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USER GUIDE

LOGIN
1. Open your Internet browser, go to: http://execportal.fusionuc.net
2. Enter your login ID and password provided by Fusion.
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3. Login
4. Select your group name from the drop down menu.

ﬁ -’D' @ 5P Hone ‘Weloome Susan [Logout]
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5. You will automatically be directed to the Main Self Admin Portal Menu.

SP: DEMO12345 > Groupld: DEMO12345 Welcome Susan
SioR i
Admin Users
Add User
Modity User

Find MAC Address
Modily Hunt Groups
Madify Call Centers
Modify Auto Attendants
CUSIHm Contact CANeCTonies

Schedules

View CORs

View Users

View Numbers

View Chanpe Lops

User Guide
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ADD BULK USERS

Add multiple users at once.

1. Click on the “Add Bulk Users” tab.

Add Bulk Users

Add Bulk Users

Filename | Browse...

Click here for a sample user template

2. Click ‘Click here” to download the sample user template.
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3. Enter new user information directly into the template and save.

‘ A | B | c ] ] | E | F L6 | H | [ Lo | e | L | M N
FirstName Last Name Calling Line ID First Name Calling Line ID Last Name Phone Number Calling Line ID Phone Number Extension Department Address Suite City State/Province Zip/Postal Code Time Zone
Janet Doe Jan Doe 7036211234 7036211234 1234 Sales 13921 Park Center Drive Drive 200 Herndon WA 20171 Eastern
Mark Smith Mark Smith 7026211235 7026211235 1235 Support 13921 Park Center Drive Drive 200 Herndon WA 20171 Eastern

4. Upload the Excel spreadsheet.

fusion’
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ADMIN USERS
Can view, modify, or disable users

1. Click on the “Admin Users” tab to select a user to view, modify or disable.

Administrators

Select Admin to view or modify

- | click here to add new Admin |

fusion’
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2. Admins can modify other admins permissions by checking the permission option box. They can also change the username/name,
passwords, email addresses and disable the user.

D=kl Liser
Ll ernams

Hamsz *

Serice Prmider

Growgs *

Paimissions "
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3. Once permissions are selected, click “Submit” to review changes then “Complete” to save changes.

USER GUIDE

Please confirm the settings below and click Complete to process your modifications.

= WYalua Changed

- = Inwvalid valus

Basic Info

Passwords

Phone Device

Hokeling

Call Control

Madify Hunt Group

Add Users

Madify Users

Modify Call Centar
Madify Auto Attendant
Madify Custom Cantact Directary
radify Schedulea

View CDRs

wiews Lsers

View Mumbars

View Change Log
Admin Users

Complete

4. To disable a user, place a checkmark in the “Disable User” box under the user's name.

Disable User
Username * |jsmith |
Name * |Joe Smith |

5. Choose “Submit” to confirm request then click “Complete” to save.

Cancal

Are you sure you would like to delete administrator “Joe Smith” ?

Copyright ©2016 - Fusion, Al rights reserved

Cancel
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ADD USER

1. Select “Add User” from the Admin Portal Menu

Add User

2. Enter in NEW USER's information

» First Name

» Last Name

» Callerld First Name (This is what will appear on phone display screens when user is called or places an internal call.)
» CallerID Last Name (This is what will appear on phone display screens when user is called or places an internal call.)
» Email Address

» Department (If associated with any)

» Address (Physical Street Address)

» Suite (Optional)

» City

» State

nZip

» Phone Number (If user has a direct dial number assigned)

» Caller ID Number (This is the Phone Number that will appear on phone display screens when the user is called or places a
call internally or externally.)

» Extension (This can be the same as the last few digits of the phone number. For example, the phone number is 703-621-
1234, the extension is 1234. But can also be different from the phone number, if needed. For example, the phone number is
703-621-1234 but the extension is 1000.)

» Device/Phone Type (Select from drop down menu)

» MAC Address

» Service Pack (See your contract for service pack definitions and costs.)

» Third Party Voicemail (to be selected if user will use a voicemail system other than Fusion's)

fusion’
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User Add

First Hame *

| Last Name * | |

Calling Line !0 First Mame © | Calling Line |0 Last Mams * | |

Email Address * [ | Dieparimanl
Adess [ | Stile [ |
City [ | State/Frovince [ "
Zip/Postal Code |:| Time Zane * I |
Language v Location [~
Phone Mumbar Calling Line ID Phone Number * [ ~
Extension * | Cuglom Conlacl Direclory W |
Deuce Type | WG ey —
MNOTE: Not all phones listed ane
suppomed
Senvice Pack ® Hazic Feature Package

C2 - Advanced Fealure Package w/ Persenal Mob@ly Package »

C31 - Besic Feature Packpge

1C3 - Unified Messaging Fealurs Packape

Common Ared Fegtre Fackage L

Fax Feature Package
Device Access User Name | Device Access Password |
Voica Massaging ® vas T Mo Paolycom Phone Services #® vas () No
Calling Line ID Palicy ® User O Group

Confirm Setfings

4. Click on the “Confirm Settings” button.

fusion’
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5. Review details to create the user.

Please confirm the settings below and click Complete to process your modifications.

l- Inwalid Value
I = ¥alue Changed

lennifaer

Haizhp

Dr

Haizlip

ihaizlipmhaizlio.com

Department

Suite

Pew York

Mew York

12210

America/Mew_York
FO2G216528
TOAG2 16528

B8528

Polycom Wi S00

Enterpriss Ling

True

Complets Cancel

6. Click the “Complete” button.

*DO NOT HIT BACK BUTTON DURING ADD USER UPDATE! DOING SO WILL CAUSE YOU TO LOSE INFORMATION AND CANCEL USER
CREATION!*

fusion’
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Note: You will receive confirmation that user was created.

Reminder: Please save this important information as this is the ONLY time the User and Portal Passwords will be displayed!

1. User Password = Web Portal Password
2. Portal Password = Voice Portal (Voicemail) Password

NOTE: If you receive an error message while building a user, “Click Here” will send an email to support. DO NOT MODIFY THE SUBJECT
STRING. THIS IS USED TO PROCESS THE REQUEST.
Heguest Cemplete

AR Daden.., .
Thesre was &n aror Dikding Leer, Fagss TRk hare to aerd @mail To suppart

fusion’
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MODIFY USER
1. Click “Modify User” from Admin Portal Menu

2. Enter any portion of a user's name or phone number in the “Search” field

User Modify

Search By Name or Phone Number [demo |
T038661234%1234 - Seat2, Demo
7035551235%1235 - Seatl, Demo

3. Select the user then click “Search”. Modifications can be made to each tab listed. (Some tabs may not be accessible to all admins,
based on the permissions of the admin making modifications.)

Lisar Modify

Search By Mame or Phone Womaer  [FT35550 20ks 104 - Saarnt, Dervty ]

I_Sr:nn-:h_l

Basic Informatian address Information Spedd Dial B Spaed Dial 100 ViolCa Managument Pacswords Hateding Phorsa and Devica Tnfomation

Cal Controd | Busy Lawp Fislde

Basic Info

* st Narme |5g.5|;1 | * Fiyst Hame |Dem|:| |
* Calng Line I Last Name IEzatl | * Calling Lire 10 First Name ||:b¢|-|-|n |
Calkng Lins 10 Phone Mumbss 708551234 - * Time 2o americataw_York -

= Email Address |demal@ecample.com Cpartrmant -

Coewirm S-EIJ.'IHE.

fusion’
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A. Basic Information — Can modify the user’s basic information. Click “Confirm Settings” to save.
» Last Name
» First Name
» Calling Line ID Last Name
» Calling Line ID First Name
» Caller ID Phone Number
» Time Zone
» Email Address
» Department (if associated with any)

Lsar Maodify

Search By Hama or Phone Moréer [FIEEE 2o 12 - L1, Devn

|_5earch |

Basic Informatian address Information Spedd Dial B Spaed Dial 100 ViolCa Managument Pacswords Hateding Phorsa and Devica Tnfomation

Cal Controd | Busy Lawp Fislde

Basic Info

* Last Narma [5mata | * Fist name [p=ma |
* Calng Line i Last Name  [Seatl | * calng Line 1D First Name [pema |
Caling Line 10 Phone Mumber  TOs6551234 - = Tima Zone America/Maw_Tork, v

= Email Address [dermalgecample.com I*p-arlrmrlt &

fusion’
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B. Address Information — Can modify user’s address information.
» Address
» Suite (optional)
» City
» State
nZip

Lisar Maodify

Search By Mame or Phone Womaer  [FT35550 20ks 104 - Saarnt, Dervty ]

I_Sv:nn-:h |

Hasc Information Address Informabion Spead Dnal A Spaad Dyad 100 Waca Managemsat Pamavards Heateabng Fhams and Devce Infomahion

Cal Coptrol | Busy Lamp Fisids

Address Information

hddrage [ ] Siite
City | | State/Province -
ZipsPostal Code =1

Click “Confirm Settings” to save.

fusion’
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C. Speed Dial 8 - Create pre-defined numbers by assigning a one digit speed code for easy dialing. Click “Confirm Settings” to
save.

Liser Modify

Search By Mame or Phane Mumize [AEEE 3 4x 1234~ Cekl, Do |

I_FE!“C" I

Basic Informatian Address [nformation | Speed Dial 6 | Speed Disd 100 Vioica Mansgament Pasaworda Hoteling ~ Phors and Dewice Infomation
Cal Con'tred Bursy Lamp Fields

Speed Dial 8

Spead Cuds " Phans Mumber [ S1P-UR] Hame

[ ECESEED ||&EC Corporabian
[ I
[ I
| i
I I
|
l
[

L I - T e

Corfirm Satings

fusion’
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D. Speed Dial 100 - Create pre-defined numbers by assigning two speed codes for easy dialing. Click “Confirm Settings” to

save.
Usar Modify

[FIFEEE T35 - ekl Do

_Search |

Search By Mame ar Phane Momiar

Hasic Infermation | Addrese [nfoemation  Spead Dial 8 Spaad Diad 100 | WOk Managemeet Pasawards Hatalng Phaona ard Davice Infamaation

sl Control Humy Lamp Fislds

Speed Dial 100

| Brmasac, | vio filo scleres.  S¥dkhers fora sample bemolate

Ldd Speed Dial l.lpldl:\ad_ Speed Dials (wil notwarkin IE 9 or
warhar)
ISpesd Code 100 = Fhore= Humbsr f SR DascnpEinn Remowe Spaed Dl -
[FoEss51254 BBC Corporation] |

ul -

*NOTE: There's an option to upload Speed Dials from a CSV file or Excel Spreadsheet.

fusion’
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E. Voice Management - Record messages for calls that are not answered within a specified number of rings or for busy calls.
Can also set email notification for newly received voicemails. Click “Confirm Settings” to save.

Lisar Maodify

Search By Hame ar Phaone bumser WESHEH w1238 - Cmat], Diemn |

[ 5earch |

Basic Information  Address [nfommation  Speed Dial 6 Speed Digd 100 Lx'-:mca mana-;lama'-t—| Pasgwords  Hoteling  Phors and Dewice Infomation

Cal Contred Bursy Lamp Fields

Volce Managaemen

Wnice Messagng/Support & . on O
= Send Al Cals o Vol Mail
¥ Send Busy Calls o voics Mai
il Send Unarewened Cals to Voice Mal

When a meszage arives ® yga uritad massaging

19 Usa Phone Messaga ‘Waiting Tndicatar

Foraand i1 10 this emaid address |EIEI|'|IZI1-@€‘ZIBII‘I|.‘IE‘ com |
Addibonaly. .

| Motify me by emai of the naw maesage at ths addrass
¥ Emai 3 carbon copy of the mess=ga ko [d8moEesEmple com |
Trarsfar on '0' ba Phora Numbser | ]

Coefirm Satngs |

fusion’
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F. Passwords — Reset user’s passwords. Click “Confirm Settings” to save.

Lisar Modify

Seaich By Marmas or Phone Morée [FUFSEE 2ol 17 - Gy, Dervn

[ 5eanch |

Basic nfonmatEn Addrema Inlfoimation Sp=ad DHal B Spaed Ciad 103 Wodd Manejament Pacswiords Hateling Phora and Dewica T femmatan

cal Conred By Lanp Fiedde

Passwords

Rezat Web Paseword E) Resst Vocs Mail Pamaword #

Crefirm Sammngs

» Reset Web Password = Broadsoft Web Portal Password
~ Reset Voice Mail Password = Voice Portal Password

*NOTE: IF RESETTING PASSWORDS, AFTER SELECTING “CONFIRM SETTINGS" PLEASE SAVE THIS INFORMATION AS THIS IS THE
ONLY TIME THE RESET PASSWORDS WILL BE DISPLAYED!

fusion’
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G. Hoteling - Allows a guest user to log into a host's phone profile, enabling the following:
» Host phone to ring when guest user's profile is called.
» Voicemail indicator light will be associated with the guest user's voicemail instead of the voicemail
associated with the phone’s native (host) voicemail.
» All outbound calls will carry the guest user's caller ID information instead of the information associated
with the phone’s native (host) profile.

= i .
Isar Modify

Search By Hame gr Phone Mumier

Basic nfonmatEn Addrema Inlfoimation Sp=ad DHal B Spaed Ciad 103 Wodd Manejament Passworda Hatling ] Phora and Dewica Tnfemmatan
— - |

Cal Conrad Bresy Larp Fiedde

Hoteling

B Hetalireg Hast Sctva
ﬁ Hotelrg Guest actve B Hobsl Host =

» Hotel Host (must check box)
» Hotel Active (must check box)

NOTE: The host phone can be any provisioned Fusion phone (a “spare” phone specifically set up for hoteling or another user's phone
with hotel host enabled). The host phone must be provisioned as “Hoteling Host Active” = True. The guest phone must be provisioned
as “Hotel Guest Active” = True and the “Hotel Host" drop down menu must be populated with profile of the host phone in order for
hoteling to work. This can also be completed by the users via the User Online Portal or via the Voice Portal, but completing this via the
Self Admin Portal is easiest.

fusion’
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H. Phone and Device Information

USER GUIDE

reer Modify
Recamhi Sy biares e Frars fiaroes ] |
Awth
e InFerrasben Epfdcsan Inlcrmeahian Spesd Cial B Spesd nal LI Wencd FarE pETeT Fasamcrds Fhatebrg Fhene ared Cwvics Infarmatea
Tall Covdrd Biey Larwr Fohda Shared Tl Sppsoamuns
“hane Number Informatic
P rajpmber i - = Enharake. El.'!':":'
Davica Informatior
T Deves Tres Polyiii WWEEN] Yides SBC =
b, deddrene | - I s Tae P el s gng Feomanes Parkage
Herad Voers: Feahire Facicags
ks IS Feafurs fadosps
Faust Timwrs

» Can view or modify phone number and extension of user
» Can view or modify Device Type & MAC Address (if necessary)

NOTE: If a MAC address already exists within your group, the system will provide an error message and will not complete the MAC

address change. If this occurs, contact Fusion Support for assistance.

Copyright ©2016 - Fusion, Al rights reserved
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. Call Control - Forwarding Calls & Do Not Disturb

Search By Home ar Phone Kumrser [FOFE] 2ed s 1 8 - Gl Do

Basic Information - Address [nfomation  Speed Dial B Speed il 100 | Voics Management  Passwords | Hobeling | Phane and Dewica Information

Cal Cantrdd | Husy Lamp Frelds

Q Cals Forward ko phons | |
numbar [ S1P-UA] =

Call Forsmarding always Activa

Cals Forwerd bo phones | ]
number [ S1P-LR1 :

Call Farwarding By Actiwa

Cals Forward bo phona [
number [ SIP-UR1

Call Forsardng ho ansesar
(=6 (10 ]

Cals Forward Eo phorea | |
nurer £ SIF-URL "

Call Farwarding Mat Reachabla
Actiue
B O Mot Disturh

| Corfirm Sefnngs.

» Call Forwarding Always Active: Forwards calls to a phone number or extension always. In this instance, the phone
will not ring and will always forward to the destination number not matter the status of the physical phone. Set
“false” to “true” and enter forward to number.

» Call Forwarding Busy Active: Forwards calls to a phone number or extension when you're busy. In this instance if
the user is on an active call, any incoming calls will forward to the destination number entered. Set “false” to “true”
and enter forward to number.

» Call Forwarding No Answer Active: Forwards calls to a phone number or extension if you're not in the office. In this
instance, the phone will ring no matter the status of the phone, but will not end in your voicemail if unanswered.
Instead, the call will forward to the destination number entered. Set “false” to “true” and enter forward to number.

» Call Forwarding Not Reachable Active: Forwards calls to a phone number or extension. In this instance, the phone
will not ring unless because the phone is not operational due to equipment/internet issues or a power outage. The
call will then forward to the destination number. Set “false” to “true” and enter forward to number.

» Set profile to “Do Not Disturb”. In this instance, the phone won't ring and will always route calls directly to
voicemail.

fusion’
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I. Busy Lamp Fields - Provides the ability to see the status of other internal phones displayed on their phone.

User Modify

Search By Mama or Phane Momaer T35SI 250124 - Seant, Do |

| Search |

Basic nfommaban Addresa Infomation Spead Dial & Spaed Dial 105 Wiodod Mansgament Pacsworda Habading Phors and Desica Tnfommation

Cal Canorad [a;v:a'r;ﬁe_ldﬁ.
Busy Lamp Fields

Avalabk Users FMonitorad Usars

s  Seatl, Dema & Saat?, Demo

*  Sgard, Dema

[ i Sati |

1. Click and drag the desired “Available User” to the “Monitored Users” column.
2. Click “Confirm Settings” to complete.

*NOTE: It may be necessary to reboot the phone if line appearances aren’t immediately displayed on the phone’s screen and/or sidecar.

fusion’
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FIND MAC ADDRESS

1. Click on “Find MAC Address” from the admin portal menu

Find MAC Address

2. Enter the first few characters or an entire MAC address in the “Search by MAC Address” field then click “Search”.

3. The MAC address associated with a user will be displayed.

Find MAC Address

Search By MAC Addraas !I'_IEIEI’IﬁEE-’fEBEiT
[i5earch |
Phone Mumber &  Extensiin FirstMame € LaatHame €  Device Type # MAC Addrass . i
7035551234 1224 Demao Seal? Fehyoom V600 QD01 8234 5HGT
Video SBEC

*Note: If you do not have a complete MAC address ID, you may enter the first few characters. This will produce a list of all phones in
your organization that begin with these characters.

fusion’
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MODIFY HUNT GROUPS

1. Click on “Modify Hunt Groups” from the admin portal menu

Modify Hunt Groups

2. Select the hunt group from the drop down menu

Hunt Group =

3. Choose the Huntgroup from the drop down menu that needs to be modified

Hunt Group Main Hunt -

4. This will display the “Settings” and “Agents” tabs that can be modified.

|| Settings Agants

Settings
~ Name [Main Hunt | Phona Number None
~ Graup Palicy Simultansous
Forward MNo Answer =] * Ferward Secends O -
Forward bo Number 7035551234

Allowr Call Waiting on sgents [

Allows mambers to contral n
Group Busy
Enzble Group Busy

Confirm Settings

fusion’
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5. Can modify fields listed:
A. Name (Modify the Huntgroup Name)

B. Policy (Select a ring plan/call flow from the drop down menu.)
» Circular — Will ring next user in a predetermined list. This type will consider the last person that answered a Hunt
Group call and route a new call to the next person on the list.

» Regular - Will ring 1st person on the list. Each new call that comes in will start with the 1st person on the list.

» Simultaneous - Will ring all users in the Hunt Group at one time. We do NOT recommend this solution, as this
generates (1) call per user in your Hunt Group at one time and can impact your circuit utilization, which can
also impact your voice quality. Carefully consider the number of users in your Hunt Group before

selecting this option.

» Uniform - Will ring the user that has gone the longest amount of time without receiving a call (sometimes called
Longest Idle).

C. Forward No Answer - Will forward the Hunt Group to another phone number or extension if the Hunt Group does not answer
before the “Forward Seconds” timeframe has ended.

D. Forward Seconds - This is the time a call will stay in the Hunt Group before forwarding to the “Forward to Number”. (If
specified)

E. Forward-To Number - This is the forwarding destination of the Hunt Group, and can either be a phone number or an
extension.

F. Agents Tab - Admins can move agents from available status to active status or from active status to available status by
dragging agent from “Available Agents” column to the “Current Agents” column or vice versa.

Agents

availahle agencs CUrrent Agents

| Canfirm Sattings

G. Click “Confirm Settings” to save changes

fusion’
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MODIFY CALL CENTERS

1. Click “Modify Call Centers” from the admin portal menu

Modify Call Centers

2. Choose the Call Center to modify from the drop down menu

Call Center | [CTEEINEETEN -

3. Select a tab to modify

J Sektings Disposition Codes (Group) Dispesition Codes (ACD} Unavailable Codes Unavailable Codes Settings fAgents

Call Center Info

Call Cenker Name CustomerService Phone Number 2163730966
= Group Policy Unifarm 3 * Qusue Length 1505
Allowr Escape Digit — * Escape Digit o 3

SETTINGS

A. Call Center Name & Phone Number

B. Group Policy (Select the order of ringing/call flow from the drop down menu).
» Circular — Will ring next user in a predetermined list. This type will consider the last person that answered in the
Hunt Group and route a new call to the next agent on the list.

» Regular — Will ring 1st person on the list. Each new call that comes in will start with the 1st person on the list.

» Simultaneous — Will ring all users in the Hunt Group at one time. *We do NOT recommend this solution as this
generates (1) per call user in your Hunt Group at one time and can impact your circuit utilization which can also
impact your voice quality. Carefully consider the number of users in your Hunt Group before selecting this option*

» Uniform — Will ring the user that has gone the longest time without receiving a call (sometimes called Longest

fusion

Copyright ©2016 - Fusion, Al rights reserved 27



http://www.fusionconnect.com

USER GUIDE

» Weighted - Will ring user the admin has set parameters for. For instance John's parameter is set for 75% and
Jane's parameter is set for 25%. John would receive the bulk of the calls while Jane would receive fewer calls.

C. Queue Length — Amount of calls the queue can hold
D. Allow Escape Digit — gives the caller the option to press a digit to leave the queue
E. Escape Digit — select the number you'd like to use for callers to leave the queue

DISPOSITION CODES

Allows admin to create codes for agents to identify phrases or words then assign during a call. They can be created for the Group as
well as for the ACD.

Settings . Disposition Codes (Group) | Disposition Codes (ACD) | Unavallable Codes | Unavailable Codes Seltings  Agents |

Call Disposition Codes (Group)

™~ Code Drescription Remove Code -

Corfirm Setings
Settings Disposition Codes (Group] ' Disposition Codes [(ACD) j unavailable Codas tnavailable Codes Settings Agents |
Call Disposition Codes (ACD)
Add Code
" Code Description Remove Code
| Confirm Settngs

fusion
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UNAVAILABLE CODES
Allows admin to add codes for agents to use when they are unavailable to answer a call.

T
Sertings Dispesition Codes (Group) Disposition Codes (ACDY) [ Unavailable Codes j Unavailable Codes Settings |~ Agents

Agent Unavailable Codes

" Code Description Remove Code .

Break |Break | | Remeve |
|Lunch [Lunch | [ Remaove |
Training Training | | Remewe |

Confirm Setinge |
UNAVAILABLE CODES SETTINGS
Allows admin to create unavailable codes for agents to use when they're not able to answer a call.
| Seltings Disposition Codes [Group) | Dispesition Codes (ACD)  Unavailable Codes ¢ Unavailable Codes Settings ' Agents
Agent Unavailable Codes Settings
Enable Agent Unavsilable F
Codes
Default code on Do Not Disturb | Hone -
activation i
Default code on personal calls _Mn_ne—r:
Default code on consecutive Hone =
bouncas LN
Default code on not reachable [None i
Force use of agent unavallable —
codes
Default coda Mona =]
| Confirm Setlings |

fusion’
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AGENTS
Allows the admin to move agents to an active status by dragging “Available Agents” to “Current Agents”.

| Settings Disposition Codes { Group) Desposition Codes {ACD) Unavailable Codes Unavailable Codes Settings [ Agents -!

Agents

Available Agents Current Agents

-
+  Ames, Melissa E s Palleck, Krisien =
* | Anderson. Jamis s Milson, Sarah

= | Bland. James

= | Bomd, Ryan

= | Brown, David

= | Chalmers, Mike

# | Clark, Jangt - -

‘Corfirm Setings

Click “Confirm Settings” to complete request.

MODIFY AUTO ATTENDANTS
*NOTE: Auto Attendant changes will immediately impact your call flow!

1. Click “Modify Auto Attendants” from admin portal menu

Modify Auto Attendants

2. Choose the Auto Attendant to modify from the drop down menu (Basic or Standard)

Auto Attendant MainAA ~

3. Select a tab to modify: Settings, Business Hours Menu, After Hours Menu, Holiday Menu or Sub-Menus.

fusion’
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BASIC AA

Settings Business Hows Manu Aftor Hours Menu
Basic Info
= Auto Attendant Name |Main as | Auto Attendant Type Basic
Phone Mumber 7035556789 Extension EFRG
* Calling Line ID Last Name |Main Aa | * Calling Line 1D First Mame [Main AA i
= Time Zone Amarica Naw_york E
Business Hours Schedule E| Holiday Schedule E|
~ Dial By Name Entries LastName -+ FirstName or Firsthame + LastMame =]
[ Cerfim S=ngs |

STANDARD AA

| Settings Business Hours Menu After Hours Menu Holiday Menu Submenu - Balance Inguiry Submanu - Billing Submenu - Billing Juestions

Submenu - Carrier Services Submenu - CSR Info Submeny - Customer Service Sub Submenu - Payment Submenu - Payment Address Sub

Submenu - Terminations Submenu - Terminations Info
Basic Info
* Auto Attendant Name [BroadvoxSTs ] Auto Attendant Type Standard
Fhone Number FO0355667389 Extension GYER
~ Calling Line 1D Last Name  [STS ] = Calling Line TD First Name  [Broadvox
~ Time Zone [ America/Mew_vork E
Business Hours Schedule [ [=] Holiday Schadule Broadvox 2013 [=]
= Dial By Name Entries | LastMame + Firstlame E'

| Confirn Settings |

A. Auto Attendant Name — Modify the name of Auto Attendant
B. Auto Attendant Type
» Basic Auto Attendant — gives the admin option to make changes to your business and after hours menus

» Standard Auto Attendant - gives the admin the option to make changes or create a holiday menu as well as sub-
menus.

C. Phone Number/Extension - This is the phone number and/or extension the Auto Attendant is tied to
D. Caller ID Last Name: This is the Last Name that will appear on the phone display screen

E. Caller ID First Name: This is the First Name that will appear on the phone display screen

F. Time Zone

fusion’
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G. Business Hour Schedule - Allows you to choose the schedule where calls will route to during business hours.

H. Holiday Schedule — Allows you to choose which holiday schedule calls will route to during an office holiday.

. Dial by Name Entries — Allows you to choose how callers search the directory by name for an employee.

BUSINESS HOURS MENU

Sattirgs

Busnass Hours Meaiu Aftar Hours Mo

Enable first-leval astermion [

dialing

Ky
]

1

= Ecten

Transfar To Operatar
Transfar ‘With Frompt
Tranafar With Prosngt
Transfar With Frompt
Transker With Frompt
Tranafar With Prormgat
Transfer With Frompt
Transfar With Promgat
Transfar With Prompt

Transfer With Prompt

Business Hours

Cezmcnpiicn

|gronip opsrates

|Hunt Group

[Faix

|Sar=h

[rermi

|Ellan

|Lerr-.'

=

|Dimbbin

[wocemail

Action Daks

Phong Mumber

|DasE

Fhone Humber

Phong Kumber

|ces

Phone Kumber

|ose

Phone Mumber

[pa5e

Phooe buamber

Phone Mumbar

[ossi

Phone Mumbsr

Phone Runiber

[c=ee

Phone Rumber

EEEE!

Canfim Setrgs

A. Business Hours Menu — Allows you to create a series of menu options that directs callers during open office hours to a
user, a hunt group or to hear an announcement i.e. directions to your office or information regarding your company.

» Enable first-level extension dialing — allows caller to dial an extension at anytime

» Action - specifies how the call will be handled (transfer with/without prompt, transfer to operator, name dialing,

extension dialing, transfer to mailbox, play announcement, replay menu and exit).

» Description — specifies where the call will terminate i.e. receptionist, voicemail system, directions to the office).

» Action Data - reflects the extension or phone number the call will terminate to (1234 or 703-555-1212)

Copyright ©2016 - Fusion, Al rights reserved
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AFTER HOURS MENU

Seltngs Bisiness Houre Manu &fter Houre Manu

Enable frst-layel sxtension [

dizding
Kay = Ocbaon Dascrpban Mchon Data
o Trarmfer To Operstor - |group cperator | Phone Humber

1111 |
1 Trarafer With Prampt = = lame wm | Phena Mumkbsar

EETE |
b Trarmfer without Prompe = |emergency | Phone Humbsar

|135s57390 |

"

Y
i

| o~ oW
4

_Gonfirm settirgs |

B. After Hours Menu - Allows you to create a series of menu options during closed office hours to direct callers to a user or
their voicemail, a hunt group or its voicemail or to hear an announcement about your company.
» Enable first-level extension dialing — allows caller to dial an extension at anytime

» Action - specifies how the call will be handled (transfer with/without prompt, transfer to operator, name dialing,
extension dialing, transfer to mailbox, play announcement, replay menu and exit).

» Description — specifies where the call will terminate i.e. receptionist, voicemail system, directions to the office).
» Action Data - reflects the extension or phone number the call will terminate to (1234 or 703-555-1212)

fusion’
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CUSTOM CONTACT DIRECTORIES

Allows admin to create or edit the company directory by adding “Available Users” to the “Current Users” column.
Choose Custom Contact Directory to Modify

Custom Contact Directony --Create Mew Direcory-—- -+

Create New Custom Contact Directory

* Directory Mame |

fwnilable Users Current Lsera

»  2085HG, Hunt Group

» HG. Hunt Group

= Main Hunt, Hunt Group
»  Mainad, Aulo Altendant

» folce Podal Volce Messaging
Group

» \bice Fortal, Voice Messaging
Group

» | \olce Portal, Violce Messaging
Group

Confirm Settings

fusion’
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SCHEDULES

A schedule is created to change what menu is played during specific hours. Admins have the ability to create, edit and delete an
existing schedule.

1. To create a schedule click “Schedules” from the admin portal menu

2. Choose to create a new schedule and give the schedule a name i.e. Easter or Saturday Only and select whether it will be a Holiday
Schedule or a Timed Schedule.

Choose Schedule to Modify

Schedule --Create New Schedule-- -

Create New Schedule

* Schedule Name |

* Schedule Type ;
| Holiday 35

| Time

3. Once the schedule is created, confirm settings to review your changes then select complete to save.
After creating the new schedule, an event will need to be created in order to control the timing of the schedule.

4. To create a new event, choose the newly created schedule then choose “Create New Event” from drop down menu.

Eveni —Create New Event-—- -

Create New Event

fusion’
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5. Give the event a name, a start & end date and start & end time, whether it will be an all-day event and if this will be a recurring event.

Create New Event

" Event Mame:

* Start Daie
*End Date:

All Day Event

Hecurs

Enery

Start Date:
End

!rlndependence Day

[07/04/3016 | “ Start Time [ |
|07/04/2016 | “End Time: | |
=

Veaty -

1 _Ij,'ean:sd an

® payla  |of Juy -

2 The Fist = | Sunday - of | Janary =

O7/04/2016 (Note; 3tart Date 15 always equal o Event Time Siart Date value)

® riever
£ Afer O UTTECEs
! Date |

If this event will run all day select “All-Day Event”. This will remove the start and end time (if entered). Once selected, choose a
reoccurrence of “Never, Daily, Weekly, Monthly or Yearly”. If an occurrence is chosen, the admin will need to define how often and on
what day it should occur. Ex. Independence Day is July 4th. This holiday occurs “Yearly”, every 1 year on 4th day of July.

The admin will then choose the end date (if applicable). This is used if you would like the event to no longer play after a certain date.

Make sure to click “Confirm Settings” to save your changes.

Start Date:

End:

Copyright ©2016 - Fusion, Al rights reserved

07/04/2016 (Mote: Start Date is always equal to Event Time Start Date value)

© Never
© After I:l OCCUMTENCES
© pate[ |
Confirm Settings
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6. To edit or delete an existing schedule choose the schedule from the drop down menu.

Admins can “Edit" the Schedule Name:

* Schedule Name  [Hours of Operations Holiday

* Schedule Type Time

Confirm Settings | | Delete This Schedule

Or “Delete” an existing schedule.

| Delete This Schedule |

Once the schedule has been deleted the admin will need to delete the event associated with it.

7. Choose the event to delete from the drop down menu then select “Delete This Event”.

VIEW CDRs
Admins have the ability to view call detail reports

1. Click “View CDRs" from the admin portal menu

View CDRs

Copyright ©2016 - Fusion, Al rights reserved

USER GUIDE

fusion’

37



http://www.fusionconnect.com

USER GUIDE

2. Can enter specific dates, by username, called and/or calling number and/or department. Select “Submit” to produce total stats.

View CDRs

From Date 08/01/2015 To Date 08/31/2015

User -
Called Number | | Calling Number | |
Department .

Tetals fer Filters Applied u Inbound Inbound Qutbound Outbound
=er Count Minutes count Minutes
26 calls, 5:39
Total Quibound Minutes Todd, Tanya 20 000 0 000
— . = :" :"
Total Inbound e eeaanne e N o i i = B 5
Minutes AUto Attendant, Auto 4 14 0 000
Total Qutbound + 184 1717 Attendant : :
Inbound Minutes Wittman, Pete & 323 8 a6
Total International O calls 000 MITUES | yoiee Portal, Voice Messaging a 142 i 00
Total Toll Free O calls. 000 Minules RCF. Danny 10 947 10 247
Total Dir Asst 0 calls. 000 MInWes | sannor. Bill 79 ano i oo
Total Emergency Asst 0 calls 0200 Minuies | phinipe, Derrick S a:00 i a0
Cisco. ATA1BE 1 012 ¢ e
Vacant, Office 14 00 g 0o

fusion’
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3. Clicking on a stat link (Total Outbound, Inbound, etc.), will direct you to a detailed list of the stat. This detailed list can also be
downloaded as a CSV file.

Costpner M & SanDam & ManTww @ Esslak & Eed Mo

RETERA 10
RATOHAATD
RETHEAIT
RaTTHEAID
HarCaixain
RATTHAAID

RATEHEAID..

N e R |
RATCHEAID
RATEREAAD
REmDHX 0
HATOH:EBAD
HATERILA
RETDHRALD
HATOHESAD
RATCHXAI

VIEW USERS

E-0H
050838
e
e
)
ane-m-s
e85
J-08-35
)
B H
0821
G0
e 810
AL
HiE-nE12
1

IR

1337 48
TSz
214748
PRk H

T

| 1815t

o g
155147
15an:2)
194021
#5351
15:0:41

a2

20135
1am

ERCR]
10150528
e
L3
M
028
01 E0-25
2012-08-3%
P
0T
2012011
03
0150618
T
018
0w

212010
jara
15
21757
AT
[4raras
10
pror g B
[1e51 53
16 35
| 1% 40
20 6a 16
iEman
e
21300
| 1E 6T

Outbound
Popt g wgw 8| Dimaties
= ROFHedr | Onginatng
‘Withran, Pels | Orgrming
Wiirar, Frin | Ongiing
RCF, iy | Onpnaning
FCF, Damry | Qirginaing
‘Wimas, Pele | Qirigraing
‘Wiiman, Peia | Orginaing
@) | FCF, Kavin | Oirgiming
i | RCF,Damy | Drgaaing
®  BOF,Deonp | Cirigeaing
RCF, Camy Orgirming
BCF, Kevin Crginaing
- RCF, Kavin | Olrgraring
- BCF, Kevin Dingining
m—  [OF, K Orgisng
i RCT, ey D"m.’li.

] -

[Dowriaad y

124

This view allows an admin to see a list of users associated with the company. This list can also be downloaded as a CSV file.

1. Click “View Users” from the admin portal menu

Copyright ©2016 - Fusion, Al rights reserved
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2. All users assigned to the account are displayed in addition to other important information.

Users List
Limit by Department | w
N e ety Ugerid 4 Extemsioh Device Mame 3+ UTU°®4 | MAC Addressd | Departmedt| ST0V°%  Expiraioh Type + | D@ | Pl i i s 1
am * T Type T a Pack T = To Office™ | Nambdr e .
Demo | TOISS51235 | 1235 001 2AB3456G0 | Polycom | DOEFTRI1 GH HOSIEG 'I'I'E'UEED Primary
Saat? VWXEOD
Video Feaiure 2ﬂ5?1‘|
5aC Packags EDOT
2015
4 ] J "

» Can view if the phone is registered or not registered (** = Not Registered)
» The username & user ID

» The user's extension

» Device name and type

» MAC address

» Department Association

» User's Service Pack

» Expiration date

» Type of user id (Primary or Shared Call Appearance)
» DND, FWD, Forward to Number

» Remote Office turned on

» Remote Office Number

VIEW NUMBERS
This will allow you to see how all numbers on your account are provisioned. This will not show extension-only profiles.

1. Click “View Numbers” from the admin portal menu

fusion
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Download as CSV |

Number & Type & Usarid

9r33871040 | Meetdde ' i -
Conferencing

97I3ETI0R0 | User E L

9733871061 | User LN

OT33ETI062 | BoadWorks VT .
Arywhers

&  LasiMame

Cornderence Meet he

Sem?
Seall

LOMG BRAMNCH

&  First Hame

MMeet-le Conferzncing

- BroadWorks Anywhere

Extencion ¢  MAC Address

1040

1060
1061

[ 4062

@& Departmenté  °

*Note: Sorting information can be done by clicking the column header

VIEW CHANGE LOGS

1. Click “View Change Logs” from admin portal menu to view most recent changes to the account. Can also download into a CSV file.

View Change Logs

Change Log
Dewminad as CIV
Show |10 [=] entries Search: l—l
Date v Module Entity Name Username
2015-09-D2 131016 Admin Add samiih ihorca
2015-08-27 14:1E6:565 Admin Mooty ggreene fhompe
20 5-08-17 13 4551 Adrnin Add flewis Jincape
2015-08-10 15:28:26 Admin Add remith Jihoepe
2015-08-10 14:41:54 Admin Add by fhoape
2015-08-10 14:37:17 Admin Add rfemandaz Nihcepe
2015-08-10 14:35:289 Admin &dd gwiliams [ncape
2015-07-23 1008512 Test2, test2 Jiheape
2015-07-23 DEAEAS testd besl2 fihcape
2015-07-23 D9 5862 1est2, teat? [ihcrpe
Showing 1 10 10 of 140 enbrlas FTevinLs 1 4 5 14 b

*Note: Module column displays what was modified. Clicking here will give extended details of the change.
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LOG OUT

1. Click Logout located in top right corner.

Welcome Susan [Logout]

fusion’
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