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GETTING STARTED

Getting Started

Hello and welcome to the training for our End-User Portal. This portal will be
the one you use to manage your telephone services.

We created this portal to offer a greater range of tools allowing you increased
flexibility and functionality.

Requirements

Before we get started, there are a few requirements that we need to discuss.
First, since the End-User Portal is a web-based application, you are going to
need access to a supported web browser. Microsoft Internet Explorer, Apple
Safari and Mozilla Firefox are all examples of supported browsers.

Next, you will need to make sure you have your supplied username and
password.

First Login
If you have these two items, you are ready to begin. Open your web browser
and type the following in the browser’s address bar:

http://mydigitalservices.com

After pressing the ENTER key, you will be taken to a login screen similar to the
one shown here.

Login
Usemame
Password

| | Remember Me Until | Click Logout

-t

Enter your username and password in the fields provided and click “Login” to
proceed.




GETTING STARTED

If prompted to update email, enter your email address (see 1 in image 1.1) and

click submit (see 2 in image 1.1). Your email address will become your new
username.

-
Home Features E911 Call History Download Account Info

Account Information:

Customer No.:
323278

(required fields)
Name:

My Demo

Enter your email address below.
Street:

222 Chastain Meadows CT :
City: Your email: myemail@email.com o
KENNESAW Note: This will be your new username.

State: Submit 9
GA

2ip:

30144

Updated:
5/17/2016 4:20:53 PM

&

V)
Image 1.1
If this is the first time you have logged in, you will be taken to the page below.
( . B
Home Features E911 Call History Download Account Info
Account Information:
Customer No.:
323278 “{required fields)
Name:
My Demo
Street: The Federal Communications Commission has recently implemented a new ruling designed to
222 Chastain Meadows CT improve privacy and security for all telecommunications consumers’ Customer Proprietary
City: Network Information (CPNI). This code requires telecommunications providers to have their
= customers create a 4-digit CPNI code. This code will help us validate your identity protecting
KEMNNESAW £ : f :
your private information from unauthorized access.
State:
GA Please choose a 4-digit numeric code and enter it in the field below. The 4-digit numeric code
B should not consist of any significant pertion of your account number, telephone number, street
30')1‘44 address, zip code, social security number, date of birth, other account information, or easily
guessed string of digits.
Updated:
5/17/2016 4:20:53 PM Please make a record of the code you enter below as this CPNI Passcode will be used to verify
your identity when we provide support.
*4-digits CPNIL: o
Submit 9
= v
Image 1.2

This page will only be displayed one time and is a requirement from the Federal
Communications Commission (FCC). It allows you to create a 4-digit Customer
Proprietary Network Information (CPNI) number that is used in the protection of
your private information. Information will not be given out unless the requestor
has the CPNI number. Please create an easily remembered number in the
event you ever need access to your private information.

Enter your 4-digit number (see 1 in image 1.2) and then click Submit (see 2 in
image 1.2) to proceed.




GETTING STARTED

Next, you will be directed to the change password page where you will be
prompted to create a new password.

(

Home Features [ES11 Call History Download Account Info

Service Number:
[(470)336-3366 v
To choose = different number,

please select from the drop-
down.

Logon username: myemail@email.com (required fields)

Password should not consist of any significant portion of you name, family names, account
number, telephone number, street address, zip code, social security number, date of birth,
other biographical or account information, or easily guessed words or strings of digits.

Account Information:

" Customer No.:

AR, = The password length must be at least 6 characters.

Name: = The password must contain at least 1 number, at least 1 lower case letter, and at least 1
My Demo upper case letter.

Street:

222 Chastain Meadows CT

City: *Current password: I| |0
BENNECY “New password: 9
State: .

e *Verify password: 9
zip: submit (@)

30144

Updated:

5/17/2016 4:20:53 PM

Image 1.3

Enter the password you initially used to login in the “Current Password” field
(see 1 in image 1.3).

Create a new password and enter it twice, once in the “New Password” field
(see 2 in image 1.3) and again in the “Verify Password” field (see 3 in image
1.3).

When ready, click “Submit” (see 4 in image 1.3) to complete your login.

Note: You will only have to follow these steps once, the first time you log into
the system. This must be done for each account allowed to log into the system.




GETTING STARTED

Finally, a page similar to image 1.4 will load, and you will be asked to use the
new login credentials you have just created in order to login.

-
Home Features E911 Call History Download Account Info International Rates
Login Help

Forgot Password?

Announcement
Notice: By default, outbound international calling for all business and residential phone
services is disallowed. If you do not plan to place interpational calls, then ne action is
required. If you wish to place international calls, please contact your local office. Please
note that you will be billed for international calls on your normal monthly bill in arrears
so it may take 1 or 2 billing cycles for the charges to appear. If you use a calling card to
place international calls, it is not necessary to activate international calling. Thank you.

Please login into your account using your username and password.

Username: c'
Password: g'
. o] @

Image 1.4

1 — Enter your username.

2 — Enter your password.

3 — Click "Login."




ONLINE FEATURES MANAGEMENT

Feature Management

After login, the End-User Portal’s start page will load. This homepage is also
the page for managing features online (see image 2.1).

-

~
Home Features E911 Call History Download Account Info

Service Number:
| (470)336-3366 v |
To choose a different number,
please select from the drop-
down.

Phone Number: (470)336-3366 (required fields)

Basic Features Click on the left panel to update features.
Advanced Features

Voicemail Management

Logoff
\DQ

Image 2.1

The page is made up of several sections.
* The navigation bar — allows you to click links to quickly move between

various tasks performed via the portal. Each will be discussed in this
document. (See image 2.2)

Home Features E911 Call History Download

Account Info
|

Image 2.2

The service numbers dropdown list — allows for the selection of the
telephone number you wish to manage. (See image 2.3)

s ™

Service Number:

(470)336-3366 i

To choose a different number,
please select from the drop-
_down.

Image 2.3

Direct Feature Access Links Sidebar — allows you to move directly to the
feature set you wish to manage or edit. (See image 2.4)

Bacic EEatirre Click on the left panel to update features.
Advanced Features

Voicemail Management

Image 2.4

Note: Clicking on either the home link or the features link on the navigation bar
will return you to the features page.




BASIC FEATURES

Basic Features

To access basic features, click on the item labeled “Basic Features” in the
direct feature access links located on the left side of the homepage. The Basic
Features page will load as shown in image 3.1.

Home  Features E911 Call History Download Account Info

Service Number:

[(470)336-3366 v

To chaose a different number, Phone Number: (470)336-3366
please select from the drap-
down.

Bicic Eratice ! Click on the left panel to update features.

Automatic Callback - Off

Anonymous Call
Rejection - Off

Call Forwarding Always -
Off

Call Forwarding Busy -
Off

Call Forwarding No
Answer - Off

Call Forwarding Not
Reachable - Off

Call Forwarding Selective
- Off

Calling Line ID Delivery
Blocking - Off

Calling Mame Retrieval -
On

Call Waiting - On

Connected Line
Identification Restriction
- Off

Do Not Disturb - Off

Image 3.1

On this page you can view, edit and manage each of your subscribed basic
services. Your list may vary depending on your subscription. If you have any
questions about your features, please contact customer service for further
information.




AUTOMATIC CALLBACK

Automatic Callback

The purpose of Automatic Callback is to allow you to request notification when
a busy line becomes available. A distinctive ring will be used to notify you when
the other party is available. This feature is set to OFF in this example.

Refer to Image 4.1 for the instructions on managing this feature:
1 — Click the Automatic Callback link to open the feature’s page.

The following page will load:

~
Home Features E911 Call History Download Account Info
Service Number:
Phone Number: (470)336-3366 (required fields)
Allows you to request notification when a busy line becomes available. A distinctive ring will be
Basic Features. used to notify you when the user is available.
Automatic Callback - 0 Automatic Callback: © on ® off
off
Anonymous Call
Rejection - Off e PR
Call Forwarding Always -
\_off v
Image 4.1

2 — Enable or disable feature by selecting the “On” or “Off” radio button.
3 — Click “Apply” when finished.

You will be presented with a message confirming your selection has been
applied.

@ Automatic Callback has been successfully updated.




ANONYMOUS CALL REJECTION

Anonymous Call Rejection

Anonymous Call Rejection allows you to reject calls from anonymous callers,
which are callers who have blocked their number from being displayed. Only
deliberate anonymous numbers are rejected. Callers whose numbers are
unavailable are not rejected. Callers that are rejected will be informed you are
not accepting calls from unidentified callers. Your phone does not ring and you
do not receive any indication a call was placed to your number.

Refer to Image 5.1 for the instructions on managing this feature:

1 — Click the Anonymous Call Rejection link to open the feature’s page.

The following page will load:

(Service Number: R
(470)336-3366 v |
To choose a different number, Phone Number: (470)336-3366 *(required fields)
please select from the drop-
down.
Anonymous Call Rejection allows you to reject calls from callers who have blocked the display
Basic Features of their number. Only deliberate anonymous numbers are rejected. Callers whose numbers are
- - unavailable are not rejected. Callers that are rejected are informed that you are not accepting
Autematic Callback - OF calls from unidentified callers. Your phone does not ring and you do not receive any indication
that they called. However, this does not apply to calls within your group.
Anonymous Call 0
Rejection - Off -
e M UL N Anonymous Call Rejection: © g ® off
Call Forwarding Always - 9
off
Call Forwarding Busy - e
off pply
Call Forwarding No
Answer - Off
- v
Image 5.1

2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Click “Apply” when finished.

You will then receive a confirmation notice similar to the one shown below.

@ Anonymous Call Rejection has been successfully updated.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALL FORWARDING ALWAYS

Call Forwarding Always

Call Forwarding Always allows you to forward your incoming calls to a different
phone number, such as your home office or cell phone. You can also make your
primary phone emit a short ring burst, called a “Ring Reminder,” to inform you
when the call received is a forwarded call. This is important when you have
forgotten the service is turned on and you are at your primary phone waiting to
receive calls.

Note: The phone number where you forward your calls must be permitted by
your outgoing calling plan.

You can also set the phone number to forward using the voice portal or by
using the appropriate star code on your phone.

Refer to Image 6.1 for the instructions on managing this feature:
1 — Click the Call Forwarding Always link to open the feature’s page.

The following page will load:

fsenri(e Number: R
(470)336-3366 i
o chooss = different numbar, Phone Number: (470)336-3366

please select fram the drop-
down.

*(required fields)

Call Forwarding Always allows you to forward all your incoming calls to a different phone

Basic Features number or SIP-URI, such as your home office or cell phone. You can also make your primary
- “  phone emit a short ring burst to inform you if you are next to your phone when the call is
toratc Callbadk —art forwarded by using the Ring Reminder. This is important when you have forgotten the service is
turned on and you are at your primary phone waiting to receive calls. Note that the address
:ﬂ_wnimuusocffa” (phone number or SIP-URI) you forward your calls to must be permitted by your outgoing
ejection -

calling plan. You can also set the phone number or SIP-URI to forward to using the voice portal
. or on the phone using the feature access code.
Call Forwarding o

Always - Off

Call Forwarding Always: O o @ off 9
e‘calls Forward to this phone number: | |

Call Forwarding Busy -
off

Call Forwarding No 9 ) Play Ring Reminder when a call is forwarded
Answer - Off

call Forwarding Not
Reachable - Off

Q-
Call Forwarding Selective

Image 6.1 1

2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Enter the number of the telephone where you would like all calls to be
forwarded.

4 — Select the box labeled “Play Ring Reminder” if you wish to hear a ring
reminder when a call is forwarded.

5 — Click “Apply” when finished.
Once applied, you will receive the following message:

@ CcCall Forwarding Always has been updated successfully.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALL FORWARDING BUSY

Call Forwarding Busy

Call Forwarding Busy allows you to forward all of your incoming calls to a
different phone number if your phone is currently busy. Use this service when
you would rather have a cell phone or another phone line receive the call
instead of the call being sent to your voicemail when the line is busy. You can
also set the phone number to forward to using the appropriate star code.

Refer to Image 7.1 for the instructions on managing this feature:
1 — Click the Call Forwarding Busy link to open the feature’s page.
The following page will open:

-~

Home Features E911 Call History Download Account Info

Service Number:

(470]33673366_ v

To choose a different number,
please select from the drop-

Phone Number: (470)336-3366

*{required fields)
down,

or SIP-URI if your phone is currently busy. Use this service when you would rather have a

Rt ae Callb ek~ o box. Note that the address (phone number or SIP-URI) you forward your calls to must be

permitted by your outgoing calling plan. You can also set the phone number or SIP-URI to
Anonymous Call forward to using the feature access code.
Rejection - Off

g#‘ Forwarding Always - call Forwarding Busy: ) pn ® off 9

*Calls Forward to this phone number: |9
Call Forwarding Busy
off

Call Forwarding No

Call Forwarding Busy allows you to forward all your incoming calls to a different phone number
Basic Features

secretary or co-worker receive the call instead of the caller being sent to your voice messaging

Answer - Off 9 Apply

Image 7.1

2 — Enable or disable feature by selecting the “On” or “Off’ radio button.

3 — Next, enter the telephone number where the calls should be forwarded.

4 — Click “Apply” when finished.

Once your changes have been made, you will receive the following
confirmation:

© call Forwarding Busy has been updated successfully.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALL FORWARDING NO ANSWER

Call Forwarding No Answer

Call Forwarding No Answer allows you to forward all of your calls to a different

phone number when you do not answer your phone Use this service when you

would rather have a cell phone or another phone line receive the call instead of
the call being sent to your voicemail when the call is not answered in time.

Refer to Image 8.1 for the instructions on managing this feature:
1 — Click the Call Forwarding No Answer link to open the feature’s page.

The following page will load:

S

M Features ES11 Call History Download Account Info 1
Service Number:
(470)336-3366 |

To choose = differant number, Phone Number: (470)336-3366 (required fields)
please select from the drop-

down.

Call Forwarding Ne Answer allows you to forward all your calls to a different phone number or

Basic Features SIP-URI when you do not answer your phone. Use this service when you would rather have a

- secretary or co-worker receive the call instead of the caller being sent to your veice messaging
Automatic Callback - Off box if you miss a call.

Anonymous Call )

Rejection - Off 9 Call Forwarding No Answer: () gn @ off

Call Forwarding Always - 9 *Calls Forward to this phone number:|

it eNumbEr of rings before forwarding: O ppne @2 ©3 Og ®s5 Op

Call Forwarding Busy -

Off

Call Forwarding No o

Answer - Off 6 Apply

Image 8.1

2 — Enable or disable feature by selecting the “On” or “Off” radio button.
3 — Enter the telephone number where calls are to be forwarded.
4 — Select the desired number of rings before the call is forwarded.

5 — Click apply when finished.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALL FORWARDING NOT REACHABLE

Call Forwarding Not Reachable

Call Forwarding Not Reachable is a great feature to use as a part of a disaster

recovery plan. In the event of a service interruption, this feature forwards calls
to the phone number you designate.

Refer to Image 9.1 for the instructions on managing this feature:

1 — Click the Call Forwarding Not Reachable link to open the feature page.

The following page will load:

(5ervi(e Number: ) } D

(470)336-3365 v

To choose a different number, Phone Number: (470)336-3366 (required fields)
please select from the drop-

down.

Call Forwarding Not Reachable automatically forwards your incoming calls to a phone number
of your choosing, when activated, if the device your phone is connected to loses contact with
our Digital Woice System. Note that the phone number you forward your calls to must be

Basic Features

Nutmabe ealbak O permitted by your outgoing calling plan.

Anonymous Call

Rejection - Off 9 Call Forwarding Not Reachable: O on ® off

Call Forwarding Always - 9 *Calls Forward to this phone number: | |
Off

Call Forwarding Busy -
Off

(B
Call Forwarding Mo

Answer - Off

Call Forwarding Not
\ Reachable - Off

Image 9.1

2 — Enable or disable feature by selecting the “On” or “Off” radio button.
3 — Enter the telephone number where calls should be forwarded.

4 — Click “Apply” when finished.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALL FORWARDING SELECTIVE

Call Forwarding Selective

Call Forwarding Selective provides more configurable options to customize the
call forwarding experience.

Call Forwarding Selective allows you to forward specific calls matching pre-
defined criteria to a different phone number. For example, use this service

to forward calls from work, a family member, or close friends to your cell
phone. The call forward selective feature can be configured for up to 12 phone
numbers or digit patterns, and can include specified time schedules. For any
call to be forwarded to the designated number, all criteria (phone number, day
of the week and time of day) must apply to the caller. If the call does not match
the pre-defined criteria, the call will be handled as normal.

Refer to Image 10.1 for the instructions on managing this feature:
1 — Click the Call Forwarding Selective link to open the feature page.

The following page will display:

Service Number: )

|#70)336-3366 v

To choosa a difierent rumber,  Phone Number: (470)336-3366 (required fields)
please zzlect from the drop-
down.

Call Forwarding Selective allows you to forward specific calls matching your pre-defined criteria

Basic Features to a different phone number or SIP-URIL. Use this service to forward calls from your manager, a
family member, or an important customer to your cell phone, alternate business phone, or

e T A home phone. The criteria for each Call Forwarding Selective entry can be a list of up to 12
phone numbers or digit patterns and a specified time schedule. All criteria for an entry must be

Anonymous call satisfied for the call to be forwarded (phone number and day of week and time of day). If the

Rejection - Off call is not forwarded, the call continues as if this service was not turned on.

8:;' Eepciiing ahavers Call Forwarding Selective: © on  ® off

cotrorvardng sy - (@)D Call orwardtophone number stpuRi [ |
Off

9 U play Ring Reminder when a call is forwarded
call Forwarding No
Answer - Off

Description Time Schedule Calls From

Call Forwarding Not
Reachable - Off Mo Entries Present

Call Forwarding

Selective - Off Apply
Calling Line ID Delivery
Blocking - Off

Description: |

Selected Time Schedule: [Every Day All Day *

Calling Name Retrieval -
On

call Waiting - On

Connected Line Forward to:
Identification Restriction
off @® Use Default Forward phone number

© Do not forward
External Calling Line ID

Delivery - On

Internal Calling Line 1D Calls from:

iy 0T ® Any phone number
Speed Dial 8 © Following phone numbers:
Speed Dial 100 U Any private number

) Any unavailable number

Advanced Features .
Specific phone numbers:

Voicemail Management

Logoff

Image 10.1
2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Enter the telephone number where calls are to be forwarded.

4 — If you would like a ring reminder to play when the feature is active, place a
check in “Play Ring Reminder when a call is forwarded.”

Continued on following page.




CALL FORWARDING SELECTIVE

(" Calling Line 1D Delivery N

Blocking - Off “Description: [

Calling Name Retrieval - .

On 9 Selected Time Schedule: |Every Day All Day ¥ |

Call Waiting - On

Connected Line Forward to:

Identification Restriction

- Off ® uUse Default Forward phone number

RS D S aR ! Forward to another phone number: |

) Do not forward

External Calling Line ID

Delivery - On

Internal Calling Ling 1D 9 eai=rm:

Bty 0T ® Any phone number

Speed Dial 8 & Following phone numbers:

Speed Dial 100 U Any private number

U Any unavailable number
Advanced Features o
= Specific phone numbers:
Voicemail Management
Logoff
Ol =
- y
Image 10.2

If this is your first time to use Call Forwarding Selective, you will also need to
set up the information in the lower section (see image 10.2). Refer to image
10.2 for the instructions below:

1 — Provide a description for these rules. We suggest making it something that
relates to the schedule (for example, “Weekends”).

2 — Choose a time schedule from the dropdown list.

3 — Choose a forward to option. Here you can choose to use the default
number, designate another number or choose the do not forward
option.

4 — Select the “Calls from” option you wish to implement.

5 — Enter the number(s) for which this rule applies. (This is only applicable if
you choose “Following phone numbers” in the “Calls From” option).

6 — Click “Add” to save the rule just created.
To configure additional rules, repeat steps as needed.

Image 10.3 is an example of what is displayed when a call forwarding selective
rule has been added. This image will be the reference for the following steps.

I i E j i )
Call Forwarding Always Call Forwarding Selective: (O g  ® off

Off
o Default Call Forward te phone number / SIP-URI: m

Off [ play Ring Reminder when a call is forwarded

Call Forwarding Mo
Answer - Off

Time Schedule Calls from

Active Description

] All calls

Call Forwarding Mot Weekends Every Day All Day

Reachable - Off

Call Forwarding
Selective - Off

L

@ Added.

Image 10.3

1 — To update an existing call forwarding rule, click “Edit."

2 — Click “Apply” when finished to activate changes.




CALLING LINE ID DELIVERY BLOCKING

Calling Line ID Delivery Blocking

Calling Line ID Delivery Blocking allows you to block your number from being

displayed in the receiver’s caller ID display. The only options for this feature are
to turn it on or off.

Refer to Image 11.1 for the instructions on managing this feature:

1 — Click the Calling Line ID Delivery Blocking link to open the feature page.

The following page will load:

( Service Number:
(470)336-3366 _ v

To choose a different number, Phone Number: (470)336-3366

please select from the drop-
down.

(required fields)

Calling Line ID Delivery Blocking allows you to block your number from being shown when
calling other numbers. Members of your group can still see your number when they are called.

Basic Features
| — You have the choice of turning it on or off for all calls and then selectively turning it back on or

Automatic Callback - GFf off using the feature access codes.

Anonymous Call . ) )

Rejection - Off Block Calling Line ID on Outgoing Calls: O gn @ off 9
Call Forwarding Always -

Off

Call Forwarding Busy -

@ Apply
off

Call Forwarding No
Answer - Off

Call Forwarding Not
Reachable - Off

Call Forwarding Selective
Off

Calling Line ID
Delivery Blocking - Off

Image 11.1 1

2 — Enable or disable feature by selecting the “On” or “Off’ radio button.

3 — Click “Apply” when finished.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CALLING NAME RETRIEVAL

Calling Name Retrieval

Calling Name Retrieval is a feature that looks up the name of a caller in an
external database when the name is not otherwise available to display. This is
helpful to identify callers when using the CommPilot Call Manager, a phone that
displays calling line identification information or other call clients. This feature

is primarily for businesses and should generally be left on for residential voice
customers (default is on).

Refer to Image 12.1 for the instructions on managing this feature:

1 — Click the Calling Name Retrieval link to open the feature page.

The following page will load:

(“Service Number:

(470)336-3366 v

To choose a different number, Phone Number: (470)336-3366
please select from the drop-
down.

(required fields)

Calling Mame Retrieval looks up the name of a caller in an external database when the name
Basic Features did not arrive with the original call. This is helpful to identify callers when using the CommPilot
— Call Manager, a phone that displays CLID information, or other call clients.

Automatic Callback - Off

Anonymous Call Enable Calling Name Retrieval: ® g O off 9
Rejection - Off

Call Forwarding Always -
Off

9 Apply
Call Forwarding Busy -

Off

Call Forwarding Mo
Answer - Off

Call Forwarding Mot
Reachable - Off

Call Forwarding Selective
- Off

Calling Line 1D Delivery
Blocking - Off

Calling Name o
L Retrieval - On

Image 12.1

2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Click “Apply” when finished.




CALL WAITING

Call Waiting

Call Waiting is a feature that notifies you when you have an incoming call when
you are already on another call.

Refer to Image 13.1 for the instructions on managing this feature:
1 — Click the Call Waiting link to open the feature page.

The following page will load:

(‘Service Number: - h
(470)336-3366 X
To choose a different number, Phone Number: (470)336-3366 (required fields)

please select from the drop-
down.

— Call waiting allows you to receive another call while you are on the phone. You can turn it on or
Basic Features off for all calls and then selectively turn it back on or off using the feature access codes.

Automatic Callback - Off 9 Call Waiting: @ gn O pff

Anonymous Call 9 @ b 3 . 2 b
Rejection - OFf | Disable Calling Line ID Delivery on Call Waiting

call Forwarding Always -
off

call Forwarding Busy - 9 Apply

off

all Forwarding No
Answer - Off

Call Forwarding Not
Reachable - OFf

call Forwarding Selective
- Off

Calling Line ID Delivery
Blocking - Off

Calling Name Retrieval -
on

L Call waiting - On 6

Image 13.1

2 — Enable or disable feature by selecting the “On” or “Off’ radio button.

3 — Check “Disable Calling Line ID Delivery on Call Waiting” if you do not want
to see incoming caller ID.

4 — Click “Apply” when finished.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




CONNECTED LINE IDENTIFICATION RESTRICTION

Connected Line Identification Restriction

Connected Line Identification Restriction allows you to block your number from
being displayed to the party you are calling.

Refer to Image 14.1 for instructions on managing this feature:

1 — Click the Connected Line Identification Restriction link to open the feature
page.

The following page will load:

~ —
Service Number:

(470)336-3366 v |

To choose a different number, Phone Number: (470)336-3366 *(required fields)
please selact from the drop-
down.

Connected Line Identification Restriction allows you to block your number from being shown
when receiving a call. Members of your group can still see your number when they call you.
You have the choice of turning it on or off for all calls and then selectively turning it right back

Basic Features

Adtiatic Callback - O on or off using the feature access codes.

Anonymous Call » % . 2o

Rejection - Off Enable Connected Line Identification Restriction: © gn ® off 9
Call Forwarding Always -

off

Call Forwarding Busy -

e Apply
off

Call Forwarding No
Answer - Off

Call Forwarding Mot
Reachable - Off

Call Forwarding Selective
- Off

Calling Line ID Delivery
Blocking - Off

Calling Name Retrieval -
On

Call Waiting - On

Connected Line
Identification o
Restriction - Off

-

Image 14.1
2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — Click “Apply” when finished.




DO NOT DISTURB

Do Not Disturb

Do-Not-Disturb allows you to send your calls directly to your voice messaging
box without first ringing your phone. In addition, you can make your primary
phone emit a short ring burst to inform you when the call is being sent to voice
messaging by using the Ring Reminder. This is a useful reminder in case you
have forgotten the service is turned on and you are at your phone waiting to
receive calls.

Refer to Image 15.1 for instructions on managing this feature:

1 — Click the Connected Line Identification Restriction link to open the feature
page.

Service Number: 2 . B
(470)336-3366 bl
To choose a different number, Phone Number: (470)336-3366

pleaze selact from the drop-
down.

(required fields)

Allows you to send your calls directly to your voice messaging box without ringing your phone.

Basic Features In addition, you can make your primary phone emit a short ring burst to inform you when the
E = call is being sent to voice messaging by using the Ring Reminder. This is important when you
bt Calback O have forgotten the service is turned on and you are at your phone waiting to receive calls.
Anonymous Call .
Rejection - Off 9 Do Not Disturb: O gn @ off
Call Forwarding Always - ) play Ring Reminder when a call is forwarded
Off

Call Forwarding Busy - .
Off

o
Call Forwarding No
Answer - Off

Call Forwarding Not
Reachable - Off

Call Forwarding Selective
off

Calling Line ID Delivery

Blocking - Off

Calling Name Retrieval -
on

Call Waiting - On

Connected Line
Identification Restriction
- Off

\__Do Not Disturb - Off 0

Image 15.1

The following page will load:
2 — Enable or disable feature by selecting the “On” or “Off” radio button.

3 — If you would like to be notified any time you receive a call when do not
disturb is active, check “Play Ring Reminder when a call is forwarded.”

4 — Click “Apply” when finished.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.




EXTERNAL CALLING LINE ID DELIVERY

External Calling Line ID Delivery

External Calling Line ID Delivery is a business level feature available by default

to all users. The default setting is “On” and is the recommended setting for all
residential customers.

Image 16.1 is shown just for reference.

fs = R
Service Number:

(
To choose a different number, Phone Number: (470)336-3366

please select from the drop-
down.

(required fields)

External Calling Line ID Delivery allows the Calling Line name and number for callers from

Basic Features outside your group or enterprise to be displayed. On assignment the Connected Line
_  — Identification Presentation service acts as overlay service for the External Calling Line ID
Aisiiatic Callhack S DfF Palivgry. The Connected Line Identifi(atiunl Presentation alluws‘ yuultu see thel connected line
identity of the called party. The on/off setting for External Calling Line ID Delivery also controls
Anonymous Call the Connected Line Identification Presentation service.

Rejection - Off

g:f” Fofwalding Alaye Enable External Calling Line ID Delivery: ® gn O off

Call Forwarding Busy -

off

Call Forwarding No Apply
Answer - Off

call Forwarding Not

Reachable - Off

Call Forwarding Selective
- off

Calling Line ID Delivery
Blacking - Off

Calling Name Retrieval -
On

Call Waiting - On
Connected Line
Identification Restriction
- Off

Do Mot Disturb - Off

External Calling Line
\__ID Delivery - On

Image 16.1

Internal Calling Line ID Delivery

The Internal Calling Line ID Delivery is a business level feature available by
default to all users. The default setting is “On,” which is the recommended
setting for all residential customers.

Image 17.1 is shown just for reference.

@ N
Service Number: i

|(470)336-3366° v |
To choose 2 different number, Phone Number: (470)336-3366

*(required fields)
please select from the drop-
down.

Internal Calling Line ID Delivery allows the Calling Line name and number for callers from

Basic Features inside your group to be displayed. On assignment the Connected Line Identification Presentation
= service acts as overlay service for the Internal Calling Line ID Delivery. The Connected Line
Aniomatic Callbatk 2O Idantifi(ati‘un Presentation allulws you to see .tha connected line identity of the (gilled party. The
on/off setting for Internal Calling Line ID Delivery also controls the Connected Line
Anonymous Call Identification Presentation service.

Rejection - OFff

;?f” EoReE M ARRIER Enable Internal Calling Line ID Delivery: ® on O off

Call Forwarding Busy -
off

Call Forwarding No
Answer - Off

Call Forwarding Not
Reachable - Off

Call Forwarding Selective
- off

Calling Line ID Delivery
Blocking - Off

Calling Name Retrieval -
on

call Waiting - On
Connected Line
Identification Restriction
- Off

Do Not Disturb - Off

External Calling Line ID
Delivery - On

Internal Calling Line
\__ID Delivery - On

Image 17.1




SPEED DIAL

Speed Dial

Speed Dial 8 and Speed Dial 100 both allow you to set up to 8 or 100 speed
dial numbers, respectively, that can be called with the push of a button. This is
how the 2 Speed dial options are used:

* To use Speed Dial 8, enter the speed dial number and press # or wait.

* To use Speed Dial 100, press # and enter your speed dial number. You can
also program your speed dial using your phone and the appropriate star
code.

Note: this feature contains telephone instructions in the appendix of this
document. Refer to the table of contents for an exact page reference.

SPEED DIAL 8

Refer to Image 18.1 for instructions on managing this feature:
1 — Click the Speed Dial 8 link to open the feature page.

The following page will load.

~
Home Features E911 Call History Download Account Info
Service Number:
(470)336-3366 |
To chooss a different numbsr, Phone Number: (470)336-3366 (required fields)

please select from the drop-
down.
Speed Dial allows you to set up to eight speed dial numbers that can be called with the push of
Basic Features a button. Enter the number as you would normally dial it and then just hit that number on your
= - touch pad to call it. You can also program your speed dial using your phone and the star code
Automatic Callback - off _for Speed Dial.

Anonymous Call

Rocaan ~Of Speed Dial Phone Number 3 [P

Call Forwarding Always - B 16 ]

off 2 586321454 om

£ foaiug o o pseges2223 | | Bones. ]

Call Forwarding No 4 [2236547896 | | [Engleburt Humperdink ]

Answer - Off

call Forwarding Not 5 [ {1 |

Reachable - Off ‘ i ‘

&

Call Forwarding Selective

“of 7 [ Il |

Calling Line 1D Delivery

Blocking - Off 8 [ 1 |
\ Il |

Calling Name Retrieval -
on

Call Waiting - On

Connected Line

Identification Restriction
- Off 6 Apply

Do Not Disturb - Off

External Calling Line 1D
Delivery - On

Internal Calling Line ID
Delivery - On

\__Speed Dial 8 a

\

Image 18.1

2 — The numbers in this column are the available Speed Dial numbers.

3 — Enter the telephone number(s) you would like to add to speed dial in the
“Phone Number” column.

4 — Enter the name of the person or business in the name column “Name”
column.

5 — Click “Apply” when finished.




SPEED DIAL

SPEED DIAL 100

To manage this feature, click the Speed Dial 100 link under the Basic Features
section in the Direct Feature Access Links Sidebar. This will load a page similar

to image 19.1. Refer to this image for instructions on managing this feature

1 — Click the Speed Dial 100 link to open the feature page.

Service Number:
(470)336-3366 7|
To choose a different number,

please select from the drop-
down.

Connected Line
Identification Restriction
- Off

-

Phone Number: (470)336-3366 (required fields)

Speed Dial 100 allows you to set up to 100 speed dial phone numbers or SIP-URI addresses
that can be called with the push of a few buttons. Enter the number as you would normally dial
it and then just hit the speed code prefix and number on your touch pad to call it. You can also
program your speed dial using your phone and the star code for Speed Dial 100.

Delete | Speed Code 100 | Phone Number / SIP-URL Description
Do Not Disturb - Off No records to display.
External Calling Line ID —
Delivery - On Delete ad @
Internal Calling Line ID
Delivery - On
Speed Dial 8
Speed Dial 100 o
Image 19.1

2 — Click “Add” to create a new speed dial entry.

A page similar to image 19.2 will load. The following instructions correspond

with image 19.2.

Phone Number: (470)336-3366

*{required fields)

Speed Dial 100 allows you to set up to 100 speed dial phone numbers or SIP-URI addresses
that can be called with the push of a few buttons. Enter the number as you would normally dial
it and then just hit the speed code prefix and number on your touch pad to call it. You can also
program your speed dial using your phone and the star code for Speed Dial 100.

Speed Dial 100 Dialing Prefix: #
0' Speed Code 100:
9 Description: Mommy |
e' Phone Number / SIP-URL: 5555555555 |

e| Apply H Cancel |

Image 19.2

1 — Choose your Speed Dial code from the Speed Code dropdown list.
2 — Enter a description or name to correspond with the entry.

3 — Enter the phone number for the entry.

4 — Click “Apply” when finished to activate your selection.

Continued on following page.




SPEED DIAL

Clicking apply will load a page similar to image 19.3. If you desire to manage
entries follow the instructions below. The following instructions correspond with

image 19.3.
Delete | Speed Code 100 | Phone Number / SIP-URI | Description |
0@ o 5555555555 Mommy edit @

| Delete%| Add q

To delete a number:

Image 19.3

1 — Place a check in the corresponding box

2 — Click “Delete”

Or you can:

3 — Click “Edit” to edit an entry.

4 — Click “Add” and repeat earlier steps for each number you wish to enter.

Advanced Features

Select “Advanced Features” to view the advanced menu options (see 1 in
image 20.1)

P
Service Number:

(470)336-3366 v

To choose a different number,
please sslect from the drop-
down,

Basic Features

Advanced Features o

BroadWorks Anywhere
CommPilot Express - Off
Priority Alert - Off

Selective Call Acceptance
- Off

Selective Call Rejection -
Off

Sequential Ring - Off

Simultaneous Ring
Personal - Off

Twao-5Stage Dialing - On

Image 20.1

Advanced features are capable of adding a remarkable level of customization
to your telephone service, but are complex in that they can affect the way other
features function. If you have any questions, please contact your telephone
administrator or provider.




BROADWORKS ANYWHERE

BroadWorks Anywhere

Broadworks Anywhere extends your digital voice services so you can make and
receive calls from any specified fixed phone, mobile phone or soft client just

as if it were your primary device. It also allows you to pull active calls from one
phone to another.

Note: BroadWorks Anywhere is an add-on feature. If you are unsure whether
you have subscribed to this feature, or would like to add the feature, please
contact customer service for additional information.

Refer to Image 21.1 for instructions on managing this feature:
1 — Click the BroadWorks Anywhere link to open the feature page.

The following page will load:

rService Number:

(470)336-3366 v

To choose a different number, Phone Number: (470)336-3366 *(required fields
please select from the drop-
down.

Configure the fixed and mobile phones you would like to link to this account.
Basic Features

Advanced Features [ alert all locations for Click-to-Dial calls
= O Alert all locatiens for Group Paging calls
BroadWorks Anywhere i.
CommPilot Express - Off Phone Number Description Edit
Priority Alert - Off Mo Entries Present
Selective Call Acceptance
- Off
\_ Selective Call Rejection - Apply Add |9 D
Image 21.1

Before you can use this feature for the first time, you must configure several
options.

2 — Click “Add” to begin process.

Continued on following page.




BROADWORKS ANYWHERE

A page similar to image 21.2 will load. The following instructions correspond
with image 21.2.

(“Service Number: ! ) )
[(470)336-3366 v
To choose a different number, Phone Number: (470)336-3366

please select from the drop-
down,

(required fields)

BroadWorks Anywhere Phone Number Add
Basic Features

8 .. Allows BroadWorks Anywhere Phone Number to be configured along with multiple selective

Advanced FealaEs criteria for each phone number
BroadWorks Anywhere Phone Number | Selective. Criteria |
CommPilat Express - Off o Phone Number: 5552225874 -1
Priority Alert - Off 9 Description: My Home
Selective Call Acceptance ) Enable this Location
- Off + Advanced Options
Selective Call Rejection - Outbound Alternate Phone Number/SIP URI: |
gl Enable Diversion Inhibitor
Sequential Ring - Off 9 73} Reguire Answer Confirmation
Simultaneous Ring # Use BroadWorks-based Call Control Services
Personal - Off

Two-Stage Dialing - On = ‘ Delate ‘ Cangel |
.

Image 21.2

1 — Enter the 10-digit telephone number you would like to have calls forwarded
to from your telephone number.

2 — Enter a description that you can easily remember.
3 — Place a check in the “Enable this Location” checkbox.

4 — Place a check in the “Require Answer Confirmation” checkbox if you would
like to hear a message that requests for you to press any key in order to
accept or deny that call any time you receive a forwarded call. Since this
number will now receive forwarded calls in addition to the calls this line
normally receives, you may want to use this feature.

5 — Click the “Apply” button when you have arranged the settings to their
desired configuration.

You will receive a similar confirmation:

© saved.

Continued on following page.




BROADWORKS ANYWHERE

To add rules for when BroadWorks Anywhere is enabled or disabled refer to

image 21.3

1 — Click Selective Criteria.

The following page will load:

(‘Service Number:

|(470)336-3
To choose a different number,

please select from the drop-
down.

Basic Features

Advanced Features

CommPilot Express - Off
Priarity Alert - OFf

Selective Call Acceptance
- Off

Selective Call Rejection -
Off

Sequential Ring - Off

\_Simultaneous Ring

|

BroadWorks Anywhere

Phone Number: (470)336-3366 (reguired fields)

BroadWorks Anywhere Phone Number Modify

Allows BroadWorks Anywhere Phone Mumber to be configured along with multiple selective
criteria for each phone number

Phone Number Selective Criteria

Phone Number: 5552225874

Description Time Schedule

Calls From
No Entries Present

‘ Apply Add || Cancel ‘

2— Click Add.

Image 21.3

This will load image 21.4

Continued on the following page.




BROADWORKS ANYWHERE

Refer to image 21.4 for the following instructions.

(“Service Number:

(470)336-3366 v |

To choose a different number, Phone Number: (470)336-3366
please select from the drop-
down,

“(required fields)

BroadWorks Anywhere Criteria Add
Basic Features

. Allows BroadWorks Anywhere Phone Number to be configured along with multiple selective
Advanced Features criteria for each phone number

BroadWorks Anywhere Phone Number Selective Criteria ‘
Phone Number; 5552225874

o Description: [My 5874 Rule| |o
Priority Alert - Off

®

Selective Call Acceptance 9 ® Use broadworks anywhere

- Off ~ Do not use bgadworks anywhere
Selected Time Schedule: [ Every Day All Day ¥ |

CommpPilot Express - Off

Selective Call Rejection -
Off

Sequential Ring - Off Calls From: 9
@
B SR R ® Any external phone number
Personal - Off U Following phone numbers:
Two-Stage Dialing - On =) Any private number
U Any unavailable number 9
Volcemall HEsSE I Specific phone numbers:
Logoff T
OK Delete
-

Image 21.4

1 — Enter a name for the BroadWorks Anywhere rule in the text box.

2 — Specify whether you want the rule to use or to not use priority alert rings
when the criteria are met.

3 — Select the time schedule. For residential subscribers is automatically set to
“Every Day, All Day.”

Choose the criteria the feature will use when active. Your choices are:
4 — Any phone number. All incoming calls will be subject to this feature.

5 — Following phone numbers. With this selection you will also need to identify
the intended numbers in the “Specific Phone Numbers” section (see 6 in
image 27.1). Also, select if you would like the rule to apply to:

» Any private number (see 7 in image 21.4)
« Any unavailable number (see 8 in image 21.4)

9 — Click “Add” to save.

Note: You can add multiple entries in this section. Simply repeat the steps
above and make sure to click the “Add” button each time.

Each time you finish an entry, you will receive a similar confirmation message:

© saved.




BROADWORKS ANYWHERE

To see any entry, return to the Broadworks Anywhere Feature page. To return
and to manage this feature page follow the instructions below. The following
instructions correspond with image 21.3.

1 — Click the BroadWorks Anywhere link to open the feature page

(" Service Number:

(470)336-3366 v

To choose a different number, Phone Number: (470)336-3366

please select fram the drop-
down.

(reguired fields)

Configure the fixed and mobile phones you would like to link to this account.
Basic Features

Advanced Features [ plert all locations for Click-to-Dial calls

[0 Alert all locations for Group Paging calls
BroadWorks Anywhere o

CommPilot Express - OFf Phone Number Description Edit
Priority Alert - OFf 2344322345 (@4

Selective Call Acceptance
- Off
\_ Selective Call Rejection - Apply Add

Every Day All Day edit ]

Image 21.5

2 — View the number for any entry.

3 — Click “Edit” to update any information.

4 — Click “Add” and repeat earlier steps for each number you wish to enter.
You can set up multiple numbers with different parameters using BroadWorks

Anywhere. To do so, simply repeat the steps above for each number you want
to use.

If further instructions are required for BroadWorks Anywhere's more advanced
configuration options, please contact technical support.




COMMPILOT EXPRESS

CommPilot Express

CommPilot Express allows you to pre-configure four profiles to control your

inbound calls.

These profiles can quickly be changed using this end user

portal or star codes. CommPilot Express overrides some of your other service
settings associated with incoming calls.

The page is broken into several sections, each of which we will cover on the
pages that follow.

Refer to Image 22.1 for the first instructions on managing this feature:

Ve

Service Number:

(470)336-3306

down.

Basic Features

Off

)

Home Features E911 Call History Download Account Info

To choose = different number, Phone Number: (470)336-3366 (required fields)|
please select from the drop-

Advanced Features some of your other service settings associated with processing incoming calls.

P arks AR Current Profile: |Avai|able - In the Office v \e

CommpPilot Express - o N

v

CommPilot Express allows you to pre-configure four profiles to control your inbound calls.
These profiles can guickly be changed using the web or phone when you leave your desk or
when you are at a remote location. If you use CommPilot Express, it takes precedence over

Image 22.1

1 — Click the CommPilot Express link to open the feature page.

2 — In the “Current Profile” dropdown list, select the profile you wish to use to
redirect your incoming calls. The options are:

«  None

- No active profile

¢ Available — In the Office

« Available — Out of the Office

*  Busy

¢ Unavailable

Following sections cover each of the profiles in detail.

To make any changes to any of the profile, remember to scroll to the bottom of
the page and select "Apply."

Continued on next page.




COMMPILOT EXPRESS

AVAILABLE - IN THE OFFICE

( Available - In the Office

Also ring this phone number: T m o

If Busy:
® Have Voice Messaging take the call 9

2 Forward to this phone number: YSOO) 321-1234 e

If No Answer:
® Have Voice Messaging take the call e

2 Forward to this phone number: (112) 345-6789 6
N

Image 23.1

This option is designed to allow you to customize how incoming calls are
handled when you are at your primary phone location. The following options are
available with this profile:

If a call is received on your handset, the following options are available to
enhance the call experience:

1. You can choose to have an additional number ring at the same time your
primary number rings. This can be any 10-digit number of your choosing
(see 1 in image 23.1).

2. If you are already on the phone when receiving a new call, you have two
options:

a. Send the call to voicemail (see 2 in image 23.1).
b. Forward the call to a different entered number (see 3 in image 23.1).

3. If you are away from your phone and do not want to miss a call, you have
two additional options:

a. Send the call to voice mail (see 4 in image 23.1).

b. Forward the call to a different entered number (see 5 in image 23.1).




COMMPILOT EXPRESS

AVAILABLE - OUT OF THE OFFICE

This option is designed to allow you to customize the way your calls are

handled when you are not at your primary phone location. The following options
are available with this profile:

Available - Out of the office

When a call comes in:
® Have Voice Messaging take the call
9 2 Forward te this phone number; (123) 456-7892

9 IJ Also notify me by e-mail when a call comes in: |you@youremailaddress.com

Image 24.1

1 — Deliver call directly to Voice Messaging.
2 — Forward to a different number. Enter number in the provided text box.

3 — Send an email notifying you a call has come to your telephone. Enter
the desired email address in the provided text box. This can be enabled
whether option 1 or 2 is selected.

BUSY

N
Busy

o (2 send all calls to Voice Messaging except calls from these phone numbers:

Q) - 61 e

Which will be forwarded to this phone number: (321) 321-3215 9

9 (2 Also E-mail me here when a call comes in: you@youremailaddress.com 6

Image 25.1

This option allows you to customize the way your calls are handled when you

are busy and not available to answer. The following options are available with
this profile:

1 — Select to send all calls to voicemail.
2 — Enter numbers that should not be sent to voicemail.

3 — Enter a different telephone number to forward calls from the voice
messaging excluded list when busy.

4 — Select this option if you would like to receive an email notification when a
call comes to your phone while your profile is set to “Busy.”

5 — Enter the desired email address for email notifications in the text box.




COMMPILOT EXPRESS

UNAVAILABLE

P
Unavailable

0 [2) send all calls to Voice Messaging except calls from these phone numbers:

O - T2 €l =

Which will be forwarded to this phone number: '[gg}-) 456-7894 9

Have Voice Messaging take the call using:
® No Answer Greeting
6 ' Unavailable Greeting

= )

Image 26.1

This option allows you to customize how your incoming calls are handled when
you simply want to be unavailable. It is similar to the “Busy” feature discussed
earlier. The following options are available with this profile:

1 — Select checkbox to send calls to voicemail.
2 — Enter numbers that should not be sent to voicemail.

3 — Enter a different telephone number to forward calls from the voice
messaging excluded list when busy.

4 — Select this option to have no answer greeting while your profile is set to
“Unavailable.”

5 — Select this option to have unavailable greeting while your profile is set to
“Unavailable.”

Once your changes have been made, you will receive the following
confirmation:

© CommPilot Express has been updated successfully.




