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Introduction

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

The TELUS Business Connect Mobile solution is an integrated, fully featured
mobile communication solution that helps increase the business’ productivity,
collaboration, and professional image.

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

= Auto-Receptionist

= Company Numbers

= CallFlip

= Call Groups

= Messaging

= Call Queues

®  Call Handling and Forwarding
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Admin homepage

When you log in as an administrator, you will be taken to the Admin Portal
which allows you access to admin-only tools and configure account-wide
phone system settings. You can access your individual account overview

and settings from the My Extension page. At the top of the screen, hover

over Admin Portal and click My Extension to switch to your individual user
homepage.

Main functions

There are a few main functions that administrators can access from any online
page. These functions are Edit Company Business Hours, Change Company
Greeting and Set Company Caller ID.

Admin Portal

From the Admin Portal, admins see admin-only tools. The Phone System tab is
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,
and Groups. The Users tab allows you to assign users and their roles, the Call
Log, and International Calling tab display information about your phone system.
The Tools tab has the setup option named Appearance.

My Extension

When you switch to the My Extension page, you will see the standard user
settings view of Overview, Messages, Call Log, Contacts, Settings, and Tools.
Click on settings to access your individual settings. The My Extension tab
houses the same settings as a regular user has.
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Do Not Disturb

In the upper right of every page of your online
account is a small coloured icon next to your
name. This icon displays your Do Not Disturb
status. Click the icon to toggle between statuses:
=  “Do Not Disturb Off” — Green means that you
are available to take incoming calls
= “Do Not Disturb On” — Red means “Do
not accept any calls.” All callers are sent to

voicemail.

%"TE Lus ° Get Help | Back to My Account

» @ Take all calls

Phone System Call Log International Calling Tools » W) D o acecph sy calls B T VR

.cx  Company Numbers | Company Shortcuts
-‘h and Info
(289) 813-5742

® &)

Auto-Receptionist

Edit Company Change Company Set Company
Business Hours Gresting Caller ID
3 Groups
2 Others ke
- e | Howdol. ..
Ll 1]
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 queues
Get more hel
3 == TELUS"
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RingOut

RingOut enables one-touch calling from any phone, allowing you to make calls
. . . . . 0 KIM | (866) 652-4625 Ext. 101 GetHelp L t
using your business caller ID from any location, where you have high quality Da
. o . . . Admin Portal
cellular signal or Wifi connectivity. The RingOut icon appears near the top of T
every online account page. My Ealaaiin &

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

the desired number in the Custom Number field below.

4. Enter the Custom Number to call here. 1 2 3 o
5. Prompt me to press 1 before connecting the call is pre-checked: 4 6 6
When the system calls you, you will hear, “Please press 1 to connect.” This 7 8 9
protects you in case you mistyped your own number, or if your voicemail
picks up too quickly. ) o 0 #
6. Now click Call. The system first calls you. When you answer (and press 1
call Hang Up

as instructed), it then calls the other number and connects you.

Custom phone number._. v o

« Prompt me to press 1 before
connecting the call

911 calling not available. You cannot
reach 911 emergency services using
RingOut. In an emergency, use your
{raditional wireline or wireless phone to call
911.
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Phone System

The Phone System tab is the main tab of the Admin
Portal. It houses all of the main settings for your entire
phone system. Here you will find settings for:

= Company Info

= Phone Numbers

= Auto-Receptionist

= Groups

On your Phone System page, you have Shortcuts that
allow you to quickly access commonly used functions
such as:

= Edit Company Business Hours

= Change Company Greeting

= Set Company Caller ID

How do I...
If you need help setting up your phone system,
check out the How do I... section for helpful articles.

=7 TELUS ‘ Business
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Company Info
The Company Info page allows you to see the {T ELUS @ YAKIM|(388)671-3202 Ext 101 CetMelp Log Out
company address and to set the Company
Caller |D . Phone System Users Call Log International Calling Tools v Qj
. E Company Info Company Assigned Unassigned Transferred and Vanity
\1} Ersraliiies Search Numbers Q All Extensions  ~ All Locations  ~ A Forward Number
All Types v
Q Auto-Receptionist
Number Location ~  Assigned to Ext. Type
in 0 Groupls) (365) 300-1914 Canada, AjaxPickering, ON  YAKIM YADEANS 101 Direct

0 Other(s)
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Company Caller ID

Set your Company Caller ID to your company’s
name so that your customers will know who is
calling when you call them.

1.

From the Admin Portal, select the Phone
System tab.

Click Company Info.

Click Caller ID Name.

Enter your company name exactly the way
you want it to appear on Caller ID displays,
for local calls made from your main company
phone number. You can enter up to

15 characters.

Click Save (at the bottom right).

Business

~Z TELUS

;g, TELUS [YINNRN & (i (e66) 65246254t 101 GetHelp Log Out

©
@

Phone System

&

<

}o

Company Info

Phone Numbers.

Auto-Receptionist

2 Group(s)
2 Other(s)

Users Call Log International Calling Tools » O

Company Addro Caller ID Name

This name along with the phone number will be displayed to the called party whenever an outbound call is made using the local number as the caller ID. Max 15
characters. Note: Does not apply to toll-free numbers

Enter your company name exactly the way you want it to
appear on Caller |0 displays, for local calls made from your
main company phone number. You can enter up to 15
characters.

TEST PT148 o
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Phone numbers

The Phone numbers settings gives you the option

to assign and unassign company and user phone

numbers and to transfer phone numbers.

1. From Admin Portal, select the
Phone System tab

2. Click Phone Numbers

3. Click Company to see company number and
additional information

4. Click Assigned to see assigned phone
numbers and additional information

5. Click Unassigned to see unassigned phone
numbers and additional information

6. Click Transferred and Vanity to submit and
review transfer orders

7 TELUS

o

O

Phone System Users Call Log dtemaﬂo@mg
E Company Info o Company Assigned Unassigned

0

Transferred and Vanity

\1.1 Phone Numbers Search Numbers Q All Extensions All Locations  ~
All Types v
9 Auto-Receptionist
Number Location ~  Assigned to
0Gi
Ei 0 mﬁzg’ (365) 300-1914 Canada, Ajax-Pickering, ON YAKIM YADEANS

=7 TELUS ‘ Business
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Assigned Extensions
Under Assigned Extensions, you will see the all of
the Extension Numbers that have been set for
your phone system.
1. From the Admin Portal, select the
Phone System tab.
2. Click Phone Numbers
3. Click the Assigned. Click any number
numbers to see more details.

a. Users without phones — View the Number,
edit whether Calls to this number will be
connected to: either Auto-Receptionist
or select an Extension. If you have
made any changes, click Save.

When your account is initially set up, all numbers
except the Super Admin are unassigned. You can
assign users to numbers during Express Setup.
Any users that are not assigned during express
setup can be assigned using this flow:

To assign an extension to a user:

From the Admin Portal, select the Users tab

Click the Unassigned Extensions tab

Click a phone number

Enter the user’s information including First

Name, Last Name, Department, email

address. You can change the extension

number if desired.

8. Click Save & Enable.

9. The number will move to Users with
Extensions tab.

No O

7 TELUS

Phone System

El Company info

q ¥ Phane Numbers

D Auto-Receptionist

3, 2ot
54 2 0ther(s)

~Z TELUS

Phone So Users

[ (2) userfist

(&) user groups

Templates

Users

Number Loc;
@ &
. (587) 3156726 Canada ' Ca
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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

Business
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. Phone System Users

E Company Info
\# Phone Numbers

_@. Auto-Receptionist

&‘ 0 Group(s)
0 Other(s)

Call Log International Calling

Company Hours

24 hours

IVR Settings

Operator Ext.: YAKIM YADEANS, 101

Dial-by-Name Directory
On

Regional Settings

Time Zone: (GMT-08:00) Pacific Time (US & Canada)

Tools v

Admin Portal »

@ YAKIM | (888) 671-3202 Ext 101
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Company Hours .
Customize your Company’s business hours. %/T ELUS @ YAKIM|(888)671-3202 Ext 101 GetHelp LogOut
You can specify the opening and closing time for
. o Phone System Users Call Log International Calling Tools v %
each day of the week or select 24 hours. This
establishes the settings for the Business Hours
. . Col Inf Company Hours v
and After Hours tabs in other settings areas & compan o o o
(such as call queue settings and user settings). & Prone e _
1. From the Admin Portal, select the Phone VR sexings v
perator ExL.- h
Svst b Operator Ext.: YAKIM YADEANS, 101
yS em (ap. o Q Auto-Receptionist
2. Click Auto-Receptionist. Dial-by-Name Directory v
3. Select Company Hours. T onee) °”
4. Set your Company Hours to:
a. 24 hours to have incoming calls handled
the same way a” the t|me E Company Info Company Hours 'y
b.  Specify hours for each day of the week.
. . # Set Your Company's Business Hours
This lets you set separate call-handling 'S Phone Numbers
ru|eS and greetmgs for Busmesg Hours You can then define how to route incoming calls during business hours and after hours when your business is closed.
and After HOUI’S _Q Mm-Reospﬂunlsl@ () 24 hours / 7 days a week () @ Custom hours @
. O e
5. Click Save. N Sunday
S?.I. 2 Group(s)
2 Other(s) @) Monday From 900 AM v To 6GO0PM W [ 24hours (0 Copy to Weekdays
(:. Tuesday From 900 AM To EO00PM W O 24 hours (3 Copy to Weekdays +
@) wednesday From 900 AM v To GO0PM w [ 24hours (3 Copy to Weekdays =
@) mhursday From 9.00 AM v To GOOPM w O 24hours (3 Copy to Weskdays ~
(_:-I—riday From 900 AM v To 6O00PM W O 24 hours (M Copy to Weekdays ~
(_) Saturday o
Cancel E
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Company Call Handling (IVR Settings).
The AUtO-ReCGDTIOHISt gl'eets Ca”ers Wlth a %T E LU s EUITLESLD SR @) i | (866) 652-4625 Ext 101 GetHelp Log Out
recorded message when they call your company
. . Phone System Users Call Log International Calling Tools » e
using the main company number or any number
assigned as a company number. _ _
El company Info Col Assigned Unassigned Transferred and Vanity
Your Auto-Receptionist is |n|t|a|Iy set to play o % Phone Numbers e e %-T ELUS © KMI866) 6524625 Ex1 101 GelHelp Log Out
a defaU|t greetlng Wlth your Company name o All Types i Phone System Users Call Log International Calling Tools v X
. =a Auto-Receptionist
using text-to-speech technology. You can set
. . Mumbar Lo ¢gax Direct Number: (587) 315-6726

a custom greeting by recording through your 3, 2Gounts) o F— .

. . 2 Other(s) R i
phone or computer or by uploading a sound file. SR &l o i

. . . ' Location: Canada, Calgary, AB

Alternatively, the Auto-Receptionist can connect P -
calls directly to an extension of your choice. AR i o Tz Yoke

Calls to this number will be connected to:
® Auto-Receptionist

Set an extra Direct Extension to be a sl
Company Number.
1. From the Admin Portal, select the Phone

Numbers tab.

2. C||Ck the ASSigned tab. f-r ELUS @ KIM|(356)652-4625ExL 101 GetHelp Log Cut
3' SeleCt a phone number to receive a” Ca”S' Phone System Users Il Log International Calling Tools » %
4. Select the radio button next to set the number 6
to Auto-Receptionist. B company info Company Assigned Unassigned Transferred and Vanity o
5. Click Save.

. 4t e Main Number: (866) 652-4625
6. The number will move to the Company tab. A e

Search Numbers Q All Locations  ~ All Types ~ ## Forward Number

9 a t . ;
a2 Auto-Receptionis! Company numbers will connect the callers to auto-receptionist.

3, 2000 Number Name Location v Type
2 Other(s)
(587) 3156723 Canada, Calgary, AB Direct
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Company Greeting and Menu.
The Company Greeting and Menu bar provides additional call handling options,
including hearing the default greeting and recording a custom greeting.

LULTEIHETIR A @ vaKiv | (828)671-3202Ex 101 GetHelp Log Out

=7 TELUS

o Phone System Users Call Log International Calling Tools v %

Bl company Info Company Hours .

Set a Company Greeting.
1. From the Admin Portal, select the Phone System tab.
Click Auto-Receptionist.

24 hours.

€ Phone Numbe
IVR Settings ~

S A

Select IVR Settings. The Company Greeting menu will appear
Click Edit. A pop-up will appear with the current settings.
Choose your preferred type of greeting.

a.
o}

Default — Select the radio button next to Default.

Custom — Select the radio button next to Custom and select how

you'd like to set your custom recording. If custom, another popup

appears with the options

= 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

O AutoReceptionist

©

2z, 0Grouts)
0 Other(s)

Company Greeting

How to handle inceming calls during business hours.
Company Hours Greeting After Hours Greeting
Play company greeting After Hours call handling go into effect when your business is
closed. The Business Hours is currently set to 24 hours a day
To change business hours, go to Auto-Receptionist > Company
Hours.

> 0000 /00:00 o)) s—

If caller enters no action: Disconnect

o e

Company Hours Greeting x

Incoming Calls During Company Hours will

@ Play company greeting

Set Greeting
efault
ViewIn ©

English

Custom Answering Rules
You can create custom rules for special routing during holidays, specific time of the day (e g. lunch break) or for special callers

Company Hours Greeting x

Incoming Calls During Company Hours will

® Play company greeting Bypass greeting 10 go to extension

Bypass greeting to go to extension

.

Phone v
M

TELUS Business Connect™ will call you to record your custom greeting over

"Thank you for calling YAKIM YADEANS. If you know your party's extension the phone.
Click Allow on the Adobe Flash Player Settings pop-up. Click S
» 00:00/00:00 o) e
Allow if TELUS Business Connect asks to record through your
If Caler Enters no Action Company Hours Greeting * Company Hours Gresting x

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. Click the up arrow to import. Browse
for a WAV or MP3 file you want to use. Click Attach. Click the Play
button to listen to your greeting. If you've set a Custom Greeting,
click the Record button to set a different company greeting.

6. Under If caller enters no action, choose whether you’d like the use to
Connect to an operator or Disconnect.
7. Click Done.

NOTE: If you have set custom company hours, follow these steps for both the Company Hours and

After Hours tabs.

O Connect to operator @ @ Discol

Incoming Calls During Company Hours will " Incoming Calls During Company Hours will

® Play company greeting O Bypass greeting 1o go to extension @ Play company greeting O Bypass greeting to go to extension

Set Greeting Set Greeting

Custom v Custom ~

Recording by
. Importing ~

Upload WAV or .MP3 file @

Recording by

Computer microphone v

Microphone Test and Record

Please speak into the microphone and adjust the slider until the volume meter

Browse
tums green.

©® TN o)) s—

@® Disconnect @ e

If Caller Enters no Action

O Connect to operator @ (® Disconnect @

If Caller Enters no Action

O Connect to operator @

Cancel

o
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Groups

The TELUS Business Connect Mobile solution 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.

=7 TELUS ‘ Business

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.

18
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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 New Call Queue at the top right.
4. Select the radio button next to Call Queue.
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. Click Save.

-7 TELUS

o Phone System Users Call Log International Calling Tools v

E Company Info Call Queues Others
¥ Phone Numbers Seareh Q
Status  Name ~  Numbers Ext. Msg.
© Auto-Receptionist
(] Test Call Queue 3 oro

1 Group(s)
o & 2 Other(s)

Add Group

o@ Call Queue
A group of users/extensions, as in a call queue, which receive and queue calls o be

answered by the next available member of the group.

Add Special Extension

() Message-Only Extension
Extension to receive messages only.

() Announcement-Only Extension
Extension to play announcements.

=7 TELUS ‘ Business

LULTDECOU TR @ KN | (366) 652-4625 Ext 101

GetHelp Log Out

%

o + New Call Queue

Members Availability @

310

6 J Add Call Queue

Eslansion Numiber: i
Exenshan Name: Cusiomer Sarvica
Manager Eman: - - .=

< ()

Call Queue Members
Select call queue members.
Search

Show All | Show Selected (0)

] Name

KIM DEANS.

©

a

[ Manager Onel4
O User1o2

a

User Admin

Total: 4 Show: 10 v <@ > Cancel

~  Ext
101
104
102

103

0

Save
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Configure Call Queues.
After you create a call queue, you can configure
the Call Queue Info, Direct Numbers, Greeting,

UGN GIRR B @ KIM | (866) 652-4625 Ext. 101

Get Help  Log Out

-~ TELUS

Call Handling, and Messages & Notifications. o Phono Systom | I o nUON ot &
Call Queue Info. El company info o Sallhadties Oft=
1. From the Admin Portal, select the Phone -
System tab. G Phone Numbers Search 3 + New Call Quaue
2. Click GI’OUpS. O Ao Receptonst Status Mame ~  Mumbers Ext. Msg. Members Availability @
3. Select the Call Queues tab. - o o — 3 o S
4. Select an existing Call Queue (Customer 2. 26 . S i . .
Support in this example). If you don’t have any 2 Other(s)
existing call queues, go to the previous page
to learn how to create one.
5. Click the name of the Call Queue to edit your @ Bt Customer Support (Ext. 4)

call queue settings.
6. Edit your settings:
a. Extension Number

o Info
| Customer Support
o pum  Ext4

as Extension Number: 4

b. GI’OUp Name Group Name: Customer Support
c. Record Call Queue Name (¥ Direct Numbers Record Call Queue Name ) ®©
d. Company Name Company Name
e. Contact Phone Q) creing Contact Phone: ®©
f Manager Ema" Manager Email mobileedition@ci-ga.com

Address > @
ﬁl gdl(ljrgss H ::: Call Handling Call Queus Hours 24 hours »

.Gal ueue Hours
I. Call Queue Members Cal Qe Memosrs 22
. . . Messages & Voice M P; d >
|. Voice Manager Password and Service BN otimcations e Hanagerasaer
Level Settings Service Level Seftings >
Regional Settings >

k. Regional Settings
|. Delete Call Queue
Click Save.

Status: Enabled

Delete Call Queue

4
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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.
= Import
Browse for a WAV or .MP3 file you want to use. Click Attach.
7. Click Save.

I A

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

=7 TELUS ‘ Business

< Back Customer Support (Ext. 4)

Greeting
@  Customer Support

amm Ext4 Call Queue gresting: (@

® on (O of

‘ -
\“ Direct Numbers o Set Greeting

Default Greeting: "Thank you for calling Customer Support. Please wait while
we connect you to the next available agent.”

Default >
Greeting

:‘.:: Call Handling

oz Messages &
M Notifications

& Detadt A= In | Engisn

Ing Cuskumer Service. Please wall while we connect you sa

the next = agent
Cusiom
> O 00070000 ofd eE—
@ oot
Detait \iew in | Engssn Dewu \iew In | Engisn

Cusiomer Service Plesse walt whils we commect you

“Thank you for calling Cusiomer Service. Plesse walt whils we connect you o
e next avaliable agent *

ustom

RSl Record Lising Camputer Microphane Import

Plasse enable Adobe Flash Player to record your gresting.

Recard Over ihe Phane Resard Using Camguir Misraphanz imgpar

TELUS Business Connect ™ will call you 10 record your cusiom gresfing aver te phane.

Calmeat | Enier anew mmba

Cal Now Set Greeting
Cetaut \iewin | English m m
Mhar Customer Service Fiease wall while we cannect jou o
°
Reoud Over TrePane | Azoard Using Gamgaer Microgian:
Upoat WAV or MEIBe
Browse
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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.
4

o

From the Admin Portal, select the Phone System tab.

Click Groups.

Click the Call Queues tab.

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.

10. 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 Users
[ company info oca\lﬂueu% Others

¥ Phone Numbers

Call Log International Calling Tools =

Status Name

Auto-Receptionist
o © Customer Support 4 0/0
& 2 Groupfs) ] Test Call Queue 3 o/
2 Other(s)

Call Handling

Call Queue Hours After Hours.

| Customer Support
T Ext 4

~  Numbers Ext. Msg.

=7 TELUS ‘ Business

LULIIAUEIIR ) @ KM | (966) 652-4625 Ext 101

Get Help  Log Out

£

+ New Cal Queue

Members Availability
270

3ia

Advanced

Decide how calls get ransferred to group members: (@

(® Rotating

(O simultansous

\l
\‘ Direct Numbers

(O Infixed order

‘ Greeting Audio while connecting: @
(® on (O of
. Set Audio Acoustic »
Call Handling ) - )
What callers hear while waiting for their call to be answered in a call queue
Interrupt Audio Never »
Interrupt audio periodically and play a message
<] Messages & . . vandpE 8
48 Notifications
Hold music:
® on O of
Set Hold Music Acoustic >

Audio callers hear when put on haold

o IMember availability and hold times ~~

» ()
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Messages & Notifications.

=7 TELUS ‘ Business

In this section, set your Message Recipient, Voicemail Greeting, and — TELUS B o0 20 10 ok Lanou
Notifications. The TELUS Business Connect Mobile solution allows each call o ProneSysiom | Users  Calllog  Inlematonal Callng  Tods + %
queue to have separate voicemails to greet unanswered calls, as well as allows o o .

you to set a recipient for these voicemails. S

& Phone Numbers

+ New Call Queue

Set a Voicemail Greeting. & penen e g o
1. From the Admin Portal, select the Phone System tab. el 2, 200w 6 Temcwome 5w
2. Click Groups.
3. Click the Call Queues tab. = TELUS MR g =i SSuey
4. Select a Call Queue (Customer Support in this example). e mmm———— *
5. Click Messages & Notifications. Customer Support(Ext 41
6. Click Voicemail Greeting. R [
7. A pop-up will appear displaying the current Voicemail Greeting. - o
Choose your preferred type of greeting. O e
a. Default — Select the radio button next to Default. q) e o o=t viewnn | Engesn
b. Custom — Select the radio button next to Custom and select how g cutmas iﬁ};%ﬁc;wf’”ﬁ”,ﬂ}”,;‘;ffxﬁ
you’d like to set your custom recording: o e Custom
= Record Over the Phone
Next to Call me at, choose a phone number from the dropdown menu >0 comyeeos ff emm—_
if you have saved numbers or type a phone number in the text field. [ cancz ]

Click the Call Now button, and TELUS Business Connect will call you

to record your message.

Demm

» Record Using Computer Microphone
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow if el
TELUS Business Connect asks to record through your computer. The

“All of our agents are busy help

\iew in | Engish -,

ing ather cusiomers. Af the fone_please record

Pl Call Queue Vioicemail Greeting

\aew in | Engesn

heiping other cUSIMers. Al e fone pesse record
ve frishe recording, you may hangup o press e

Microphone Test and Record settings will appear. When ready, click e s o i
the red Record button to record your greeting through your computer e ana e *szm”“; =
microphone. Stop the recording and listen to the playback. a S
= [mport - e TGRS e e ] ]
Browse for a .\WAV or .MP23 file you want to use. Click Attach. El e e .
5. Click Save. < = ' )

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

After Yyou have set your voicemalil gl’eetlng, you ;é"r ELUS © KIM|(856)6524625Ext 101 GetHelp Log Out
can set which users or call queues are to receive

the messages. o Phone System Users Call Log International Calling Tools » O
1. From the Admin Portal, select the Phone

System tab 5 Company Info o&ﬂl Queves Others
2. Click Groups.

& Phone Numbers Seich + New Call Queus
3. Click the Call Queues tab.
. 2 Status Name ~  Numbers Ext. Msa. Members Availability (D

4. Select a Call Queue (Customer Support in £ AutoRacaplionis

this example) o o Customer Support 4 (] 210

. . . . 2 Group(s) est Call Queus /

5. Click Messages & Notifications. 5 2 oners) o mee oo
6. Click Message Recipient.
7. A pop-up will appear with a list of members = TELUS ® onmomasee outn Laou

to receive messages left for this call queue. Phone System  Users  Calllog  Intemational Calling  Tools » 8
8. Select the radio button next to the recipient.
9 ClICk Done < Back Customer Support (Ext. 4)

Messages & Nofifications
@ Customer Support

mmm Extd Take messages
Voicemail Greeling Default >
’\\ Direct Numbers Message Recipient Ext. 4, Customer Support >
‘ - Greeting
o Select Message Recipient X
* Call Handling Search Q All Extensions v
Mossones & Select Name v Ext Type Department
c Notifications g P P
O KIM DEANS 101 Virtual User
B) Manager One04 104 Virtual User
O Messages cement 1 Message-Only Extension
Notifications:
o ® This call queus 4 Call Queue
(& User 102 102 Virtual User
O User Admin 103 Virtual User
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Notifications

As an administrator, you can set up notifications

to be sent to your phone or email when

voicemails, faxes and missed calls are received
for each call queue.

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

2. Click Groups.

3. Click the Call Queues tab.

4. Select a Call Queue (Customer Service
in this example).

5. Click Messages & Notifications.

6. Click Notifications.

7. A pop-up will appear with options for email
notifications to a recipient of your choice
when voicemail messages are received, or
calls missed. 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.

8. Click Save.

— TELUS

o Phone System

El company info o Call Queues Others

\ft Phone Numbers

}o

Auto-Receptionist

‘% 2 Group(s)
2 Other(s)

Notity ma of:
“olcamall Messages:

Recaved Fanes
Missed Cals:

Sand notitications to:
Eman:

Phane numbar:

@4.@1@&: Naotfication Optians

=7 TELUS ‘ Business

@ KM | (866) 652-4625 Ext. 101

Users Call Log International Calling Tools =
— TELUS @ K ass) 6524625 £t 101
Phone System Users Call Log International Calling Tools v

< Back

Status Name ~ | -
(1T
[] Customer Suppart 5
<
[] Test Call Queue
sl
P
e =
By Emall By 5MS
-
- P
— Sellect Canrier — w Add

My canrer ks nolBsied (3

Customer Support (Ext. 4)

Messages & Notifications
Customer Support
xt

Ext4 Take

Direct Numbers Message Reciien

Greeting

Call Handling

Messages &
Notfications

0 .

‘olcamall MOBMGB:
Nottly me by: v Ema SMS

v Inchude afiachmeni wilh amal

Mark message 35 1aad onca amaiad
Send notificatians .

Emall: - .=
Phans numbar: — et Camer — - AR

My A ks mat Bsted (1
Recalved Faxea:

Notty me by: v Ema

@
=
@

v Include attachment with amal

Mark message 35 raad onoa amaiad
‘Send natiicaans 1a:

+  Usesamaamall and ted address 3s for voloamal

Missad Calle:
Nofily me by Emal SMS
Sand noRicalians

v Usesameamall and ted address as for valcamal

@m 1o 12 Sasic Nottoatan Ssitngs

GetHelp Log Out

%

Gethep Log Out

S
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Message-Only Extensions. .
Create an extension dedicated to receiving ,
) ) ) %/T E L U s & KIV | (866) 652-4625 Ext. 101 GetHelp Log Qut
messages. All calls routed to this extension will
automatica”y be directed to the extension’s o Phone System Users Call Log International Calling Tools » R

voicemail box.

El company Info Call Queo Others

Add a Message-Only Extension.

1. From the Admin Portal, select the Phone o Pl o o - Now Mosssge Only Bxtraon | =
System tab. O Ao oo Status  Type Name ~  Numbers Ext, Messages

2. Click Groups. -

3. Click the Others tab.

4. Click + New Message Only Extension
at the top right.

5. Select the radio button next to Add Group
Message-Only Extension.

(] Announcements-Only E...  Anncuncement 2 o/o

‘T_‘ 2 Group(s) ) Messages-Only Extension Messages cement 1 111
2 Other(s)

. (® CallQueue
6. Click Next. A group of users/extensions, as in a call queue, which receive and queue calls to be
7 Enter an Extension Number Extension answered by the next available member of the group.
. ’
Name, and Email. Add Special Extension

8_ C”Ck Save_ oo Message-Only Extension

Extension to receive messages only.
O Announcement-Only Extension

Extension to play announcements. o

Add Messages-Only Exterrsion
o Exinsion Number: 3

Exiension Nams ‘Woboahd all

Ema: S — -
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Configure a Message-Only Extension.

Aﬂ:er yOU Cl’eate a message-0n|y eXtenSIon %’11_ E L u s o KIM | (866) 652-4625 Ext. 101 Gel Help Leog Oul
configure the Extension Info, Direct Numbers, and

Messages & Notifications. o Phone System Users Call Log International Calling Tools v Y
Extension Info | £l company ino e O“Eo DR

Edit your extension number, name, and delete

‘i* Phone Numbers + Mew Message-Only Extension =

your menu.
-1. From the Admln Portal, SeleCt the Phone o Status Type Name ~  Numbers Ext. Messages
2 Auto-Receptionist
SyStem tab (] Announcements-Cnly E. Announcement a oro
2. Click Groups.
C .C G p ‘ﬁ 2 Group(s) oa Messages-Only Extension  Messages cement 1 171
3. Click the Others tab. =g
4. Select an existing Message-Only Extension
(V0|oema|l in this example). fT ELUS @ KIM|(366)652-4625 Ext 101 GetHelp Log Out
5. Click Extension Info to edit the following:
a. Extension Number Phone System Users Call Log International Calling Tools » s
0. Extension Name
c. Company Name < Back Messages cement (Ext. 1)
d. Contact Phone o

e. Email o E Extension Info
Extension Number 1

. Voice Manager Password

Extension Name Messages cement
g' Reglonal Settlngs ‘k‘ Direct Numbers Record Extension Name >
h. Delete EXtenSIon Company Name:
6. C“Ck Save M 8 Contact Phone: @
m essages
Notifications Email maobileedition@ci-ga.com
Voice Manager Password >
Regional Settings >

Status: Enabled

Delete Extension e
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Messages & Notifications. '
Set the voicemail greeting you would like to use for your 7 TELUS 0 wiEme ez or  catep Logou
message-only eXtenSlOn, Phone System Users Call Log International Calling Tools v %

Bl company Info Cawe Others

Search Q + New Message-Only Extension | ~

Set a Voicemail Greeting.

3 Phone Numbers

1. From the Admin Portal, select the Phone System tab. _ p—
2. Click Groups. T | e mr— :
3. Click the Others tab. 9‘ T o) o @ ol S e Lo
4. Select an existing Message-Only Extension (Voicemail in this example). — TELUS EEEXIR © «vonesmse o oven umon
5. Click Messages & Notifications. Prono sysiom | L N el &
6. Click Voicemail Greeting. oo coment o 1
7. A pop-up will appear displaying the current Voicemail Greeting. Choose —
your preferred type of gresting. g oo
a. Default — Select the radio button next to Default. QG DiectNumbers
b. Custom — Select the radio button next to Custom and select how you’d o I —
like to set your custom recording:
= Record Over the Phone
Next to Call me at, choose a phone number from the dropdown menu @ B e o e
if you have saved numbers or type a phone number in the text field. i S S L S
Click the Call Now button, and TELUS Business Connect will call you ik
to record your message.
» Record Using Computer Microphone 2 =S
Click Allow on the Adobe Flash Player Settings pop-up. Click Allow if T —
TELUS Business Connect asks to record through your computer. The
Microphone Test and Record settings will appear. When readly, click o - e __
the red Record button to record your company greeting through your oo ; =
computer microphone. Stop the recording and listen to the playback. .
= Import e —
Browse for a WAV or .MP3 file you want to use. Click Attach. opmesssc—
8. Click Save. — S
e Prre
D CED
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Message Recipient

1. From the Admin Portal, select the Phone — TELUS © Kt Ganeb Logou
System tab. Phone System  Users  Calllog Infemational Caling  Tools + (N

2. Click Groups.

3. Click the Others tab. i oy c“"o o
Select an existing Message-Only Extension & Prone Numbers + NewMessage-Ony Extension | =
(Voicemail in this example). N Sows Type v Mombers Er  Messigns

L) Auto-Receptionist

CliCk Messages & Notifications_ [] Announcements-Only E. Announcament 2 o/0

ClICk Message ReCIplent .iTl ;g‘mm:;g)) o L] Messages-Only Extension  Messages cement 1 11

A pop-up will appear with a list of recipients.

Select the radio button next to the extension —TELUS R o oot canes o
you’d like to set as the recipient.
9. Click Done.

© N OO

Phone System Users Call Log International Calling Tools v o

< Back Messages cement (Ext. 1)

Messages & Nofifications.

E Extension Info
Voicamail Grasting Custom >

0 Message Recipient Ext. 1, Messages cement >
‘\‘ Direct Numbers ==
-  Messages &
O = ==

Select Message Recipient x
Search Q. Al Exensions v
Select Name v Ext Type Department

View Messages

o KIM DEANS. 101 Virtual User
Notrfications

o Manager One0d 104 Virtual User

o ® This extension 1 Message-Only Extension
o) User 102 102 Virtual User
e} User Admin 103 Virtual User

Total: 5 Show: 10 v <1 Cancel Done
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Notifications

Choose who wiill receive notifications for voicemail

messages and how they will receive them.

1.

From the Admin Portal, select the Phone
System tab.

Click Groups.

Click the Others tab.

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.

-7 TELUS

0 Phone System Users Call Log International Calling Tools =

g

&

o

o -

Comgiaiy ks Call ﬂuo Others

Phone Numbers

Status Type Name -
Auto-Receplionist

[] Announcements-Only E Announcamant

2 Group(s) o ] Messages-Only Extension  Messages cement
2 Other(s)

~7 TELUS
Phone System Users Call Log International Calling Tools = 7
< Back Messages cement (Ext. 1)
Messages & Nofifications.
E Extension Info
Voicemail Greeting Custom >
Message Recipient Ext. 1, Messages cement >
»
'\‘ Direct Numbers
Messages &
o =4 Notifications

View Messages >

o Noffications >

=7 TELUS ‘ Business

LULGRGUEIR ) @) M | (865) 652-4625 Ext. 101 GetHelp Log Cut

+ New Message-Only Extension | -
Numbers Ext Messages
2 0/o
1 11
@ KM | (386) 652-4525 Ext 101 Get Help  Log Out
Nofifications
Notity ma of: By Emall By SMS
kool Messages: =
Rgaived Fanss -
Sand notifications to:
Emall: .
Phang Mumiar: — Galeo! Canmer — Add
My camier ks notBsied (§
Advanzad NOERcanon Opians

‘ilcamall Megsages:

I Notifications

Nty me by: v Ema SMS
v Include Sttachment with emas

Mark messags 35 read oncs emanad

‘Sand nofilcations fo:

Emall: -

PG UDEr: — Galas Camier — || b
My carrier Is not Bsted (i

Recalved Faxes:

Nofify me by: v Ema =Ms

~ Inchude attachment with ama
Mark message a5 raad once emaned
‘Sand noliicatons 0

~ Usesame amall and fext address 3s for walcamal
@ Sz ta Bazis Notfieaton Sxttng:

= o ED 30
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Announcements-Only Extensions. .
Create an extension that is dedicated to only 7 TELUS @ K e BT Gt oo ot
play an announcement for your callers. All callers o

Phone System Users Call Log International Calling Tools = Qx,

routed to this extension will hear a recorded
announcement such as a holiday closure
announcement.

E Company Info Call Queo Others
'&t Phone Numbers Search L o+ New Message-Only Extension | +

Add an Announcements-Only Extension.

o _ Status Type Name v Numbers Ext. Messages
1. From the Admin Portal, select the Phone == AutoReceplionst
nnouncements-Only E... nnouncement !
o A Only E... Al 2 0/0
System tab.
X ‘% 2 Group(s) (] Messages-Only Extension Messages cement 1 171
2. Click Groups. 2 Other(s)
3. Click the Others tab.
4. Click + New Message Only Extension on TG
the top right.
5. Select the radio button next to O call Queue
. A group of users/extensions, as in a call queue, which receive and queue calls to be
Announcement'only ExtenS|on. answered by the next available member of the group

6. Click Next.

) ) Add Special Extension
7. Enter an Extension Number, Extension

@®

=’

Message-Only Extension
Name, and Email. Extension to receive messages only.

8. Click Save. o

O

./

Announcement-Only Extension
Extension to piay announcements.

Q

Add Announcements-Only Extension

o Exfenshon Number: Add

Exianshon Name: Ofice Address and Hours

Emal (5 - =

mG
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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. Click the Others tab.

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

5. Click Extension Info to edit the following:
a. Extension Number
b. Extension Name
c. Company Name
d. Contact Phone
e. Email
. Voice Manager Password
g. Regional Settings
h. Delete Extension

6. Click Save.

Business

~Z TELUS

-7 TELUS
o Phone System Users

E Company Info

Call Log

call Qnmo Others

\f Phone Numbers

a Status Type
~. Auto-Receptionist
o ¢

&‘\ 2 Group(s) -]
2 Other(s)

Annguncements-Only E

Messages-Only Extension

7 TELUS

Phone System Users

< Back

Extension Info

Q
m

Direct Numbers

€=

Announcement

HEH

International Calling

LUV i @) KM | (366) 652-4625 Ext 101

Get Help  Log Qut

Tools v &
+ MNew Message-Only Extension = ~
Name ~  Numbers Ext. Messages
Announcement 2 o/0
Messages cement 1 171
Admin Portal w
Call Log International Calling Tools v
Announcement (Ext. 2)
Info

Extension Number:

Extension Name:

Company Name:

Contact Phone:

Email:

Voice Manager Password

Regional Settings
Status: Enabled

Delete Extension

2

Announcement

mobileedition@ci-ga.com

Cancel

32




i ® i i i —_— i ® "
TELUS Business Connect®Mobile | Admin guide | Part 2 — Admin Portal %T ELUS ‘ Business

Set an announcement. %
1. From the Admin Portal, select the Phone System tab. — TELUS © Wm0 Gane Logou
2. Click Groups. o PhoneSystem  Users  Calllog  Intemational Caling  Tools v [
3. Click the Others tab.
4. Select an existing Announcements-Only Extension (Office Address Sl C’"Oﬁ
and Hours in this example). A Phons Numbers —— + New Message-Only Extension | ~
5. Click Announcement. o Saws  Type ame  Mambers B Messages
6. Click Greeting. °= : gi I
7. A pop-up will appear displaying the current Announcement Greeting. 9‘ T S onery @ Memmam b R —
Choose your preferred type of greeting. FZTELUS e
a. Default — Select the radio button next to Default. T mmm———
b. Custom — Select the radio button next to Custom and select how you’d < o G = 2)
like to set your custom recording: B oo ARoUCOoNTSSHoS
= Record Over the Phone o
Next to Call me at, choose a phone number from the dropdown menu ¥ orectumbors sve >
if you have saved numbers or type a phone number in the text field. o 2 oconen
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 & N, o
TELUS Business Connect asks to record through your computer. The ”‘”@
Microphone Test and Record settings will appear. When ready, click o viewn | Engisn
the red Record button to record your announcement through your e B e
computer microphone. Stop the recording and listen to the playback.
= Import e [ e e
Browse for a WAV or .MP3 file you want to use. Click Attach. T:mmw a ==
8. Click Save. =2k

Detaut \iewin
"Noane is avallable 1 take your call Thank you for Galling. Goachyer”

@ cusom

Reoard Over e Phane | Reoord Using Campuer Mirophane impart
Upa WAV MPI e 8
Soouse
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Administrators have the ability to edit the following ;g’"-r ELUS © YAKIM|(368)6713202E4. 101  GetHelp Log Out
user settings:
X Phone &/5[0 Users Call Log International Calling Tools » 4
= User Details
= Phones & Numbers
. . . i U With i L
= Screening, Greeting, & Hold Music °| D =
= Call Handling & Forwarding ;
. . & Roles Search Users Status ¥ Roles ~ 4 Download User List
= Messages & Notifications
Department w
u .
Outbound Caller ID E e %’T ELUS
L : Phone System Users. Call Log International Calling Tools v
Administrators will use the users panel to access and O Stats MName ~  Nur
edit these settings. o 8 i,
1. From the Admin Portal, select the < Back YAKIM YADEANS (Ext 101)
Users tab.
. User Details
2. Select User list. o : TR ren
3. Select a user. L
Extension Number: 101
4. Click the category you’d like to edit. Qi Pronesatumbers  Frvame o
Last Name: YADEANS
@ Screening, Greeting fesoiilizes Home Sl
& Hold Music Contact Phone +1(905) 2591583 0]
Mobile Phone:
QL;( Call Handling & Email Kimberly.deans@telus.com
» %W Forwarding
Use email to log in (@)
+ 2 Verify Email Uniqueness
essages
m Notifications Department:
Roles: @ Super Admin
m Outbound Caller ID User Hours 24 hours >
Voice Manager Password >
Regicnal Settings >
Apply Template >
Status: Enabled
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User Details
Click on User Details to view and edit the selected user’s information. From this

menu, you can edit a user’s extension, name, recording, phone numbers, email
address, department, hours, password, and regional settings.

Super admin
One user on your account will be labeled as the super admin. By default, this role

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
you assign it to the user who is primarily responsible for this account. Though you
can assign administrator permissions to other users on your account, the super
admin serves as the main account administrator and cannot be deleted. The
administrator permissions also cannot be removed from this user.

7 TELUS

Phone System Users
< Back
ser Details
aa

52
\‘ Phones & Numbers
m Screening, Greeting
& Hold Music
‘\, ‘\ Call Handling &
» W Forwarding

swz Messages &
< Notifications

m Outbound Caller ID

Call Log

User Details
Super Admin
Extension Number:
First Name:
Last Name:
Record User Name
Contact Phone:
Mobile Phone:
Email
Use email o login @
Verify Email Uniqueness

Department:

Roles: @

User Hours

Voice Manager Password

7 TELUS

Phone System Users

< Back

Screening, Greeting

@ & Hold Music

& Call Handling &
» Forwarding

Phones & Numbers

=7 TELUS ‘ Business

International Calling Tools v

YAKIM YADEANS (Ext. 101)

YAKIM
YADEANS
> ®
+1(905) 2591583 ®
kimberly deans@telus.com
Super Admin
24 hours
>
Call Log International Calling Tools ¥

YAKIM YADEANS (Ext. 101)

User Details

User Details .
Super Admin A
Super Admin is the built-in Administrator for your account. This user cannot

be deleted and Administrator permissions cannot be removed. You can use
this extension for any user in your account, but it's recommended that you
assign this extension to the user who is primarily responsible for this
account.

Extension Number 101
First Name YAKIM
Last Name YADEANS

Record User Name > @
Contact Phone: +1(905) 2591583 0]
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Phones & Numbers

Click Phones & Numbers to view and edit the selected user’s phone numbers, —~TELUS 0 ek e w1 cars rou

download/activate apps and manage extensions. PhoncSysem  Users  Gallog niemaonalCaling  Tools ¥ Y
. . . < Back YAKIM YADEANS (Ext. 101)

Screening, Greeting & Hold Music. . .

Click Screening, Greeting & Hold Music to view and edit the selected user’s S ===

(365) 3001914 (Ajax-Pickering, ON)
(355) 300-1914 >

greeting, call screening options, connecting message, audio while connecting, . (1 B T
hold music, and blocked call settings. e

Screening, Greeting
& Hold Music

(& Call Handling &
e Forwarding

swq  Messages &
B Notifcations

n Outbound Caller ID %/T ELUS

Phone System Users Call Log International Calling Tools v

< Back YAKIM YADEANS (Ext. 101)

Screening, Greeting & Hold Music
User Details

User greeting: ()
O on ® of
p 222

&"" Phones & Numbers

Set up call screening: (D

O on ® off
(2 I i O—-
& Hold Music R 9 o
® on O of

& Set Message Default >
p5¢  Call Handling & 0
» ) Fowvardmg Default Message: "Please hold while | try to connect you "

Audio while connecting: ©

Messages & X
= Notifications A Acoustic >

Music or Ringtone callers will hear while connecting

Set up hold music: @

u Outbound Caller ID @ on O o
Select Music Acoustic >
Blocked Calls >
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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.

m Outbound Caller ID

< Back
Create Ring Groups
Phones will ring
Sequentially D .

R

Incoming Call Information

Call Flip

\_)&
SN

®-

User Details

Phones & Numbers

Screening, Greeting
& Hold Music

Call Handling &
Forwarding

Messages &
Notifications

Outbound Caller ID

® .
~=7Z TELUS | Business
7 TELUS
Phone System Users Call Log International Calling Tools v
< Back YAKIM YADEANS (Ext. 101)
Call Handling & Forwarding
@
- Ater Hours Advanced
First ring
p 333
k\-' Phones & Numbers Smartphones On>
Then forward calls to:
Phone Active  Ring For D Move
@ Screening, Greeting p—
& Hold Music = "
one Number
wosie 7 TELUS
t,\\“ l(::all Ha;l;dling& Phone Number
orwarding Phone System Users Call Log International Calling Tools v
Work
Phone Number
Messages &
= :
“@aX  Notifications o

YAKIM YADEANS (Ext. 101)

Messages & Notifications
Take messages:
® Yes O MNo
Voicemail Greeting Default >

Message Recipient Ext. 101, YAKIM YADEANS >

Cancel Save >

View Messages >

Notifications >
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Outbound Caller ID.
Click Outbound Caller ID to view and edit the selected user’s outbound
Caller ID numbers.

® i
User Details
ha

522
\“- Phones & Numbers

@ Screening, Greeting
& Hold Music

\_,(‘ Call Handling &
» %W Forwarding

ooy Messages &
= Notifications

. m Outbound Caller ID

QOutbound Caller ID

Decide what phone number you want fo display as your Caller ID number for
outgoing calls. (D

By Feature
RingOut from Web

(888) 671-3202 - Toll-Free Company Number v

RingMe (Qutgoing to Caller)

(888) 671-3202 - Toll-Free Company Number v
Call Fiip
(888) 671-3202 - Toll-Free Company Number v

Alternate Caller ID

Not-specified v

Internal calls

~ Display my extension number for internal calis. (@

GCancel Save

~=7Z TELUS | Business
7 TELUS
Phone System Users Call Log International Calling Tools »
< Back YAKIM YADEANS (Ext. 101)
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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 Mobile solution.

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 1 of the 7
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.

=7 TELUS ‘ Business
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Call Log

The Call Log provides reports on inbound and : )
outbound calls and faxes for the company number { TELUS '
and specified extensions. Select the time period, Phone System Users Call Leg Inmational Cafling ™ Tools = &
type of call (inbound or outbound), blocked calls, or
recorded calls. You can have the call log delivered
to an email address daily, weekly, or monthly on
specified day.

@ KIM | (866) 652-4625 Ex1. 101 GetHelp  Log Qut

View: Simple | Detailed

Show Call Log records for:  (8) | Last 7 days | (O From: | 05082017 @ To | 05092017 T Show

Open Advanced Features

Phone number: Confacts Block Delete Download Purge + Page 1 3

. . Type Phone Number Mame Date / Time Action Result Length
ln the Type COlumn yOU Wl” See Icons for the (2] To: (757) 2550277 = Add Coniact Yesterday 8:49 AM VelP Call Call connected 00037
foIIowing types of calls: [ From: (760) 900-1916 @ Add Contset Sun 0S/07/2017 2:46 AM Phone Call Missed 0:00:39
[ From: 101 2 KIM DEANS Thu 05042017 3:32 PM Phone Call Missed 0:00:03
“ To: (416) 206-6341 '_: Add Contact Thu 05/04/2017 3:32 PM VolP Call Hang Up 0:00:05
‘k Inbound Call t Fram: 101 B KIM DEANS Thu DSM42017 12:18 PM Phone Call Voicemail 0:03:03
(1] From: (450} 390.0550  KIM DEANS Thu 05/04/2017 12:05 PM Phone Call Missed 0:00:32
2 (3] T (587) 315-6726 = User Admin Thu 051042017 1205 PM RingOut Mobde Call connected 0:00:32
‘ Outbound Call & From. (450} 390-0550 F KIM DEANS Thu 050472017 12:05 PM Phone Call Missed 0:00:00
(1] To: (587) 3156726 = Usar Admin Thu 05/04/2017 12:05 PM RingOut Mobile Hang Up 0:00:01
. [ From: (450} 390-0550 & KIM DEANS Thu 050472017 12.05 PM Phone Call Missed 00002

‘X Missed Call - _ .
1~ To: (587) 315-6726 [Z User Admin Thu 05/04/2017 12:05 PM RingQut Mobile Call connected 0:00:02
“ To: (365) 300-2155 Z Office seat Thu 05/04/2017 12201 PM RingOut Mobie Call connected 0:00:04
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International Calling '
To enable, disable, and VleW %’TE Lu s o @ KIM | (856) 652-4625 Ext. 101 GetHelp Log Out
international Ca"ing rates: Phone System Users Call Log International Calling Tools v L

1. From the Admin Portal, select the International

H C T Destination C: Cod
Ca"lng tab sty e eaipaton Loy o » Check International Calling Rates

Hawaii RegularMobile 1

olo

2. Options under International Calling are Alaska RegulariMobile ,
the following: @ Enatis Wiemationsl Caling
a. If international calling is not enabled, click
Enable International Calling to enable it.
b. If international calling is enabled, you can ;’t’f’ TELUS S IIERIeTsELYl Sy Laow
disable international calling completely by

Phone System Users Call Log International Calling Tools v 'S
clicking Disable International Calling.
3. View the countries international calling is available :"" :‘" . e S et G | G o
awaii egular/Mobile 1
to and the price for each country. Requiarobls 1 e
a. Use the alphabet at the top of the screen @ dump to ltiar @
ABCDEFGHIJKLMNOPQRSTUVWIXYZ Filter by. AN v
to jump to a list of countries that start with

Disabde International Calling

a specific letter.

Afghanistan ()

b. Sort by countries that are enabled or disabled obie P e o
by using the drop-down menu. Reguiar a
4. Turn calling to a specific country on or off by Atbania ©
Mobile
clicking the switch to the right of that country. i ©
You will see a white, vertical line with a navy ”5_ ©
blue background when the switch is in the “on” ey ) ) o ) e
position as shown in the image on the right. Reguar [
i a
:ﬂfosl;“e?h?ﬁd 3766 @
e a
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Tools

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

= Appearance
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Appearance .
Add your company logo to your TELUS Business Js

Connect online account, Voice Manager, for a o
custom look. Take one step further and link your
company logo to your company’s website for easy Call Log International Calling Tools »

navigation. o Appearance

To upload and link an image:
1. From the Admin Portal, select the Tools tab. Add a logo to your TELUS Business Connect™ Service Site Leamn maore

2. Click Appearance. Ugiosa 31030 9 o
| Boue | Acn

3. Click Browse to browse your computer for

image Taus png
an image to upload and select the file you R G
want to use. URL o o pp—————— e
4. Click Attach. P—
Ressl Appearance
5. Enter the URL that will be opened when a user
clicks on your image.
6. Click Submit. o
7. View your logo in the upper right corner of your ;{” TELUS S EaseTEdunR oo i‘f_m":’s
online account and test the URL by C”Cking on Phone System Users Call Log International Calling Tools » 8
the image.
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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.

=7 TELUS ‘ Business

~7 TELUS®

Sign In to TELUS Business Connect™

Direc:':, Fax or Main Number

Extension (Optional) 6]
Password

Forgot Password?

Or Sign In With

£ Email 5 Google ) Single Sign-on
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Manage Linked Accounts.
You can manage any number of accounts from the account

management portal. Each page in the portal can display up ~Z TELUS® {Logout
to 20 linked accounts, and different pages are identified by .
Manage Linked Accounts
page numbers. —
Search & Link Account
To add accounts to the portal: Manage all the TELUS Business Connect accounts that you have access to.
1. Click Link Account.
2 Enter the Creden“als Of the aCCOUnt (D Account Name ' Main Number Owner Ext. Service Status Z
3. Click LOg In. O Quebec Branch Office 2 (888) 511-9316 101 © Open | Unink
4. Repeat for each account to add.
(O Toronto HQ Office (800) 263-0945 101 Inbound Call (]
Outbound Call (]
To unlink an account: Desk Phones °
1. Select one or more account(s). -
2. Click Unlink Selected Account. Volee Manager °
. , Inbound Fax ©
3. The account is removed from the view. Subouie &

Last rafreshed on 5/9/2017, 5:18 pm

To edit the account name with descriptive text:
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.
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View Service Status.
The account management tool reports status for the

following services: ~7 TELUS" | Logout

= Inbound Calls
L] Outbound Ca”S Search & Link Account

Manage all the TELUS Business Connect accounts that you have access to.

Service Status is refreshed automatically every three

minutes. Service Status details and the date of the last [ Account Name Main Number Owner Ext. Service Status <
refresh are displayed when you hover. To manually refresh () Quebes Branch Ofice L o1 ° oo [ @O
the Service Status, select the Refresh icon. C
(O Toronto HQ Office (800) 263-0945 101 Inbound Call (]

Outbound Call (]
An abnormal Service Status results in the display of an error Desk Phones o
reason when you hover on the status. The following statuses o @
are reported: Voice Manager (]

Inbound Fax o

OutboundFax (]
@ Green: The service is available. .
© Yellow: There is an error related to the service.
@ Red: The service is unavailable.
() Grey: Service status has not been reported.
© 2017 TELUS Corporation. TELUS and the TELUS Business logo are trademarks of TELUS Intellectual Property. All other marks, logos, designs and otherwise are the
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