaa BActrm  Mmg For (|, Mo

EC 1 O
L @O ==

M daie

I Forseed Lo clher woer's phorss

Ak [ Ters

Cresils Py CGrogm

Torso will ring
& Sspsnisdy (4 Sardaseandy | 4
IR d i A
ey Cial Infameden
al i
e

Messages & Modlications
Oufibound Caller ID
Duthound Far aidings

User inds

Fhomes & Mamiers

Bcpzening, Geesing & Hold Music
Call Handling & Fopsaming

.Mﬂuue: & MNofcations
—

Vit e

& T Mo

7 TELUS

il Crasding Ll
Msncaa Facgan Exd IS IR MM
Pl s

Dufourd Caller 1D

Ouiihognd Fax Sefings
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Outbound Caller ID — (——— 2
Click Outbound Caller ID to view and edit the selected user’s outbound Frones & Momies :::i
caller ID numbers. Scnsening, Gresting & Hold Music ]

Scpmening, Gossfing L Hold Masic
Call Hardiing & Fopaandlng

el Harmdling & Foowanding
Messages L Molfcations

Outbound Fax Settings . T Mesazges 8 Nesteions

Outibcurd Caller D
Click Outbound Fax Settings to view and edit the selected user’s fax R PR T i .W""w
. . . . F i i ion il b prindsed on your fae cover g
cover page settings and fax via email settings. By Prane B,
B I O | T
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Admin Only User Settings

; : ""ﬁzFT ELUS Admin Portal ~ B4 GEHep | 53t My Accoumt
There are some actions that only admins can perform

—C

in this section. ophone System  Calllog  Internstional Caling  Tools = A & B
These admin only user settings are described in this

section. S Users Learning Centar
h and Info
(289) 813.5742 Cveriizn Usars
Edit Permissions for all Users
. . o Users é
There are two sets of permissions that administrators & o =
. . . Ty uto-Receptionist @ i —TeLus
can edit for all users at once: International Calling and = =1 "
Administrator Permission. Yy = —
3 Groups 51 Users Mg 18T
o &/ Ext 145
International Calling - 09 e
n ; :
o ) LES ol - g 1215
Administrators can create a list of users who P A
Asg. - 00
are allowed to call internationally and add and _ P e
o ) l { Pheones & Devices M. 00
remove users from this list at any time. To set your @ = 127
Mg 00
international calling settings: @ SrYT————TT— P
1. From the Admin Portal, select the o o prer—
Phone System tab. @
2. C“Ck User(S). L GJ"é’I‘l'_\' Imarmnatianal Cal ng 6-}6-5:)55?5’}'—”'&}}}11!.3 ol here 1 enatie.
. . . . Give inamatonal Caling penméssion o
3. Click Edit Permissions for all Users. - e e T
4. A pop-up will appear displaying e Edit Permissions|  Nama Extension Hame Extension
administrator options. Seae
B 122
5. Click the International Calling tab. =i
6. Select the users who you’d like to allow o =i
. . . Exl 103
international calling for. e
7. Click the arrow to move the selected members to s
the column on the right. This column is for users =
. X . Exi 123
who are allowed to use international calling. You Ba 1%
Exl 124
can select users and use the arrows to add or B 19
Exi 1
remove them from =
this column. Il €D
8. Click Save.
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Administrator Permission

— TEL us AdminPortal ~ WA GelHsp | Back 1My Accou
You can give and revoke administrator permissions to —C
users on your account. o Phone System Call Log International Calling Tools » SH W OB
1. From the Admin Portal, select the Phone
System tab. Company Numbers e Learning Center
‘h and Info
2. Click User(s). (289) 813-5742 Ovenizw: Usar
3. Click Edit Permissions for all Users. o Sees =
4. A pop-up will appear displaying i Mo Recertone @ Sz e
. . B FEE 13 Usars ovarviaw
administrator options. . 1 v
. .. @/ 5
5. Click the Administrator tab. 3 Gmup&o 51 Users B e
@ ! Fegiors
6. Select the users who you'd like to give ] @ : B
L. L LT * - Mg - 1248
administrator permission to. = o
7. Click the arrow to move the selected members to . _ P e =0
) ) ) LlE Phones & Devices Mg - O
the column on the right. This column is for users @ =
who have administrator permissions. You can » i
select users and use the arrows to add or remove * v
them from this column. @ o Edit Permigsions for all Users Lesam mere
S Click Save. ¢ ematona Gy EE Q
Edi Parmissians for 31 U
NOTE: You cannot revoke administrator permissions o e
. . Lvallable U sers | 48] Salactad Users |3
from the Super Admin. There is only one Super - — e —
Admin for each account, set to extension 101 by satect Er
default, which should be the main administrator of ot o o
your account. e i
Exi 130
Bl 13
o113
Bl 17
Exi 124
Bl 125
Bl 135
Exi 128
Exi 145
Ext 124
Ext 120
Exl 131
Exi 138
CIlD €D
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Phones & Devices

This section provides you a view of all phones that
are associated with your TELUS Business Connect
account. You can add phones and devices from this
section as well.

User Phones, Devices, Unassigned
To view and edit devices on your account:
1. From the Admin Portal, select the Phone
System tab.
2. Click Phones & Devices.
3. Click on the tabs at the top of the middle
panel to see:
a. User Phones
b. Devices
c. Unassigned
4. Click on a device to view and edit details.

Add Your Own Device

You can add a desktop phone, conference

phone, or paging device by clicking Add your own
device at the bottom of the middle panel.

=7 TELUS

o Phone System | Call Log

Company Numbers

@ and Info
(289) 8135742

® .. Receptionist

o
3 Groups 51 Users
- 9,
1T BT

o E Phones & Devices

International Calling

Phones &@e&
Lisar Phanes

Dawicas

— -

EXT. 122

o g S5YoD P ome: Fhane

T 113

:'i 8Y0D 1P Ofice Phane

o -  EXT_ 125

:'i BYOD IP Ofica Pnana

- = © EXT.148
ﬂi 80D - Cleco SPA3I
—— . EXT. 130

.li YD IP Office Phana

. Add Your Cn Devics

Admin Portal

Took »

@ 9

Unazzignad

Sat | FirsiName

SN COR17200HT1

7 TELUS

Phone Details
Pnana Nickname: (7§ SYOD 1P Oficz Phane
Phane Type: Zrinar Phans
» Satup and Pravishan
Deafauil area code: (3 28
Assigned i
Exl 122~
‘Changa Phana Unassign Fhana
Emeangancy Address
Sigs:  OmEna
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Managing Hot Desking

fTE LUS m @ James | (438) 7B5001BExt. 101 GetHelp LopOut
Hot desking* enables any employee to log in to a shared phone

Pi tem Users Reports Call Log International Calling Tools v A L B

that adopts the user’s phone settings. Employees who travel
from different offices can share the same common phone and

9

: Company Numbers Phones & Devices Phone Details
desk while keeping their own extension profiles and voicemail Ly ;‘:;;;";95 P User Phones oo [EEEEEED  orctionnne ©  [Unssained Pogon e
access. The admin can view and manage the common phones Unsssignod Ext. Phones G o Phons Type Polycom VVX500
for hot desking from the Devices tab. j.. Alllo-Feceriiores b e R e
Ia °° Sorial Number. (D FA1ZIBE4S6A1
-
Hot desking is only available for extensions with digital lines. 'TT Rt Unassigned Phones © seuparafssan O
Host phones will not support any inbound or outbound calling s © Prome R BRI O
. . l Flo s Dovies S/N: HELLBO2B35068004-409160026004 Delsie from Account
without a guest user logged in (except emergency calls). ——
o SN HELLAOZBIS969004-409 160026004
m Save
Common Phone Setup B sk
Hot desking is required to be set up on a common phone. You g Unassigned Paycom w101
. S/M: HELLBOZB3S859004-409 160026004
can either purchase a new common phone, or convert an
Lo . lE Unassigned Polycom WWX500
existing unassigned Polycom VWX 310, VWX 410, or VWX 500 SR
phone to a common phone. See these sections: Add Your Own Device
= Add a Common Phone i Rzt
. - i TELUS Communications Company Central
= Convert an Unassigned Phone to a Common Phone TR i TRL Ol o Wt s LS B Pt RingCentra
Al oher marks, ogos, designs and othorwise are the rademarks and inteliectual proparty of RingCentral, Inc.
Convert an Unassigned Phone to a Common Phone
Converting an unassigned phone to a common phone makes
that phone only available for use in hot desking. No minutes are
included for any type of calls.
To convert an unassigned phone to a common phone:
1. From the Admin Portal, select the Phone System tab.
2. Click Phones & Devices.
3. Click the Unassigned tab.
4. Select an unassigned phone.
5. Under Phone Details, select Convert to Common Phone.
6. Follow the instructions to complete the conversion.
*Available for Premium and Premium Plus users only. 69
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& @ James| (438) 7950018 Ext 101 GetHelp Log Out

Unassign a Common Phone —
You can unassign a common phone to remove it from hot Zv

desking use, and return it to the list of unassigned devices. bl o L 4 & B
Company Numbers Phanes & Devices Phone Details

To unassign a common phone: ™ e mrmm e— Prome Nickmame: @ | Gonemen Polyeom W00 -2
1. From the Admin Portal, select the Phone System tab. P Phona Type: Polycom VX500
2. Click Phones & Devices. a R Besaiieaten 10

, ) Paging SEnvices o your BCCOUNT K GRouD pBgng Sorial Number: (0 FAIZIBEASEA 1
3. Click the Devices tab.

™ Common Phones
4. Select a common phone. dan oo Prcns tuamtors
5. Under Phone Details, select Unassign Phone. i (438 7040004
o E Phones & Devices I Gormeon Potyoom WWiksoo- 2 Default area code: () 438
o SN FAI2IBE4BEAT
Log out a Common Phone - Sancwion Setngs: ©  Hin
You can log out the currently logged in user from the 1 HO ekoe W pomitie
common phone. Assined s Comman Phona e
Ghange Phane Unassign Phone
To log out a common phone: — N
1. From the Admin Portal, select the Phone System tab. ASd Vit Owr Divica
2. Click Phones & Devices. T
3. Click the Devices tab.
4. Select a common phone.
5. Under Phone Details, select Logout. 2090 TR Commaiatios Compay RingCentral
TELUS ard ihe TELUS logs are irademarks of TELUS intellectual Freparty,

AN olhar kS, K0S, SOSHNS. BN CUWMEE 34 tha Yatemarks and inlectual preparty of RingCantrl, Inc
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Setting the Hot Desking Session Timeout _;Z""T — )
The hot desking session timeout specifies the time period when - o
guest users will be logged out from phone endpoints. The

Phone Syslem Users Reports Call Log International Calling Tools v
default session timeout is 12 hours. FI—
Hot Diesk Session Timeout
...  Company Numbers | Company Shortcuts o -
To set session time out for all common phones: ,h and Info

(888) 511-7079
1. From the Admin Portal, select the Tools tab. = [y L

2. Select Hot Desk Session Timeout.
3. Set the session timeout from the menu.
4. Click Save. OHmDesl-: user logout after: | 12 hours v

Hot Desk Session Timeout
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Manage Roles and Permissions

Roles and permissions allow you to enforce your company security policy by providing
a flexible, role-based access control in your TELUS Business Connect phone system.

You can delegate access to certain areas without giving full admin access, or by
retaining control over certain areas. You can use templates and bulk upload options
to efficiently apply roles among users across an organization.

Predefined Roles

You can grant access privileges by assigning users one of the seven

predefined roles:

= Super Admin: Complete system administrator level access

= Phone System Admin: Phone System settings access plus
full access to user level settings

= Billing Admin: Full access to billing functions, user level
settings, international dialing, plus analytics features

= User Admin: Full access to user administration (self and
others), international dialing, and system features/apps

= Manager: Provide users with all capabilities of Standard
(International) along with access to key functions such as
Reports and Company Call Log

®  Standard (International): Full access to user level settings,
access to features plus international dialing

= Standard: Full access to user level settings, access to
features and no international dialing

Predefined roles cannot be modified.

Custom Roles*

You can create custom roles to meet your business needs. When creating a custom
role you select an existing role as a starting point, and select permissions to be
assigned to the role.

*This feature is available for Premium and Premium Plus only. 72
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Assign Users to a Role &
f—’-l- E l.. u o & | (288) 5177079 Ext 107 Gethwip  LogOut

To assign users to a role:

1. From the Admin Portal, select the Users tab.
Click Roles.

Select one of the roles to assign users to.
Click the Assign Users tab to view the users currently Q‘ Rt —
assigned to the role. ol ne il Tvoe ot Bole Disoriplioh

Phone System Users Reporis Call Log Intemational Calling Tools = % B

() usoriist Rles give admins the ablity to control whal users can do wihin the system. A role is a collecion of permessions which could be based on a job funchion. Standard
Intemational is assigned to rew users by default

M own

a Templates
5 ) C”Ck Assign User Bulling Admen Predefned Biling funcions plus Standard Inernabonal, Manager and User Adman funcbons.
6. Alist of users and their currently assigned roles is displayed. o e S —
. Fhore System Admn Predefined Full phone system access plus Standard Inbemabional
7. Select the users to assign to the role. o
X . Standard Fredefmed User level access withoul iffemabonal diahing access.
8. Click Assign.
Standard (InMernational) Predefined User level access with internabonal dhahng access.
9. The users’ roles are assigned and the new role assignments R s T
are displayed in the User list. User Ak Pradained Dk faiaions 0ol e e B sl g vl

2""1- E L u s @ WM (B83) 5117079 Ext 101 GotHsp  Log Out

Phone System Users Reports Call Log International Calling Tools = & YL =B

< Back Standard

Owerview Search . Depariment w e 4+ Assmgn User
ﬂ As i Users Name w  Number Ext. Department

(255 460-3257 106

Note: the New Role option is available for Premium and Premium Plus users only. 73
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Modify a User’s Role
You can modify a user’s role by editing the user’s page.
1. From the Admin Portal, select the Users tab.

r %JTE Luo @ | (RS S10.T0TS Ext 100 GetHep  Log Out \

Phaone System Usars Reports Call Log Intemational Calling Tools » Aot b

2. Click the user whose role you will modify. | @ usecit Users Wih Extonsicns Unassignad Extansions
3. Click the Edit button next to Role. .
A poles Search Users - Status w Fickes A
4. Select the role.
. A Dowrdoad User List

5. Click Save. ) Tompates
Status. Narne - Nurmber Ext Roles Messages
-] L {367) 601793 m Standard (Inbermabion... 070

o & 1 {289) 450.3454 103 Phang System Admin - 00

(] r - {259) 450-3204 104 Bulbrig Admn on
(] Pbdilhe” = 57 {283) H60-3301 a7 User Admin ora
] Lo . _. 269) #60-3267 106 Standard oro
L] i S 289) #50-3261 m Super Admin on
(] Tt b Tt {259) 8605767 108 Standard (Intermation...  0/0

< Back I WL (Ext. 104)
User Details ] Learning Center
o User Details
- Futensinn Mumher 104 Cwverview: User Cxtension
First Mame: DOMIMIC| a
Q:: Phones & Numbers Last Mame, LAST = TELUS®
Heeord Uscr Name 1 0] User extension averview
Wigww
. ; Contacl Phone.
m Screening, Greeting R b
& Hold Music Mubile Phone.
Emall; dummy3 @l ga.com
t,,(. Call Handling & Deparment
» Forwarding
Holes: (@ Billing Adrnin

Edit

Messages &
m_m.-g;nm- J
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Create a NeW RO|e* %’T ELU o @ KM | (BEE) 5117078 Ext 101 GelHeip Log Out \
To create a new, custom role: _ :
Phone System Users Reports Call Log International Calling Tools » a0 L B
1. From the Admin Portal, select the Users tab.
2' Cth the ROIes panel' @ User list Roles give admins the ability to comtral what users ean do within the system. A role is a collection of permissions which could be based on a job function. Standard
. . International is assigned to new users by default.
3. Click New Role.
qe‘ Roles Search Roles Q o I New Role
Role Name w  Type of Role Description
@ Templales
Billing Admin Predehned Enlling functions plus Standard International, Manager and User Admin funchons.
Marager Predelined Company reporling functonahly plus Standard Internabional
Phome Systern Adrmin Fredelined Full phone system access plus Slandad Intemabonal.
Slandard Fredetined Usier level access withoul intermational diahing access.
Starsdard (Infemabionl} Frodefined User level access with mlemabional dislng acoess
Supi Admin Predefined Full sy stin e ess
Ussier Acirman Brcedined User marssgernent funchions for all users plus Standard Inbemational along with

*This option is available for Premium and Premium Plus only. 75
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Step 1: Select Role

Select a role to use as a starting point. The
permissions included in the starting role are
displayed.

Step 2: Describe Role
Enter a Name for the role and a Description of
the permissions of the role.

~Z TELUS

Create New Role

1 Select Role 2 Descrbe Role 3 Permissions

Select a role to use as a starting point

2 Super Admin

) Phone Syatem Admin

() Standard (Imtermational)
{® Billing Admin

) User Admin

O Standard

r

3 Marager

Description

[Billing functions plus Standard Intermational, Manager and User Admin
Tunctions.

Parmissions

General

Crverview, Messages, Contacts, Standard Liser Tools

User Sctings

Call Handling & Forwarding
Messages & Notifications
Outbaund Caller 10

Dutbound Fax Settings

Phones & Numbers

Screening. Grealing & Hold Music

User Info

Billing

O\

N [

Create New Role

« Select Role 2 Descnbe Role 3 Permissions

Name

Biling and Phone System Admin

Description

Provides access (o billing sellings and mited phone system sellings.
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Step 3: Permissions
Select permissions for the role by adding to or
removing permissions as required.

The role is created and appears in the list on the
Roles panel. To assign users to the role, see
“Assign Users to a Role” on page 73.

~Z TELUS

N\

+ Salect Role

Selact permissions to bae assigned to new rola

General

Overview. Messages, Conlacts, Standard User Tools

B User Settings

B Call Handling & Forwarding

B Messages & Nolfcations

B Outbound Caller ID

B Outhound Fax Settings

B Phones & Numbers

B Screening, Greeting & Hold Music

B User Info

[J Phone System

[ Auts Recaplionist

Creale New Role

+ Deseribe Role

3 Permissions
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Reports

TELUS Business Connect Reports helps admins optimize the phone
system by presenting usage analysis and trending metrics in an easy-to-
read graphical format. With five separate views and many filtering options,
you can target your report to reveal metrics to increase your business
performance. The Queue Activity, User Activity, and Phone Number
reports are visible to Account Administrators and Call Queue Managers.

The Summary report provides an overview of all call activity - Total,
Outbound, Inbound, Answered, Missed, Voicemail, and Call Activity during
a selected date range. The Queue Activity report presents a summary of
Total Call Volume, Total Talk Time, Average Call Duration, Missed Calls,
and Time to Answer for each call queue selected during a date range.

The User Activity report provides Total Call Volume, Average Number of
Calls per User, Number of Inbound and Outbound Calls, Number of Call
Per hour and Day, and Average Call Time for each selected user over a
selected date range.

The Phone Number report provides Total Call Count, Average Calls per
Day, and Average Inbound Call Duration for individual phone number over
a selected date range. The Call Detail report (not available on mobile)
provides details regarding calls made to a particular extension—call
direction, extension name, queue name, dialed number and so on.

Reports can be saved as a custom report, or exported for later analysis as
a an Excel file with tabs separating groups of related metrics. To export a
report, select the data to be included in the report from the filter, and click
Export. To learn more, click here.

(More reports on the following page)
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Call Log
4

The Call Log provides reports on inbound and : m. =
inPortal ~ -
outbound calls and faxes for the company number f’ TELU ‘

and specified extensions. Select the time period,
type of call (inbound or outbound), blocked calls, or
recorded calls. You can have the call log delivered \iew: Simple | Detailed
to an email address daily, weekly, or monthly on
specified day.

GaiHap | Back oMy Acooum

Phone System CallLog = International Caling  Tools = & & OB

Show Call Logreconds T2 (@ Lasi T days L From: | Qag3sais TE | 042015 Shaow

Open Advanced Fealres -

PG MM Canacts Daiaad Purge Pagei

In the Type column you will see icons for the following

types of calls: Type Phong Numbsr Hama Data/ Tima Recording  Action Result Langth
r Froerc{ 416) 853-9783 [ Add Comtact Today 1034 A Phane Cai Acoagied 145
L5 Too{B09) 565-7245 . Audd Comtact Yeslarday 11253 AM \olP Cal Cal conneciad 10326

“( Inbound Call @ Fecer{844) 325-8128 [ Mdd Costact Yastarday 11:45 AM Phane Ca Missad 00007
L Froerc{ 770) 322-7776 [ Add Contact Man 03312015 7106 PR Ringhea Call connecied 0323

‘.)’ Outbound Call

Q< Missed Call

In the Recording column, you will see an icon if the
call has been recorded. Hover over the icon to listen

to the recording.

k’) Listen to a call recording

80




TELUS Business Connect™ | Admin Guide | Part 2 — Admin Portal

International Calling

To enable, disable, and view international calling

rates:

1. From the Admin Portal, select the International
Calling tab.

2. Options under International Calling are
the following:

a. If International Calling is not enabled, click
Enable International Calling to enable it.

D. If International Calling is enabled, you can
disable international calling completely by
clicking Disable International Calling.

3. View the countries international calling is available
to and the price for each country.

a. Use the alphabet at the top of the screen
to jump to a list of countries that start with
a specific letter.

b. Sort by Countries that are enabled or disabled
by using the drop-down menu.

4. Turn calling to a specific country on or off by
clicking the switch to the right of that country.
You will see a white, vertical line with a navy
blue background when the switch is in the “on”
position as shown in the image on
the right.

Admin Portal ~ - a1 Help

Baci 1o My ACCoUT

" TELUS

Phone System  Calllog  International Caling =~ Tools » & B P
Country Type Dastination Country Code .+ Chack ImEmatona Canng AFes

Haws Ragquiarilotis 1 a

Alazka RegquiarMobils @

1
@ Enatiie inlamational Caling
7 TELUS

Call Log

Sack 10 My £

Admin Portal ~ B GalHEn

Phene System International Caling =~ Tools « ot

Country Type Deetination Country Code

Hana Requiariabiia 1

» Checi Imamnational Cailing Rales

Alazia Reguiari ol 1

Jumgp to lattar
ABCDEFGHIJKLMNOPQRSETUVWYZ

o R @

Afghanistan '

Moblis
a7

Regular
23

FRorny: | Al

Alkania

Moblis
35557

FReguiar
v
American Samoa
Raguiar
1534
ANoITa
Mobdls

Raguiar
I

Anguiiia
Mobdls
1264773, 1264724, 1264584, 1254583, 1254582, 12654531, 1254235, 1264459, 1264475, 1264537,
1264538, 1264530, 1264543, 1264729, 1264772
Raguilar
1264
Antarctica
Reguiar
=

368 868
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Tools

In the Admin Portal, the Tools tab houses many
important features for your company’s phone system.
When you click on the Tools tab, a menu will appear
with the following items:

= Appearance

= VR Tool

= Templates

~Z TELUS

/;g,-r ELUS ' LULINRECUCINR g @ JCHN | (778) 403-4391 Ext 101 GetHelp \
Phone System Call Log International Galling Inols » A ek
Appearance
C Numbe | Company Shortcl =
T ompany Numbers
% and Info Templates
(778) 4034391
.l | Auta-Receptionist
Edil Company Change Company Sul Company
e Business Hours Grecting Caller ID
roups
4 Olhers 2k
- e®s | Howdo ...
(T1] Al
Change what callers hear
Set up call forwarding Change what callers hear
|E Phones & Devices Changec company voicemail
Set up notification for calls, voicemails, and faxes e
Use call gueueas
et more hel
P —TELUS*
Change what callers hear
View
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Appearance
Add your company logo to your TELUS Business
Connect online account for a custom look. Take

one step further and link your company logo to your

company’s website for easy navigation.

To upload and link an image:

1. From the Admin Portal, select the Tools tab.

2. Click Appearance.

3. Click Browse to browse your computer for
an image to upload and select the file you
want to use.

4. Click Attach.

5. Enter the URL that will be opened when a user
clicks on your image.

6. Click Submit.

7. View your logo in the upper right corner of your
online account and test the URL by clicking on
the image.

7 TELUS

Phone System Call Log

" Company Numbers
-,% and Info
(289) 813-5742

o e
Auto-Receptionist
ah P

" TELUS

Phone System Call Leg

Internaticnal Calling

O ===

Tools »

O

| Company Shortcuts

8 0 0O

Edf Camgany
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Admin Portal + ]
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Add a logo to your TELUS Business Connect™ Service Site

Upioad aiog
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IVR Tool* [ admin pora v |

ar . Admin Portal w R0 ) 403-4391 Ext 101 (3et Hel
TELUS Business Connect provides additional IVR % TELUS , T o
tools to help you create and manage your VR Menus. BETE Call Log Intemnational Calling Tode w S & B
The IVR tool consists of three parts which help you B

configure your IVR: the Visual IVR Editor, the Prompts ..  Company Numbers | Company SI’ ::n -

section, and the XML section. h and Info
(778) 403-4391

Use the IVR tool to:

\ R . . 4 Auto-Receptionist
= Configure IVR menus with the Visual IVR Editor aa

. Edil Company Change Company Sel Company
= |mport prompt recordlngs ‘P ) Rusinass Hours Greeting Caller IN
= Record prompts
- Import and export XML fles = TELUS
Phone System Call Log International Calling Tools S &K B
NOTE: Any change on the IVR menu will overwrite the
imported XML file. It is suggested that you export and LRI
. . Visual IVR Editor
save a new XML file after making changes. ﬁ.ﬁ

The Visual MR Editor lets you configure your Multi-lewel MR using an easy to use graphical interface
Add menus and assign 1o extensions with just a few clicks

% Prompts
kr' il Launch Visual Editor

<[> xmL

(71 Visual VR Editar {71 Muiti-laval VR

*Available for Premium and Premium Plus users only. 84
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Visual IVR Editor

The Visual IVR Editor lets you configure your
Multi-level IVR using an easy to use graphical
interface. Add menus and assign to extensions
with just a few clicks.

= TELUS"

Visual I'VR Edtor

New Tree

Click on dropdown
~ eon o learn more and
f adeds inlrodublion
1 1000
g, Menu RV 1000 Click boon to siart 3 naw fres

RV 1002

Sefect axisting tree

from many sl

T TELUST

Wisual VR Editar

New Tree

Menu RVI 1632 | 1632
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1.

2.
3.
4

“ and Info
(778) 403-4391

Create a new IVR Menu with the Visual IVR Editor ;Z""TE LUS o T ap—
From the Admin Portal, click the Tools tab. 5
C|iCk IVR. Phone System Call Log International Calling Tools =
Click Launch Visual Editor. Appearance
The Visual IVR Editor will open in a new tab. ... CompanyNumbers | Company ShQ T:;mamu

4 Auto-Receptionist
Cdit Company Change Company Set Company
4 a Business Hours Greeting Caller ID
Sroups
4 Olhers i
%IT E L U 5 m @ JOHM | (770)403-4391 Ext 101 GetHelp
Phone System Call Log Intemnational Calling Tools v H K B

Visual VR Editor

Ii-ﬁ Visual VR Editor

@ Prompts

<[> xmL +

St eniatin ires
firom man chder

T igual [T Canar lats you configurs your Mun-leval VR using an easy bo use graphical interace.
A menis and assign b extensicns with |ust a few clicks

o Launch Visual Editar

isual PR EaRor

New Tree
ey
ol

Cligk bpom ip ptart 3 reb v

~7 TELUS

H & B
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5. In the new tab, you will see your Visual IVR Editor. On this page, you willhave b. Inthe upper right corner you have a search bar, an information drop-down
a New Tree waiting to be created. You have the option to create a new IVR menu with options for Take a Tour and Learn More, and when you are
from this screen, or open an existing IVR and edit it in the Visual IVR Editor. viewing an IVR menu, you will see zoom in and out buttons.
a. In the upper left corner of the screen you have icons for Open Existing
Menu, Save, Validate, and Clear Workspace.

= TELUS® Visual IVR Edilor

New Tree 5b) | Q scarcn 0-

Iake a Tour

| eam More

Open Existing Menu 5a Save Validate Clear Workspace
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6. Click the Phone icon to start a new tree.

7. Your new tree will be automatically assigned a name and extension number.

8. Click the name or extension number to edit the text field and enter your
preferred name and extension. Press enter when you are finished and the
title will change automatically.

9. Hover over your new IVR menu to see more options.

10. Click “+” to add sub-items to your tree. Sub-items include:
a. New Menu - Create a new IVR menu as an option within your tree.
b. Existing Menu — Choose an existing IVR menu from a different IVR tree.
c. External Transfer — Include an external number in your tree.
d. Directory — Attach your company'’s dial-by-name directory to your tree.
e. Voicemail — Give the option to leave a voicemail.
. Extension — Add a specific extension to your tree.

11. As you add sub-items to your tree, they will appear in the Visual IVR Editor.

Visual IVR Editor

o

Click izon to start a new tree

Visual IVR Fditar

Menu RV| 1000

.

0 sa MenuR..
1003

isual IVR Editor

Menu RVI 1000
L

&5 MenuR..
1003

Mirw Menu
™
\un)

Exsting Menu

10b t‘\ Extemal Transter

1 oc Directory
1 0 o '“, Visicernail
10e JOREEY

7 TELUS

Visual IVR eanor

Menu RVI 1000

¢

4a MenuR..
1003
—

Visual IVK eanor

Menu RVI 1000

¢

48 MenuR..
1003

~ EEEm

Misual IVR Editar

Menu RVI 1000
L

& MenuR
w1003
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12. Once you have added your items to your menu, hover over an item to edit it . Menu Settings ®
and see more options. For some items you will see a “+” and “...” and other en MenuR..
items will only have the trashcan icon. 1003 WR163
a. IVR Menus 1633
= Click the IVR name and extension text fields to edit them. Select Language:
» Click the “+” to add sub-items to your tree. English (United States) -
= Click “...” to open the menu for Settings, Duplicate, and Delete. 1 ‘W Jos et Spech 1]

= Click Settings to edit your IVR Menu settings just as you would edit

. . - . Select Prompt File >
them in the IVR Group settings. -

= Click Duplicate to duplicate the menu then drag and drop under an Generic Key Presses

£ seumngs
existing IVR menu within your tree. Use Default Setfings: [l
. o =1 Duplicate P #
= Click Delete to delete this item. - . .
Repeat menu greeting
[ Delete Press :

Return to previous menu

If caller enters no action after the prompt played 3
times:

Call will disconnect

Cancel | | Save
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12.
b. Exte.rnal Transfer | ¢ Extemal.. Directory
= Click the phone number text field to enter the external transfer number (000X gy @2
of your choice. &
= Click the trashcan icon to delete this item.
c. Directory
= No further configuration is needed. Directory
= Click the trashcan icon to delete this item.
d. Voicemail 4% = ¢ e
) . . . Extension Extension
= Click the name or extension text fields to open a menu to choose
an existing user’s extension.
= Click the trashcan icon to delete this item.
e. Extension
= Click the name or extension text fields to open a menu to choose Eelec: Exioasion ®
an existing user’s extension. Filter by: e o
= Click the trashcan icon to delete this item.
= You can also change the order and key press of an item by click
on the existing number and typing a new number. Click out to save. @) Ben Smith Ext. 103
Customer Service Ext. 2
Dave Richards Ext. 101
Jess Jones Ext. 104
Mary Goss Ext. 102
Sales Ext. 3
Shipping Ext. 4
Vaicemail Ext. &
Cancel Done
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Edit an existing IVR Menu with the Visual IVR Editor

1.

S S AN

Click the Open Existing Menu icon.

Click on an existing menu to see a preview of the menu.

Click Open to be able to edit the menu in the Visual IVR Editor.

After editing your menu, click the Validate icon to check your VR menu.
Click the Save icon once you are done editing to save your IVR

4 . 5 Visual IVR Editor

g Main Menu
“2 1001

Main Menu | 1001

as \oicema
mw2

7 TELUS
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Prompts

In the Prompts section, you can import or record
your IVR prompts and edit prompts that have
already been imported.

To import a file for your IVR prompt:

1. From the Admin Portal, click the Tools tab.

2. Click IVR.

3. Click Prompts.

4. Click Import Prompts to import a .wav or
.mp3 file to set as your IVR prompt.

5. Click Record Prompts to record an IVR

prompt. Learn more about recording your own

prompt on the next pages.

6. Click the play button next to an existing
prompt to listen to it.

7. Under Edit, click the pencil icon to edit the
name of an existing prompt, click the trash
can icon to delete the existing prompt, and
click the download icon to download the
prompt.

-7 TELUS

Phone System Call Log

o}
= Visual IVR Editor
an

@ Prompts

<[>

-7 TELUS

Phone System Calll og

& : .
o= Visual IVR Editor
a

o @ Prompts

<[>

0

International Calling Tools »
Prompts o
Import

Import existing prompt files in .mp3 or .wav
Tormat ram your Incal compier

Import Prompis

Q

Name

» Kalimba.mp3

International Calling Tools =

Prompts

Import

Import exisling promol fles in mp3 or way
format from your local computer.

Import Prompts

Q

Name

P Kallmpa.mp3

7 TELUS

EUITLIGELE IR @ 0N | (T78) 403-4301 Fxl 101 Gel Help

H & B

Record by yourself

Record new prompts over the: phone or using your
CompLter microphone

Record Prompts:

UsedIn Cdit

< 0 &

Admin Portal » ./ RRSEITIVEEIFUERERLES I (38t Help

S & B

Record by yourself

Record new promols over the phone or using your
computer microphone.

Record Prompts

Used In o Edit

s 0 %
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Record a Prompt over the phone

From the Admin Portal, click the Tools tab.

Click IVR.

Click Prompts.

Click Record Prompts.

A pop-up will appear.

Enter a name in the text field next to

Prompt Name.

Click Record Over the Phone.

8. Next to Call me at, choose a phone number
from the drop-down menu if you have saved
numbers or type a phone number in the text
field.

9. Click the Call Now button, and TELUS
Business Connect will call you to record your
message. Record your IVR prompt over your
phone when prompted.

10. Click Done.

I A

-

-Z TELUS

Phone System Call Log

a ;
=% Visual IVR Editor
aa

@ Prompts

<[>
-7 TELUS
Phone System Call Log

& : _
s e Visual IVR Editor
(1]2)]

Frompts
Y

<[> xmi

0

International Calling Tools »
Prompts o
Import

Import existing prompt files in .mp3 or wav
format from your local computer.

Import Prompts

=

Namg

International Calling Tools =

Prompts

Import

Import cxisting prompt files in .mp3 or wav
nrmat from your local computer

Import Prompts

Q

Name

B Kalimba.mp3

~7 TELUS
@ JOHN | (778) 403-4391 ExL 101 GelHelp

o&n QQ Ij’>

Record by yourself

Record new prompts over the phone or using your
computer microphone.

Record Prompts.
Usad In Fait
LGNNI IR B @ JOHN | (T78) 403-4391 Ext 101 GetHelp

H & B

Record by yourself

Record new prompts over the phone or using your
compLter microphong

Record Prompts

Usedin Edit
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Record a Prompt using your computer

7" TELUS

microphone

1. From the Admin Portal, click the Tools tab. il O o
2. Click IVR.

3. Click Prompts. . Visual IVR Editor
4. Click Record Prompts.

5. A pop-up will appear. @ Promets

6. Enter a name for your prompt.

7. Click Record Using Computer Microphone. <[> o

8. Click Allow on the Adobe Flash Player

Settings pop-up. (Also, click Allow if TELUS
Business Connect asks to record through
your computer.)

9. The Microphone Test and Record settings
will appear.

10. When ready, click the red Record button
to record your IVR prompt through your
computer microphone.

11. Click the play button to listen to your prompt
and click the record button to re-record your
IVR prompt.

12. Click Done.

— TELUS

Phone System Call Log

& :
2 Visual IVR Editor
a

o @ Prompts

Record Prompt

PromptName: | Audio]

Record Over the Phone

0

International Calling Tools =

Import

Import existing prompt files in .mp3 or wav
Tarmat fom your loeal eomputer

Impost Prompts.

Frompts

[}

Name

Me_Halimha mod

International Calling Tools »

Prompts

Import

Impaort exisiing prompt Mes in mpd or wav
oMt oM YOUr Ine computne

Imgeit Prompts

=Y

PromptName: | Audio

Fegcord Cver the Phane

Recording in progress

7 TELUS
\ 4

m @ JOHN | (778) 403-4391 Ext. 101
S & B

GetHelp

Record by yourself

Record new prompls over the phane or using your
LOMpUIET MeEraphona

Record Prompts
Used In Edil
- T L
m © JOHN| (778) 403-4391 Ext 101 Gét Help

Record by yourself

Record new prompts over e phone ar using your
COMPUIE MICTOPRONE.

Record Prompls

Record Prompt

Premgt Name: | Audio

Record Over the Fhone

Microphone Test and Record
Please speak inlo the microphane and adjust the slider unt hee b stays in the green
anea

0000000000000 - ) +

Recond
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7 TELUS

XML

. . T E l. U s o m @ JOHN | (T78) 403-4301 Ext. 101 Get Help
In the XML section, you can import and export Z{"
XML files for your IVR. You can also validate your Phone Syslem Call Log Intermnational Calling Tools » o S R
IVR Menus once you have imported an XML file.
1. From the Admin Portal, click the Tools tab. - Sz o
2. Click IVR. a8 MIsuak Ve Clos Import Record by yourself
Import existing prompt files in .mp3 or wav Record new prompts over the phone or using your
8' C“Ck </> XML Toormmizal fromn your Iocal comgiles compulien microphong
. . Import Prompis Hecord Prompts

4. Under Import, click Browse to find an XML @ Prompls

file then click Import. a
5. Click Validate Menus to check the

) ] <l> XML Name uUseain Eait

configuration of your VR menus. P P
6. If you have existing IVR menus, click Export

XML to download them in XML.
7. Under Download sample xml, click a file _

= . LULTIEGET R g @) JOHN | (778)403-4391 Ext 101 GetHelp
name to download a sample XML file. ;ff TELUS
Phone System Call Log International Calling Tools v HH & B
O O
ﬂ- Visual IVR Editor o.m,m
Browse Validate Menus Export XML

k_sl_) Prompts o Download sample xml

» Sample single level VR

o > Sample 2 level VR
<[> xm
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Templates™
TELUS Business Connect Templates will save you

~Z TELUS

0

~7 TELUS

LEGIGLT TR @ JOHN | (778) 403-4391 Ext. 101 Get Help

time and repetitive manual effort by streamlining Phone System Call Log International Calling Tools S & B
your administrative routine. Create a template for all Appeatance
settings for a user and apply it to users as you need. ...  CompanyNumbers | Company Sho ::mm
#lg,  andlnfo
(778) 403-4391
Create a Template for User Settings @ m
1. From the Admin Portal, click the Tools tab. 2 Auto-Receptionist
2. Click Templates. You'll see a list of existing ot Company. Change Compary setCompany
. i
templates, or none until you create your :‘é %trﬁups G
ers
f“’?’t one. = e®o | Howdoll...
3. Click Add Template. CTT o
Change what callers hear
4. Enter a Template Name. Set up call forwarding Change what callers hear
5. Click Save. l Phones & Devices Change company voicemail

Set up notification for calls, voicemails, and faxes g
Use call queues
Get more help

=" TELUS"

Change what callers hear
View

Gl Help

’:é—-’-r ELUS @ JOHN | (TTA) 403-4381 Fxl 101

Phone Syslem Call Log Intermalional Calling Touls - o Q\;. =k
o Templates Learning Center
Q Overview Templates

You have 0 Tempilates

=TELUS"

lemplates et you consistently apply the same setings across mulliple users. Chck Add
Templale by skarl crealing & new Templale

User Template Overview
Miew

Add Template

o Template Mame: Sales

Not available for one line accounts. If you would like to

activate this feature, please call the dedicated toll-free

TELUS Business Connect support number at 1-844-626-6638,
enter your TELUS Business Connect phone number,

then press 1 or 2. 926
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Create a Template for User Settings (cont.)
6. Click the name of a template.
7. You will see the options you can set for this

template in the right panel (Sales in this example).

For each setting, you have the ability to allow the

template settings to override each user’s settings.

Slide the tab to the right to allow the override. The

icon will be blue with a white vertical line when the

override is allowed.

a. Template Info — Edit the name of your template
and see the last time it was modified and when
it was created

b.E911 Address — Provide a physical address for
First Responders.

c. User Hours —Set user hours to 24 hours or
Specify hours.

d. Connecting Message — Set the default
message or create a custom message for
callers to hear while the call is being connected.

~Z TELUS

Phone Syslem Call Log

o Templates

You have 1 Tempiate

Last Madted

Sales 2219002018

@ Template Info

Template Name: Sales
Last Modified: 221072015 at 12:10 pm by TCLUS Dusiness C...

Created: 221072015 at 12:18 pm by JOHN SMITH

@ User Hours On

Owverride User Seftings: @-

User Hours: O 24hours @
HOJ i’apccify hours (D)

Sunanay

- Monday From: 000 ~s AM ~ | To: 600 ~r PM v z

+ Tucsday From: 900 ~ AM ~ To: 600 ~ PM

v Wednesday From: 900 -~ AM ~  To: 600 -~ PM v

v Thursday From: 9:00 ~ AM ~ | To:|G00 ~ PM v

v Fiiday From. 900 ~ AM » |To. 600 ~ PM v

Inlernalional Calling Touls =

-7 TELUS
@ JOHN | (770)403-4391 Cxt. 101 GCet Help

S & B
Sales

Cancel Save Save A Apply Diglete
Template Info
Cmergency Address Off
User Hours on
Connecting Message Off
Audio While Connecling amn
Hold Music on
Messages Off
Outbound Caller ID on
International Calling Permission Off
Motificatlons o
Bandwidth Setfings Off

Cancel Save Rave As Apply Nelete

@ Emergency Address

Tweride Liser Settings: c

Emargency Address Reglstered Location

Fnler the physical localion whens you will be using his phone. Emergency acd
dispatchers will send emergency first responders to this exact location.
Important: Be sure o updale his aoddress every lme yoo move your phone o

difficrent location to make sure you can be found during an emergency.
Sheel Arthiness

Aparment f Suile #

City.

Province: —galect provinee— Y

Postal Code:

Counfry: Canada i
Connecting Message on

ovemse usersenngs: ()

Setup a connecting message: ()
@ o () oon
SelMessage Dhetault »

Datault Message: Flaase hold while | ry 1o connect you.”
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Create a Template for User Settings (cont.)
7. e. Audio While Connecting — Select the music or
ringtone callers will hear while connecting.
. Hold Music — Turn hold music on or off and
choose from 16 musical styles.
g. Messages — Allow or deny users to take

voicemail messages; then select the default or 0”"” Muske

create a custom voicemail greeting.

h. Outbound Caller ID — Choose the phone
number to display as your outbound caller ID
for each type of outgoing call.

i. International Calling Permission™ — Allow
users to make international calls.

|. Notifications — Choose how you want to be
notified about voicemail messages missed
calls, fax transmission results and received text
messages.

k. Bandwidth Settings — Select High or Low
bandwidth settings.

*International Calling must be enabled on the account.
NOTE: Optional depending on rules applied to Groups
or Call Queues.

Audio While Connecting On
Cwermide User Scitings: D

Autdin while connecting (D)

Setaudio Acoustic »

Music or Ringtone callers will hear while connecting

On
Ovemade User Setings: D
Sat up hold music: ()
(® on (O Of
Select Music Acoustic »

@ Messages on

Override User 3ettings: D

Take messages:
@® on () of

Voicemail Greeting Default >

@ Quthound Caller ID on

Overide Lser Sellings @

Datide what phone number you want to dieplay as yeur Caller IU
number for sutgoing calis. (@)

By Phone

(TTE) 403-4301 - Main Nurmber w
By Feature
RingCut from Web:

{F78) A03-43U1 - Main Number ~
Ringhes (Culgoing o Caller)

(778) 403 4391 - Main Number

Call Flip:

(770) 403-4391 - Main Number b
Fax Numbar:

(T78) 403-4391 - Main Number A"
Internal calls

v Display my cxtension number for internal calls. (D)

-7 TELUS
o International Calling Permission Oin

Owverride User Seltings:

Give User International Calling Permission: @

Yes No

@aniﬁc Alions an

Crverride User Setfings: D

Viicemall Messages
v Nuolily by Email
Include allachmenl wilh email

Mark message as read once enailed

Received Faxes
~  Motify by Email
Include attachment with email

Mark message as read once emailed

Missed Calls

Notify by Emall

Fax Tiansmission Resulls

+  Motify by Email

@Bandwidth Settings on

verride Liser Setings: ()

Randwitllh Setlings @ High W
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Create a Template for User Settings (cont.)

8. Click Save.

9. Click Apply.

10. Read the E911 Notice and check the
checkbox to agree.

11. Click I Accept.

12. Select the users who you’d like to apply
the template to.

13. Click the arrow to move the selected members to
the column on the right. You can select users and
use the arrows to add or remove them from the
column that will have the template applied.

14. Click Next.

15. Confirm application of your new template.

16. Enter additional email addresses if you'd like more
confirmation emails.

17. Click Done.

~7 TELUS

Sales
-3 Filerby - Gelect Call Gusus
Cancel save Bave As Apply Deicie
€1 ot il e e SDENE  Bunt LA 4B
Templa[e Info Available Users (2) Sedected Usars (0}
Mama [ Wame Extemion
Emergency Adarcss on -
Sabect A1 Selet AN
LIser Hours 0 SOHH ShTH B 54
Connecting Message Off
Audio While Connecting Off @ L
T
Hold Music orr
Messages o
Qutbound Caller 1T oft
Intemational Calling Permission orn @
Notifications Off o
Bandwidth 5 Off
Cancel Aave Save As Apply Nedete Apply Template - Confirmation

proceed?

You are about to make seftings changes for all the selected users. This will ite
any configuration the user might have done previously. Are you sure you w

This is She i
impartant: Be sure 1

Streel Address:
Apartment | Suite ¥
city:

Province:

Apply Templale - Conflimmalion

Postsl Code:

Template "Sales’ will be applied to 1 users.
It may take a taw minutes.

Country:

An erail will be sent o you when the process is done

Arlad more recipients by adaing with = “or ="
Notify users about Template applic ation

Dene

w | By sebecting this checkbox and clicking ™| Accept™ balow, you conlirm that you have read, agre
undérstand this motice
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Account Management Portal

The Multi-Account Access feature centralizes access
for customers with multiple TELUS Business Connect
accounts, and allows them to link all of their accounts
in the Accounts Management portal. It allows
company admins to access their TELUS Business
Connect accounts from a single log in. It also allows
administrators to view services for all accounts from a
single location.

The Multi-Account Access feature increases the
efficiency of multiple account management for those
administrators who manage multiple accounts, or who
support multiple clients. From the management portal,
you can easily switch

from one account to another. The portal provides a
consolidated view of all accounts, while they remain
separate entities.

To access the management portal:

1. Go to https://accounts.businessconnect.telus.com.
2. Enter your credentials for an account.

3. Click Log In.

— TELUS®

Accounts Management Portal

Please log in below to grant access

Phone Number
Extension (Optional)
Password

Forgot your password?

~7 TELUS

Legal | Service Terms

© 2016 TELUS Communications C
TELUS and the TELUS
All other marks, logos, de

iy
ademarks of TELUS Intelh
nd othanwiss are tha tr

al Property.

and intellactual property of RingCentral, Inc.

Powered by

RingCeniral
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Manage Linked Accounts
. Maohsen Soroushnsjad | Logout
You can manage any number of accounts from the account ~7 TELUS o

to 20 linked accounts, and different pages are identified by

b Manage all the TELUS Business Gonnect accounts that you have access 1o;
page numbers.

[l Account Name Main Number Owner Extension Service Status

7} Sales Division (403) 680-0038 Jane Smith 101 @

To add accounts to the portal:
1. Click Link Account. r‘.“’ e oreen Sorestnee N o) (i
2. Enter the credentials of the account. Unink: Solected Accourt '"wu"dcej'
3. Click Log In. fi“::n“"
4. Repeat for each account to add. Inbeuna Fax

CutboundFax

00000

To unlink an account: Lt wbvabed o0 4TINS, 221 oo
1. Select one or more account(s).

2. Click Unlink selected account.

3. The account is removed from the view.

Leasl | Service Terms

To edit the account name with descriptive text: b i

1. Click the Edit icon beside the account.
2. Enter the new Account Name.
3. Press Enter.

Access Accounts

The account management portal allows you easily launch
the Admin Portal for any of your accounts, avoiding

the complexity of logging in and logging out of multiple
accounts.

To trigger a login to an account:
1. Click Open beside the account.
2. A new browser tab is launched and you are
automatically logged into the Admin Portal for
the account.
3. Manage your account as normal. 102
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View Service Status
The account management tool reports status for the

folowing sevces:

s - Mohsen Soroushnejad | Logout
~Z TELUS jad | Log

Manage all the TELUS Business Connect accounts that you have access to: & Link Accodint
= Inbound Calls
) Account Mame Main Number Owner Extension Service Status O
= Qutbound Calls _
] Sales Division {403) 680-0038 Jana Smith 101 L]
= Desk Phones
[0 Product Division ; (403) 671-0040 Mehsen Soroushngjad 101 ] Open  Unlink
= |nbound Fax
= Qutbound Fax e .
Owitbound Call o
Desk Phones (]
Service status is refreshed automatically every three Inbound Fax °
. . . Qutboundr e
minutes. Service status details and the date of the last ounarax
refresh are displayed when you hover. To manually refresh Lastrebushed oo UIE0HE 220 pm

the service status, select the Refresh icon. C

An abnormal service status results in the display of an error
reason when you hover on the status. The following statuses
are reported:

Legal | Senvice Terms Powrerad b

RingCentral

@ Green: The senvice is available.

%0 . .
0 Yellow: There is an error related to the service.
@ Red: The service is unavailable.

@) Grey: Service status has not been reported.

i
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