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Logging In

Welcome to FirstLight Commportal (Admin)

First

To log into your CommPortal, log in using the link below for your
region:

NH/ME/MA — https://myphone.bayring.com/bg
NY/VT — https://commportal.sover.net/bg CommPortal Web

Please log in below.

In the Number field, enter your 10-digit telephone number Number:
(with no dashes). o assword:
Enter the Password provided by your FirstLight

Representative.
If you have forgotten your password, please contact
customer support.
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Home Page

Business Group Admin Portal Premium AA -

Groups

Your home page gives you Groups
#wa Hunt Groups (MLHGs)

quick access to various settings. -
All Lines

2 Users

Access these settings by -+ Attt o e
clicking on the name within the B | e S
vertical blue menu or click on 1 s B

the green icon. A

»++ Short Codes
= Account Codes

& Edensions

L2 Call Analytics

Users Attendsnts Group Access Phones
o Music on Hold 2

++ Misc. Setfings Sernvices

Departments Short Codes Account Codes Extensions

Call Analvtics Music on Hold Misc. Settings

NOTE: Some of the features depicted within this guide may be different depending on your subscription level/ Seat Type. Return to Table of Contents
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Hunt Groups (MLHGS)

A Hunt Group (MLHG or Multi-Line Hunt Group) is a set of lines within a Business Group (members), so that calls to the group are passed to a non-busy member of the Hunt Group, or
may be added to a queue if all members are busy.

Business Group Admin Portal

Hunt Group Primary in Department: None

Groups
¥va Hunt Groups (MLHGs) Hunt Group Members Setlings
Main 1
-Primary Telephone Number Ext. Mame
-Secondary (603) 766 3614 109

Hunt Group Members
*Position. A hunt algorithm selects non-busy lines to be passed incoming calls. The order of the lines and the algorithm to use can both be changed.
°Logged in or out status. Users who want to temporarily remove themselves from the Hunt Group can log in and out as required, if they have been configured to allow this.

Hunt Group Primary in Department: None
Add Lines to Hunt Group

Hunt Group Pilots Settings
. . ) ) _ Select the lines by ticking the boxes and then click Add Selected. Lines added to this Hunt
Remove Selected Change Positions Add zingle line: m Group are allowed to loginflogout. When you add a line, it will inifially be logged out.
Department | FirstLight Training Room o
[ Position  Telephone Number Exdt. MName Department >
a1 (603) 766 3687 a7 Easy Aftendant Views All Actions ¥ [ ' Telephone Number Exiension Mame
a2 {603 766 6214 99 Terry Accession Mone Actions ¥ Search for . in any fiekd w
3 (603) 766 3683 83 Carmnen Viright Views All Actions ¥ O (207)344 1213 33 Training
D 4 5’E|:|3'| 786 0181 a1 ACD 81 Wiew All Actions ¥ O {207)358 7983 50 Accession 60
[ (603 766 0245 Ext 43 Wiewr All Actions ¥ O (207)358 7954 61 Accession 61
& (603 766 S067 a7 Faith Brooks Wiew All Actions ¥

po—

Return to Table of Contents
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Hunt Groups (MLHGS)

Call Distribution Algorithms
Hunt Group Primary in Department: None _ _ _ _ _ _ _
Linear - If a Pilot Number is called, hunting starts with the first MLHG Line and
Hunt Group Pilots Hunt Group Members continues through the list until a non-busy line is found. If a busy MLHG Line is dialed
directly and the Hunt on Direct Dialed Calls option is set to true, hunting starts with the

SUEEIEEE MLHG Line after the dialed number and continues to the end of the list until a non-
busy line is found. It does not start again from the beginning of the list.
This page shows the settings for the Multi Line Hunt Group. Hunting is applied to all calls to pilot numbers. Hunting Circular - If a Pilot Number is called, this is the same as Linear. If a busy MLHG Line
is optionally applied o direct-dialed calls to busy Hunt Group members. is called, this is the same as Linear except that once the end of the list is reached,
Sefiings e hunting will continue from the beginning of the list until a non-busy line is found.
Gall Distribution Algorithm LSiform (Longestidie) v Uniform (round r_obln) - If a Pilot Number is called_, hunting starts with the first .
\ number after the line that was selected by the previous hunt. When the end of the list
Maximum guaue length 20 is reached, hunting continues from the beginning of the list until it reaches the number
_ o Eii"t‘-ﬂll it started with. If a busy MLHG Line is dialed directly, and Hunt on Direct Dialed Calls
Maximum time in seconds that calls are queusd for 30 reutar is set to true, this is the same as Circular hunting.
Iz line hunting applied to direct-dialed calls? O
Iz the Pilot's information defivered as the Caller ID? =] Uniform (longest idle) - If a Pilot Number is called, or a busy MLHG Line is dialed
Ring each member for (secs) 1 d!rectly and Hunt on Direct Dialed Calls is s_et to _true, huntlr_lg s_tarts with the M!_HG
Line that has been idle for the longest. The idle time for a Line is calculated using the
If a member does not answer, do not call again for (secs) 18 end time of any incoming or outgoing calls to or from the Line, not just those allocated

by hunting. When an MLHG Line disables the Do Not Disturb call service, its idle time
is reset to zero.

Maximum queue length. The maximum number of calls that can be queued at one time. If queuing is not supported or the queue is already full, the caller
will receive the treatment specified by the Pilot or Direct Dial number that was called.

Is line hunting applied to direct-dialed calls? Specifies whether external calls directly to a line within the Multi Line Hunt Group receive Line Hunting
treatment if the line is busy. (Intercom calls, and external calls directly to a line with SIP Call Forking enabled, do not receive Line Hunting treatment
regardless of the setting of this field.)

Is the Pilot's information delivered as Caller ID? Specifies whether the Pilot that was called should be delivered as the caller ID. This can be used so
that, for example, a helpdesk receiving calls could know whether the "Helpdesk™ or "Accounts Inquiries” number had been called. Return to Table of Contents
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Call Pickup Groups

Call Pickup allows you to collect a call from any ringing phone that is in the same pickup group as you by dialing access code *11, if there were more than one phone ringing then
you would have no control over which call you collected. Groups can be created in CommPortal Manager — see below.

Business Group Admin Portal Premium AA -~

e— Call Pickup Groups in Department: | view a .
) ; A Call Pickup Group (CPUG) defines a group of Business Group Lines within which the subscribers can use Call
¥** Hunt Groups (MLHGs) Pickup to answer each other's incoming calls.
i+s Call Pickup Groups

Main Move selected fo; | Select department .

-Maine CPU

_SAles Delete Selected Add Group

-Test

-Training OO0 call Pickup Group Mame Murmber of Members Deparment

Search for...

L Users
) Aftendants 0 Main 3 Nane
121 Group Access O Maine CPU 2 Mone
I+ Phones O SAles 1 Miscellanous
Semvices O Test 2 Mone
# Depariments [0 Training 3 MNone

axe Shorl Codes

Return to Table of Contents
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Once logged in, you can manage individual lines within your
Business Group within the Users menu.

You can search for the line you are interested in based on
telephone number, extension number or name.

Enter the number or name you wish to find in the Search for...
input box, and the list of lines will automatically update to only
show lines that match. If you wish, you can restrict your search to
only match on a given field by using the drop-down to the right of
the search box.

NOTE: Some of the features depicted here may be different
depending on your subscription level/ Seat Type.

"Harness the with FirstLight’

Business Group Admin Portal

Users in Department:  viewas

Groups
¥4 Hunt Groups (MLHGs) Maove selecled b, Sedect depariment

i+ Call Pickup Groups

[] Telephone Number  Ext. Hame Department
Search for.. n any field
i Atlendants
sbe Group Access O (207 344 12 23 Training None Actions ¥
IB Phones O (2071 358 7933 60 Accession 60 Nione Actions ¥
Senvices [ (207) 358 7934 61 Accession 61 None Actions ¥
i1 Departments [ (603 766 0024 24 Accession 24 None Actions ¥
Sl [ (603 766 0181 81 ACD &1 FirsiLight Training Room Admin View All Actions ¥
1= Account Codes
O (603) 766 0248 Ext. 48 FirsiLight Tramning Room Admin Wiew All Actions ¥
4. BExensions
[ (503) TeE 0294 VIR Hione Actions W
' Call Analyfics
803 TEE 1371 Phil Demo None Actions ¥
o4 Mussic on Hold (% =
++ Mise. Setfings [0 (603) 766 15584 &8 Ext 33 View &ll Actions ¥
[ (603 766 3674 74 Ext. 74 View All Actions ¥
O (03 766 3652 g2 John Smith FirstLight Training Room Admin hew All Actions ¥
Wity indnadudl 3etings
Edit personal details
To access a user’s settings, click the Actions drop down and choose one of the following: Reset ne

Uriock accourld

View Individual Settings - B
Edit personal details — Change user name and Admin privileges.

Reset line - Used for when new user is required. Clicking this option will remove previous voicemails, reset
the voicemail to the tutorial and change the name to UNASSIGNED.

Unlock account — If a users tries to log into their account too many times, their account becomes disabled.

Return to Table of Contents
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Staff Changes / Voicemail Reset, Name Changes

There are two places where you change the user’s name from the Actions drop down

menu from the User’s page: Edit Personal Details

Edit Personal Details — This is where your dial by name directory pulls its information —
from. Requires first and last name. Heme P Bemd

Admin " Not an Administrator v

v

View Individual Settings — Call Settings — this field controls the name that is displayed
on internal extension to extension calls.

Phil Demo

{ Back Messages and Calls (1) Contacts

View Account Settings to change password:
Call Message  Notfications
Setlings Setirgs
. Change Password — User's CommPortal Password
Call Settings Change Call Services PIN — Used for Remote Activated Call Forwarding
Change Voicemail PIN — Changes VM pin
General
Caller transfer is not available a5 no operator number has been set for your business group. Personal Detalls Secunty
O withhald calier 1D when mak ng calls

v

Mary Smith Change Password

f not withheld, signal my name aEI' FirstLight I

Change Call Services PIN

[ Provide caller 10 for incoming calls Change Voicemail PIN

[ Provide caller name for incom ng calls

= Diisplay contact's name in call when disling extensions

|
Cpen in New Window

Please note that External Caller ID — Can only be changed by contacting FirstLight

Return to Table of Contents
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Attendants

Here you can manage your Easy and/ or Premium Auto-Attendants.

Business Group Admin Portal Premium AA -

Attendants in Department: viewai

St
Groups
«+4 Hunt Groups (MLHGs) Move selected to: | Select department . e
«+3 Call Pickup Groups
All Lines [ Telephone Mumber Exd. MHame Department
L Users Search fior... in any field o
v Attendants
[ (603} 7oG (069 FirstLight FirsiLight Training Room Admin View All Actions ¥
[ (603) 766 0188 Eazy Attendant View All Actions ¥
[ (603} 766 3687 a7 Eazy Attendant FirstlLight Training Room Admin View All Actions ¥
#h Depariments [ (603) 766 3825 28 Premium A4 FirsiLight Training Room Admin — View Al Actions ¥

a=s Short Codes

. T . . Eonl persanal delaity
Select View individual settings from the Actions drop down menu to
access your Attendant’s configuration.

FeEssl e

Uriiock account

Return to Table of Contents
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Easy Attendant

For more information on configuring your Easy Attendant, go to View Account Settings and Help.

Home Line Status
Please choose from the following help fopics.
Easy Attendant Call Settings
_ Turning Easy Attendant on/off

Line Status Schaculas

Your Easy Attendant is currently on. Turn OFF Recording
Introduction

Open Affendant Setfings
Easy Attendant is an automated receptionist service. When turned on, it answers your calls automatically, and offers your callers a list of
opt "} that you define. ¥You can allow your callers to listen fo messages (such 35 your opening times), to leave 3 message, or
to be transferred fo 3 real person. For example:
Welcome fo Bob's Tires. We are open for business nght now: To hear directions fo our siol rezz 1. To hesr our opening hours, press 2
r If you know the extension of the person you require, press 3. and then enter the exfenzion followed by the pound key. Or, for any other
Easy Attendant inguines please prezs 0

f you wish, you can offer your eallers different menus depending upon whether you are currently open or not. For example, when Bob's

¢ Back Tires is clogad, they might offer thiz menu instead:
Welcome fo Bob's Tires. Unforfunately we are cumently clozed. To hesr direcfions to our sfore, press 1. To hear our opening hours, prezs

Your Services 2. If you wizh fo lesve s mezzage, prezz 2, snd we will get back fo you sz zoon 52 possible.

Once you have told Easy Attendant the hours and days that you open, it will automatically play eallers the correct menu depending on

Llne Status winen they call.

Schedule Business Hours Menu Mon-Business Hours Menu Exiensions First time setup
Call Setfings Your Easy Attendant is currently on Choose whether to offer your callers different menus during business hours and outside of business hours. The first time you configure
) = IS SRy an. Ezsy Attendant. you will be askad to make this choica. If you have already been asked, and now wish to change your mind, ses

_ schedule/single menu modes before you follow the rest of these instructions.
] C Fm el r i - I wl 3 - + - = tur - . ol i 4
Business Hours Menu Optonaly, Configure 2 number to farwa d callers to while your Easy Attendant is turned o'f._ f you skip this step, then until you have

finished s=tting up the service, callers to your Easy Attendant will be played 2 message saying that the number is unreachable.

Schedule

o

Configure your @: e

s
#

i

during business hours. Configure the menu (or menus) that you wish to offer your callers.

Configure the menu your callers will hear
business hours

If you chose to offer the option to dial by extension or name, configurs the extensions your callers can dial.

Mon-Business Hours Menu If you chose to use diffierent menus during business hours and outside of business hours, configure your business hours.
:OF:IQ.JI'E ne menu your callers will hear
during non-business hours. {IN USE) Turn on Easy Attendant..

— Switch to using a single menu
—a-rﬁ Siop using your schedule - callers will always hear the same menu.

View Account Setiings )

Ope: New Window

Return to Table of Contents
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Premium Attendant

For more information on configuring your Premium Attendant, go to View Account Settings and Help.

FirstLight FirstLight Training Room Admin FirstLight FiFStLith Training Room Admin
Your Premium Attendant is currently on. Turn OFF

Your current pe s Al ol s, and callers are being playe 1
.r;s:\;‘ai:nfen::oc All other times, and callers are being played Llne Status FY

Schedule Menus Announcements Extensions Advanced

Configure your weekly schedule and halidays, so
that different menus can be played based on
time and day.

Activation Status A

Your Premium Attendant is currently

an.

Call Selfings Service Status

and callers are being played your

@

The configuration contains no errors.

Your Services

Define the menus that your callers will be
offered, and the actions they can choose from.

‘ M ‘ C

@

Record the announcements your caller will hear.

Manage the extensions your caller can transfer
fo.

Configure the advanced settings that apply
across all your menus.

v el 4l

v

View Account Settings B
Return to Table of Contents Open in New Window
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Phones

Phones Configuration

Each row in the table includes the following information for one Phone.

The MAC address that uniquely identifies the physical Phone.
The telephone number or Department that the Phone is assigned to. (Multiple phones can be assigned to the same telephone number or Department.)

Business Group Admin Portal Premium AA ~

] Once a phone is assigned to a line you can
Groups Phones in Depa rtment: | Vviewai Y manage and configure the profile for this Phone.

vz Hunt Groups (MLHGE)
&, Call Pickup Groups Select department 4 Change Phone Information
Al Lines

Enter number.. Description - Whether or not the Phone is

assigned to a line, and the line's telephone
number if so. If you wish to unassign the Phone
from a line altogether, simply uncheck the

A Users
i3 Aftendants Assign phones fo lines using the table below or manage your phone profiles.

24 (Group Access

Model MAC Address Description Assigned to Department ] . . -
checkbox in the Assigned to line? field.
Senvices 6037663685 in any field ¥
@i Departments
ves Shorf Codes JR o0o0sF279:33:45 VVX600 (603) 766 3685  View Al Actions ¥
:= Account Codes J@ oovosaF279BE9S VVx310 (603) 766 3685  View Al Change phone
5 . Change Phone
#. Bdensions Ja ooo0aFz7BET0A VVX 510 (603) 766 3685  View Al | Comfgure phone
‘: Gﬂl .ﬂnalytic:s ange the phone configuration an en clicl Iy
j& ooonerzs078:1C 00-:04:F2:80:79:1C (603) 766 3685  View All Actionz ¥ ange e pone confguration ane then el Appt
< Music on Hold 05 MAC Address: 0:04:F2:79:33:45
-+ Misc. Setfings J@ ooo04F2:85:4BB8 00:04:f2:35:4b-b8 (603) 766 3685  View All Actions ¥ seserpion xeon
? Help J@ ooo4F2CcRD40C 00:04:F2:CF-D4:0C (603) 766 3685  View All Actions ¥ Phons Modet
Assigned to Line? # ) T66 36
! Send Feedback i CCEF485CEI24  504G-Test (6503) 766 3685  View Al Actions ¥ ’ B

Phone authenticated at:

Return to Table of Contents
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Phones

Changing phone configuration

Model MAC Address Descriplion Aszzigned to Depariment

603TEE0245 in any field L J
l. 00:04:-F2:85:59:50 Tawn Demo (603) 7a6 0248 View All Actionzs ¥
ﬂ 00:04:F2:B5:24:04 00:04:F2:B5:24:04 (603) Tes 0243 View All Actionzs ¥
ja s4167F0EBDDS £4:16:7F:0E:8D:D5 (603) 766 0248  Wiew Al Change phone

Configure phone

Manage your phones

ja j=

Polycom VVX 400 Polycom VVX 411

Choose Edit under your phone model. Edit Edit

Return to Table of Contents
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Expand the Programmable Keys section or the Sidecar Key Capabilities section depending on where you want the programmed buttons to appear:

v Programmable Keys - Line
¥»Key Capabilities
*Key 1

wiKey 2

Soft key action Mone

NOTE: In the Programmable Keys section you only want to program keys 2 and higher. Key 1 is your extension so you don’t want to change that.

Enhanced Monitored Extension

The setting below (Enhanced Monitored Extension) shows you the activity of an internal extension. Light will be solid red when they are on the phone or on Do Not Disturb

(DND). The light will be flashing when they are receiving a call.

¥ Sidecar Key Capabilities
w Sidecar 1

wkKey 1 Glen Ward

Soft key action Enhanced Monitored Extension

Extension 109

Use Subscriber Name as Label @ ‘Yes - Requires the subscriber's full DN as the extension to monitor

® No
Label Glen Ward

Return to Table of Contents
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Phones

Speed Dials

This is the setting for speed dials. Simply enter the telephone number (as you would dial it).

vKey 26 Joe

*Soft key action Speed Dial v [
*Number @ 5185551212

“Label Joe

When finished, save changes on the bottom right.

< Expand all | Reset all to defaults | # Discard changes | «" Save changes

In order to pick up these changes, the phone must be rebooted in one of the following ways:

1.Press your Home key on your phone and navigate to Settings — Basic and then scroll down until you see the option to reboot/restart the phone.

2.Unplug the phone and plug it back in.

3.Do nothing and the phone will automatically reboot/ check for updates between the hours of 2am and 6am.

NOTE: If your phones are daisy-chained with your PC, your PC will lose network connectivity briefly while the phone reboots.

Return to Table of Contents
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Departments

Departments divide your Business group into separately-administrable groups. Business Group administrators can optionally be restricted so that they only have privileges to
administer lines within a given Department (and its sub-departments). Departments may be divided into sub-departments.

Lines, Attendants, Groups, Phones or Short Codes can all be placed into a department (or in the top-level Business Group-wide department) and moved between departments in
the pages relating to each of those items.

Department Configuration

Each row in the table shows the Department name and call limits. Department names are indented to show their hierarchy.

When deleting a Department, ensure that the Department is empty of Lines, Phones, Call Pickup Groups, Short Codes and other Departments - Departments can't be deleted
unless they are empty. Lines, Phones, Groups or Short Codes, can be deleted or moved into other Departments. Sub departments must be deleted.

Business Group Admin Portal Select department .

. =

v— Groups in Department: | viewa N ot Trining Room ————————_|
=roup Miscellanous

wvs Hunt Groups (MLHGS) Move selected to; | Select department S Dovmioad all Lines -
Training Department

&+ Call Pickup Groups Vizw Al
All Lines [ Telephone Mumber Ext. Hame Department N T
L Users Search for... in any field w
v Attendants - Wiew line settings
2 Group Access {6031 768 3600 Secondary pilot: Main 2 Hone Actions ¥ > Wiew group setiings
I3 Phones (6031 766 3614 109 Primary pilot: Mone Actions ¥ Edit personal details
Feset line
# Departments Unlock account

Return to Table of Contents
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Short Codes

A Short Code is a code specific to the Business Group or department that represents a (usually) external directory number or another code that can only be dialed within the
Business Group or department (for example a Call Service access code).

Short Codes may be either a single code or a range of codes. The telephone number or service access code that the Short Code maps to may be blank if not assigned yet.

Service Access Codes consist of a string of digits and may optionally start with a * or #.

Business Group Admin Portal Premium A4 -

Short Codes in Department: | view a y

Short codes allow your users to quickly dial common numbers. The table below shows the short codes currently in
operafion in the selected department.

Groups
#va Hunt Groups (MLHG=)
i+s Call Pickup Groups

Al Lines Move selected fo: | Select department B

: v s e
v Attendants
O Short Code Telephone Number or Service Access Code M

Edit Single Short Code

To edit thi= mapping, enter new short code and/or telephone

O 50 G03) THE 1000 None number values and click Save

O s5 &0y TEE 1000 Mone Short Code: 50
# Departments - — . I

[0 &6 603) 766 1000 Hone Telephone Mumber: (B03) 788 1000
a=+¢ Shord Codes

Depariment: Mone

Mote: When creating Short Codes, donotincludethe
. Cancel
External Line Code,

Forexample if youdial 9foran outside ling, you

= Account Codes

would notinclude that in your configuration.

918025551212
18025551212 Return to Table of Contents
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Account Codes

The Account Codes service allows you to log account codes of your choice against calls that you make by dialing the appropriate code when placing an outbound call.
The Account Codes service allows you to log account codes of your choice against calls that you make by dialing the appropriate code when placing an outbound call.

Business Group Admin Portal Premium AA -

— Account Codes
The administrator can add, s+ Hunt Groups { as) The following codes are available on all lines when account codes are validated. Individual lines may also have

. additional codes.

modify and delete account codes P
. s Call Pickup Groups

and change what requires one. : Edit List
Great care should be taken when | [Eaeiad
making change to this area as L Users Account Code Opfi
this will affect all lines in your
Business Group. If you wish to

1 Attendants Call types requiring an account tede

create a code under a specific Mational Operator

line, you must do so under the International Directory

LINES section. [ Local Carvier Dialed
Premium Rate [ Docal Business Group
Regional [ Other Bisiness Group

3 wcoount Codes
I; Uze validated account codes

4 Exdensions
\ Call Analytics Account code length: | 4 Edit List will show up if this box is checked.

& Music on Hold &2 Max incommect attempis before account blocked: | 10
«+ Misc. Seffings [ Call types may be ovemdden per ling
= I'EJ [ Account code length may be overridden per line

| Send Fesdback [ Lines may view business group account codes

Lines can view and change | their own validated account codes.

Consult the Help section for additional information on how to configure Account Codes.

Return to Table of Contents
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Extensions

Business Group Admin Porial Premium AA ~

Extensions

Extenzions allow your users to quickly dial other numbers in the Business Group. The fable below shows the
extensions currently in operation. Additicnally, to transfer calls to voicemail, prefix the extension with 5. L7

Groups
¥os Hunt Groups (MLHG=)
+2 Call Pickup Groups

N Delete Selecied Add Range
All Lines

Count of extensions: 17

L Users
L] Ext. Teleph Mumber
v Attendants e T
Search for...
O 108 (B03) 766 3614
O 12-13 (603) 766 3512 - (603) 766 3513
# Departments
O 23 (207) 344 1213
w«+ Shorl Codes
O 24 (603) 766 0024
= Account Codes o
, 0O 28-29 (603) 766 3828 - (603) 766 3829 Edit Single
& Edensions
; . 33 (207] 344 1133
L= Call Analytics = ) . )
n 38_139 (603) 766 0233 _ (603) 766 0239 To configure a single extension, enter the extension code and the
<= Music on Hold C5 telephone number, and then click Save.
i (| 60 - 61 (207) 358 7983 - (207) 355 7984
=+ Misc. Setfings )
Exension: &1
Telephone Number: (603) 766 0181

Return to Table of Contents
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Call Analytics

The Call Analytics page allows you to download a report of all calls made to or from lines in your Business Group or a particular department.

Once you have downloaded the report, you can open it in a spreadsheet application such as Microsoft Excel. The report includes the following fields:
« Date and time that the call was made.
* Whether the call was between two lines in your Business Group, from an external line into your Business Group or from a line in your Business Group to an external line.
* The calling number, and its extension and department if applicable.
* The called number, and its extension and department if applicable.
* Whether the call was answered.
* The length of the call.
* How long the caller was waiting for the call to be answered.
» Any account and carrier codes that were dialed to make the call.

Note that if you filter on department and your department was recently renamed, you will only see calls that were made since the renaming.

Business Group Admin Portal Premium AA ~
— Call Analytics
Dowmload CSW report of all calls to and from lines in your administraion domain.
#va Hunt Groups (MLHG=)
. Date Range:
v Call Pickup Groups
All Lines Start date: ! Call Types:
L Users .. .
T — End date: ] Ongmatmg — Calls made_/ Outbound
Terminating — Calls received/ Inbound
Department: Intra BG — Calls made between extensions
FirstLight Training Room “

i Doparimant Mate, the data will include the chosen depariment and all sub deparimenis.
partments

. e

i= Account Codes

& Edensions

L2 Call Analytics

Return to Table of Contents
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Music on Hold

Music On Hold (MoH)

FirstLight provides royalty free, classical instrumental music on hold by default. You have the option of uploading your own music or marketing announcement while
your callers are on hold. Select Music On Hold from Menu

NOTE: Playing music to callers on hold constitutes "public performance" of the music and therefore risks infringing the copyright of composers or artists. The music provided
by FirstLight is royalty free music. If you choose to change this, you must obtain appropriate licenses to play the material that you plan to use as on-hold music. In North
America, you can obtain these licenses at a reasonable cost from licensors such as Broadcast Music Inc (www.bmi.com) or the American Society of Composers, Authors and
Publishers (www.ascap.com). FirstLight and its affiliates do not accept any legal liability arising from copyright infringements associated with the use of on-hold music.

To Upload Own Music Music On Hold

Click on Resources tab

securiby mappings resources
ID Field: Choose a two-digit number for identifying and selecting the recording in the Global Media List
Telephone Admin Interface. It must be different from all other IDs in this list, but it can be the ID  Description Length
Same as a gIObaI resource ID. 84  Beach Party = Kevin MacLeod (incompetech.com) 50 seconds
85 Sugar Plum Fairies * Kevin MacLeod (incompetech.com) 106 seconds
Description: A brief description of the music or other recording so that you can identify it 83  Somewhere Sunny *Kevin MacLeod (incompetech.com) 114 seconds

Upload local resource file: Type the path of the .wav or .mp3 file that you want to add to
the local resources. Alternatively, click the Browse... button for a Choose file dialog box.

There are currently no local resources stored.

I Description Upload local resource file Actions

I Browse... I Add

Disk Used: 0.00 MB of 10 MB used.
Resources: 0 of 10 used.
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Music on Hold

Action: Choose one of the following actions:
Adding a new mapping
* Repeat — select if the initial resource (and the follow-up resource, if any) should be
continually repeated one after the other.

security | mappings resources
Directory

re= » Play Once — select if the initial resource is to be played once, and then the follow-
- Duration Actions

ket Initial resource Action Follow-up resource ’ . Point up resource repeatedly

802-861-2771 Repeat pevaiyinceod. stat Edit Delete

R = * Repeat - Initial interrupted — select if the initial resource is to be interrupted at
Directory number Initial resource Action Follow-up resource Start Point Duration Actions SpeCIfled |nterva|s by the fO"OW-Up resource (fOf example, mUSIC Iﬂtel’rupted at
(6023585051 E]  [Fens =] [Fepes =l =l [ intervals by an announcement).

1 of 5 mappings used

* Repeat - Follow-up interrupted - If the initial resource is to be played first and then
Note: If a ine has been recently added to or moved within this organization, then it may take up to to one business day for the change to affect Music On Hold. Interrupt the fOIIOW_up resource at SpeCIerd Intervals (for example’ an
announcement followed by music interrupted at intervals by the same
announcement).

* Follow-up Resource: Choose the music or other recording to be played second in
+ To add a new mapping, use the fields below the list of existing mappings as the sequence, if applicable.
follows, then click Add.
» Start Point: Choose Start to start playing a resource at the beginning, or Random

» Directory number: Select the telephone number to which this Music On Hold to start at a random point. If Action is set to Repeat or Repeat - Initial interrupted,
mapping will apply. this applies to the initial resource; otherwise it applies to the follow-up resource.

* Initial resource: Choose the music or other recording to be played as Music On » Duration: This field appears only if Action is set to Repeat - Initial interrupted or
Hold for this directory number. If two recordings are to be played, then choose Repeat - Follow-up interrupted.
the first recording in the sequence. » Specify the duration in seconds for which the interrupted resource should be

played between interruptions.
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Groups

#vs Hunt Groups (MLHGs)
&+ Call Pickup Groups
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«+ Misc. Setfings

"Harness the

Business Group Admin Portal

Misc. Settings

Mumber Blocks External Calls

Restricted Subscriber Messaging

[ Restrict subscriber-to-subscriber messaging outside of the Business Group.
Intemnal Operator Mumber

Business Group operator number:

Use Internal Exiensions

[ Display intemnal Business Group extensions rather than external directory numbers where possible.

Misc. Settings

Premium A& ~

Number Blocks

This tab shows any Number Blocks configured for the Business Group.
A Number Block defines a range of directory numbers used for Business
Group Lines in the Business Group.

The Number Block configuration is read-only and cannot be changed via
the web. If you wish to change any of the configuration, please contact
FirstLight.

External Calls
This tab shows any limits on external calls, together with the default carriers
that are used when making calls.

These settings are read-only and cannot be changed via the web. If you
wish to change any of the settings, please contact FirstLight.

Restricted Subscriber Messaging prevents the forwarding of voicemail messages to subscribers outside of the business

group. This applies to the whole business group.

Internal Operator Number sets the default operator number for the whole business group. This may be overridden for

individual departments.
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