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Phone & User Assignments

Feature Overview

The Phone and User assignment functionality is the foundation for all other service setup components of the
BroadCloud PBX service. This process ties together all the pieces of the service to make it available for the user. The
system is designed to allow customers and partners to quickly configure and modify user station and phone
assignments in real time without requiring extensive technical knowledge.

There are four basic components required for a user to be ready for service:
1. The phone number or DID

2. The station type or feature package
3. The equipment to be assigned (this can be optional)

4. The end user assigned to the phone

Feature Prerequisites

Before the User Assignment service can be used the following conditions must be met:

e Atleast one phone number needs to be in inventory. The number can be a 2-way number, 2-way Remote
number or an inbound only number.
At least one station package must be in inventory.
At least one device needs to be in inventory. This is optional if a virtual station is being built.
e If an extension is required, it can be a 2 to 6-digit number conforming to the following rules:
o The user's extension cannot conflict with special services numbers. As a result, the following numbers cannot
be assigned as extensions: 00, 011, 211, 311, 0311, 1311, 411, 0411, 1411, 511, 611, 0611, 1611, 711, 811,
911, 0911, 1911.
o Ifthe last 4 digits of the user's telephone number conflicts with a 4-digit special services numbers, the
extension will be left blank when the user is provisioned. If an extension number is required, any non-
conflicting 2 to 6-digit number can be assigned.

Feature Setup

Prior to setting up Site Services, or allowing Users to make calls, the Site administrator must set up the Users. Once
logged in to My Account, simply follow the steps detailed below.

Step 1: Go to My Site and select the appropriate Site to configure

Home | Profile | Orders | Account Admin |JASIEE Call Recording | My Reports

Eruption Audio Welcome Eruption Audio!
Help | English | Logout
Select a Site [<J} Please select a site to view. o
Clck the My Sitetab
2
Select the site to manage
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Step 2: Go to Phone Assignments

Home | Profile | Orders \ Account Admin |RUYESIEE Call Recording [ My Reports

Eruption Audio Welcome Eruption Audiol
Help [Enghsh | Logout

Main

3366 Jenks Ave Panama City, FL 32405-4218

A Device Managem... & Site Services L UserFeatures [o] Call History Ve Notes

h [ Phone Assignment

(14565) Main
(14566) Site1
67) Site?

Select the Phone Assignment tab

Welcome to My Site

Choose from the quick links below or click on the tabs above to manage your service

@ Add/Modify Users @ Set Up Auto Attendant 1 Share a Line @ Set Business Hours
@ Reset User Password A Monitor a Line @ Set/Change Call Policy 2 SetBusiness Continuity
for Site
2 Manage & Check Phone Status 2 Set/Change Call Policy
Voicemail/Admin Portal for a User

Step 3: Determine if you are assigning a single station or multiple stations through bulk
upload

If you are assigning in bulk, follow the on-screen directions. If you are assigning a single station or one at a time,
continue to step 4.

B oo [ e P — T

o et |
Swarch (<] >]

Phone Number Station Extension MAC Address Last Nam
85055591 850555914
8505559144 . "
View the active, avadable, and [ lick for on-Screen instructions
EREER B total count of each Station type ianment process for making Bulk Assignments
8505559131 R R BaUh55Y1 31
8505559150 8505559150
8505559147 8505559147
8505559153 8505559153
8505559138 8505559138
8505559151 8505559151
8505559132 8505559132
8505559157 8505559157
8505559145 8505550145
9185559001 9185559001
8505559156 8505559156
8505559135 8505659135
8505559158 8505559158
8505559127 B505559127
8505559136 8505559136
8505559155 B505559155
8505559134 B505559134
8505559148 8505550148
8505559137 B505559137 M

Displaying 1-25 of 34
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Step 4: Select the Phone Number to assign

n (A CE LT & Device Management | & Site Services | 1 User Features o] Call History m

o s menory J oo rssgmens [ > o J e |
Search nn

Phone Number Station Extension Model MAC Address Port First Name Last Name
8505559146 1} 8505559146 o~
8505559144 0 8505559144
8505559154 1} 8505559154
8505559131 0 8505559131
8505559150 0 8505559150
8505559147 0 8505559147
8505559153 0 8505559153
8505559138 Seea thi;i';::-; h:::}l;zre:-a 0 8505559138
8505559151 0 8505559151
8505559132 0 8505559132
8505559157 0 8505559157
8505559145 0 8505559145
91855559001 0 9185559001
8505559156 0 B505559156
8505559135 0 8505569135
8505559158 0 8505559158
8505559127 0 8505569127
8505559136 0 8505569136
8505559155 0 8505569155
8505559134 0 8505569134
8505559148 a BE05559148
8505559137 1] 8505559137 i
race 1 o2 [0 RecordsperPage 25 ~  RE L Displaying 1- 25 of 34

Step 5: Assign the Station (Defines the available User features)

Station, Device And User Assignment

Showhide panel by ciicking triangular bufion

Showing Assignment settings for o
Etatton [ Ty e — Select the Station type from the drop down

Station Assignment

Select a station:

Common Plus Station
Executive Station
Analog Staticn
Messaging Station
Office Station

Note: The list of available Station Types will reflect the current list that can be assigned for that site. If additional
stations are required, an order must be entered to add them, or an existing assigned station must be
unassigned.
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In the event that a Station is being reassigned from a previous user, you will be prompted if there are any Voicemail
messages left for the previous User, and asked if you wish to remove those messages for the new assignment or not.
Simply click to select Yes or No and proceed.

To designate a station as Fax lines (removing compression), select the checkbox shown below:

Station, Device And User Assignment oa

Showide panel by dicking friangular buttan

Showing Assignment settings for
Phone Humber:
8505559159
Device:

Full Name:
BE05555159

Station:
Analog Station

Station Phone And Model Assignment

Stalion Assignment

Assigned Station:  Analog Station

This station is a fax line

Step 6: Assign the Phone

Station, Device And User Assignment o0

Show/hide panel by clicking triangular button

Showing Assignment settings for

i Select the model of the
Phone And Model Assignment device to assign

Phone And Model Assignment

Model: Polycom VWX 300 / Select the MAC address of
the device to assign
700782559701

MAC Address:

Port: 1

Line Appearances: | 1 N Select the Port of the
device to assign

(more applicable to ATAs)

Select the number of line
appearances for the device
(Default is 1)

Click Assign to save changes

Note: The list of available phones and MAC addresses will reflect all phones related to this customer site — even if they
are already assigned to other users. This allows the option to assign multiple phone numbers to the same phone.
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Note that when adding Multiple Line Appearances (MLA) in phone assignments:

e  The number of line appearances displayed on the phone will be determined by the number of buttons the model supports.

e  The maximum number of call-waiting calls in queue is 4 per station. Additional line appearances can be
assigned, but do not extend the concurrently usable number beyond 4. The exceptions are Hosted Square Key
8-line and 12-line station types.

e Shared Call Appearances only display one Line Appearance for the shared station, regardless of the MLA
configuration for the primary device.

e MLA does not apply to soft clients as they only support a single line appearance.

Note: Once assigned, the Multi-User Phone and Settings button are enabled. These are used only if the phone is
designated as a Hoteling Host. See the Hoteling QRG for details.

If an analog station is selected, assign the ATA, and specify the protocol for Fax or general analog use. T.38 is the
default for faxing and will support higher speed fax machines.

Station, Device And User Assignment 0

. 8505559144

Station:
Analog Station

Phons A odet Assignmon: [N

Phone And Model Assignment
Model:
Cisco SPA122
MAC Address:
FFBD00000657

Port:
1

Line Appearances: o
1

Fax Line Settings
This station is a fax line:

Select the Fax protocol

* Normal Use
Use T.38 faxing
Use G.711 faxing

[C tnacaign [+ next LS

Step 7: Define the User

Station, Device And User Assignment [~) %]

Show/hide panel by clicking triangular button

Showing Assignment settings for

Phone And Model Assignment [UVEEIILIG]

Create/Edit User Info

End User Info MyPhone User Info

First Name: User Id:
[ (L
l \ You may edit the Firstand Last name of the user. By
Last Name: default, the last name is the telephone number
8505559139 /

Caller ID#: o
8505559139 N \ Select the outgoing caller ID for the
Extension: station using the drop down list of
9139 available 2-way numbers for the site

Select an 2-6 digit Extension for the station
(default is the last four digits of TM)
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Note: The User will have a default assignment for Outbound Caller ID. This will either be the Main number for the
site, or the individual user’s phone number if the phone number is a 2-way DID. The default Caller ID number
is shown in the above screen, and can be changed to any 2-way DID available on the site by clicking on the ‘2-

Way List’ and selecting another number. This allows the users to display different appearances when making
outbound calls.

Station, Device And User Assignment oa

Showrhide panel by clicking triangular button

Showing Assignment settings for

Phone And Model Assignment JRIEEIdLI(

Create/Edit User Info

°1d User Info MyPhone User Info
v For station types with a My Phone User ld:
[ User Account, enter the User ID T——*
Last Name: Email:
850555913

8505559139 for the My Phone user

Caller ID#: Enter the Email address /

Extension: Click to Save changes and create

9139 the user accou

n The buttons will reset the Voice

Password or My Phone Password, sen
an email to the address above

Once saved, the Show Assignment settings area will display the revised information for the user. Closing the Station,
Device and User Assignment box will return to the main view of Phone Assignments and reflect the recently
completed assignments.

Station, Device And User Assignment oa

Show/hide panel by clicking triangular button

Showing Assignment settings for
Phone Number:
8505559139
Device:

Polycom VWX 300

Full Name:
TestUser

1

Station:
Executive Station

m Phone And Model Assignment JRIEETINIG)

Create/Edit User Info
End User Info MyPhone User Info

First Name: User Id:

Test testuser
Last Name: Email:

User [ name@domain.com| |
Caller ID#:

8505559139 -
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-
(o co [+ covor J erctons|
Search u
Phone Numbei Station Extension Model MAC Address Port First Name Last Name
8505559127 0 8505559127 e
8505559136 0 8505559136
8505559155 0 8505559155
8505559148 0 8505559148
8505559137 0 8505559137
8505559126 0 8505559126
8505559159 Analog Station 0 8505559159
8505559160 0 8505559160

T v = T ]
8505559139  Executive Station 9139 Polycom VWX 300 700782559701 1 Test User =
e
8505550161  Executive Station 9161 0 8505559161
8505550146  Executive Station 9146 0 8505559146
8505550158  Executive Station 9158 0 8505559158
8505559147  Executive Station 9147 0 8505559147
8505559150  Executive Station 9150 0 8505559150
8505559143  Common Plus... 9143 0 8505550143
8505550145  Hosted Squar... 9145 Polycom300 B12312313712 1 8505559145
8505559131  Executive Station 9131 Polycom300 B12312313712 1 cbanner 8505559131
9185559001  Executive Station 9001 Polycom300 691462613486 1 9185559001
8505559138  Executive Station 9138 Polycom300 266168082897 1 BB Bill
8505550135  Executive Station 9135 Polycom300 266168082897 1 David Lee =z
Page 1 of2 u m Records per Page 25 ~ m Displaying 1- 25 of 41

Step 8: Resetting User Logins

Station, Device And User Assignment [ X%]

Shovwhide panel b clcing wanoularbuon

Showing Assignment settings for /
Phone And Model Assignment [IELIZNIG]

Create/Edit User Info
End User Info MyPhone User Info

First Name: User Id:

Test testuser
Last Name: Email:

User user@domain.com
Caller ID#:

8505559139 v
Extension:

9139

Reset Voicemail Password Delete MyPhone User Reset MyPhone Password

o~ _—_

Click the respective button to reset the Voicemail

Password or My Phone Password, sending an m

email to the address above

Once completed, the User will receive an email with their new login credentials.
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Step 9: Unassigning Users, Phones, & Stations

Removal of assignments is a simple matter of repeating the above steps in a manner that results in removed User
information, no phone assignment, and no station assignment. This would be required in the event that partial
disconnection of service is required, or if change out of phones or User is required.

Station, Device And User Assignment [ X x]

Showrhide panel by clicking triangular button Select the User Info tab

Showing Assignment settings for /

Create/Edit User Info
End User Info MyPhone User Info

First Name: User Id:

Test testuser
Last Name: Email:

User user@domain.com
Caller ID#:

8505559139 -
Extension:

9139

Reset Voicemail Password Delete MyPhone User Reset MyPhone Password
A

o |

Click the Delete MyPhone User button m

To unassign a device

Show/hide panel by clicking triangular butf

Showing Assignment seningsy
Phone And Model Assignment

Phone And Model Assignment

Model: Polycom VWX 300

MAC Address: 700782559701

Port: 1 o

Click the Unassign button
Line Appearances: 1
\m

Multi-User Phone Settings
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To unassign a station, unassign the device, then

Showlhide"ba by clicking triangular button

Showfig Assignment settings for

Station Phone And Model Assignment

Station Assignment

Assigned Station: Executive Station

This station is a faxline

[ unsssin § e
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