


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

Caller ID numbers.
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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.
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Call Log
The Call Log provides reports on inbound and 

outbound calls and faxes for the company number 

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 

to an email address daily, weekly, or monthly on 

specified day. 

In the Type column you will see icons for the 

following types of calls:

	Inbound Call

	Outbound Call

	Missed Call
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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.

	 b.	�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.
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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 

Connect online account, Voice Manager, 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.
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Appendix A: 

Multi-account Access



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.
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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 

to 20 linked accounts, and different pages are identified by 

page numbers.

To add accounts to the portal:

1.	 Click Link Account.

2.	 Enter the credentials of the account.

3.	� Click Log In.

4.	 Repeat for each account to add.

To unlink an account:

1.	� Select one or more account(s).

2.	� Click Unlink Selected Account.

3.	 The account is removed from the view.

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:

	 Inbound Calls

	 Outbound Calls

Service Status is refreshed automatically every three 

minutes. Service Status details and the date of the last 

refresh are displayed when you hover. To manually refresh 

the Service Status, select the Refresh icon.

An abnormal Service Status results in the display of an error 

reason when you hover on the status. The following statuses 

are reported:

		 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.
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