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ADMINISTRATOR PORTAL

INTRODUCTION - RESET OR RENAME USER

PLEASE NOTE: RESETTING AN ACCOUNT PERMANENTLY DELETES ALL OF THE PREVIOUS SETTINGS INCLUDING SAVED VOICEMAIL
GREETINGS AND MESSAGES, CONTACTS, AND USER-SPECIFIC PHONE BUTTON CONFIGURATIONS.
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ADMINISTRATOR PORTAL
INTRODUCTION - RESET OR RENAME USER

- Reset or Rename a user in the Administrator Portal to
assign it to a new employee

Follow the Reset or Rename User Checklist found on
popp.com
Please Note: Resetting an account will permanently

delete all of the previous settings including saved
messages and contacts
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UP NEXT:
STEP 1 — RESET OR RENAME LINE

For more training videos, visit www.popp.com/support
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ADMINISTRATOR PORTAL

STEP 1 - RESET OR RENAME LINE

PLEASE NOTE: RESETTING AN ACCOUNT PERMANENTLY DELETES ALL OF THE PREVIOUS SETTINGS INCLUDING SAVED VOICEMAIL
GREETINGS AND MESSAGES, CONTACTS, AND USER-SPECIFIC PHONE BUTTON CONFIGURATIONS.
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ADMINISTRATOR PORTAL
STEP 1 - RESET OR RENAME LINE

- Login to the Administrator Portal at
https://portal.popp.com/bg

- Click on [All Lines]
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ADMINISTRATOR PORTAL
STEP 1 - RENAME LINE

- ldentify the line you want to update

- To Rename the ling, click on the blue icon to the right of the
line and select [Edit personal details]

POPP.com, Inc. All rights reserved

Administrator Portal
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COMMUNICATIONS

Business Group Admin Portal

Groups

Business Group Admin Portal

Lines in Department:| viewan

Move selected to: ~ Select department

Phone Number Ext

Search for. in any field

Main Number

Kristin
Office Technology Management
Easy Attendant

Premium Attendant

Bryan

Erin

Bob Smitt

OPEN IC

HCC MLHG 1 pilot: HCC ML

HCC MLHG 2 pilot: HCC ML

Download all Lines

Department

<

| View individual settings

| Edit personal detalls

1

Reset line

Unlock account

12/20/2021



Administrator Portal - Reset or Rename
User - Video Slides

R .7 BR R
roerr

WWW.popp.com

Edit Personal Details

ADMINISTRATOR PORTAL
STEP 1 - RENAME LINE —

Enter the new name
Click [Save]
The new name will now appear throughout the portals

Saved voicemail greetings, messages, settings, contacts, and
phone button configurations will remain as is

Continue on to Step 2 — Reset Internal Caller ID Name
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p pp Business Group Admin Portal
Lines in Department: viewau

Move selected to: ~ Select department

O Phone Number Ext Name.

Search for. in any fleld

Main Number

ADMINISTRATOR PORTAL I
STEP 1 - RESET LINE

- ldentify the line you want to update ) ] & seremy

Kristin

- Click on the blue icon to the right of the line and
select [Reset Line]

gy Management

Bob Smitt
k. OPEN
MLHG 1 pilot: HCG ML

HCC MLHG 2 pilot: HCC ML.

POPP.com, Inc. All rights reserved
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Save Cancel

Download all Lines

Department

<

| View individual settings
| Edit personal cetails
Resetline

Unlock account
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ADMINISTRATOR PORTAL
STEP 1 - RESET LINE

- Enter the New account name for the line
- Click [Apply]

- Click [Confirm] to continue
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ADMINISTRATOR PORTAL
STEP 1 - RESET LINE

The new name will appear for this user throughout
the portals

The line will be reset and the New User Details will
be displayed

Click OK when finished

POPP.com, Inc. All rights reserved

Reset Line

Telephone number

New account name:

Also use as local calling name

Remove from groups

New User Details

[Telephone Number: (763) 233

lAccount Name: Jenny Carlson

JAccount Password: )*}l;#fyBm!P*>ZQ*80
il PIN: 1

[Call Service PIN: 0642
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UP NEXT:
STEP 2 — UPDATE ADMINISTRATOR SETTING

For more training videos, visit www.popp.com/support
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ADMINISTRATOR PORTAL

STEP 2 — UPDATE ADMINISTRATOR SETTING

POPP.com, Inc. All rights reserved




Administrator Portal - Reset or Rename
User - Video Slides

R .7 BR R
roerr

WWW.popp.com

ADMINISTRATOR PORTAL
STEP 2 — UPDATE ADMINISTRATOR SETTING

- Click the blue icon to the right of the user and select
[Edit personal details]
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ADMINISTRATOR PORTAL
STEP 2 — UPDATE ADMINISTRATOR SETTING

- Next to Admin, verify/select the correct setting for this
user in the drop-down

[Not an Administrator] means no access to the
Administrator Portal

[business group] means the user will be an
Administrator and will be able to view and modify
other lines in your business group via the
Administrator Portal

POPP.com, Inc. All rights reserved
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Business Group Admin Portal

Lines in Department:| viewai

Download all Lines.

O Phone Number Ext. Department

Move selected to: |~ Select department

Search for. in any field

<

Main Numbes
Account Director
Ope

Helpline User

Open Sales 2
Open Sales
Jeremy O - Remote

Kristin H - Remote

| View individual settings
G 1 pilot: HCC ML I} Edit personal details
Reset line
HCC MLHG 2 pilot: HCC ML
Unlock account

Edit Personal Details

Jenny Carlson

l Not an Administrator Vl

Edit Personal Details

Jenny Carlson

l 0003029 - Installation &amp; Sales H Vl

I Save I Cancel
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UP NEXT:
STEP 3 — UPDATE INTERNAL CALLER ID NAME

For more training videos, visit www.popp.com/support
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ADMINISTRATOR PORTAL

STEP 3 - UPDATE INTERNAL CALLER ID NAME
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Lines in Department:  viewai

Move selected to: ~ Select department Download all Lines

O Phone Numbe! Ext Name Department

Search for. in any field

<

Main Number

) Account Director

ADMINISTRATOR PORTAL
STEP 3 - UPDATE INTERNAL CALLER ID NAME

- Click the blue icon to the right of the User and
select [View individual settings]

%  Premium Attendant

@& Byan

Erin
) Jenny Carison
OPEN IC { View individual settings
HCC MLHG 1 pilot: HCC ML 1 Edit personal detalls
Resetline
HCC MLHG 2 pilot: HCC ML
Unlock account
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When | receive a call

Ring my phone

ADMINISTRATOR PORTAL
STEP 3 - UPDATE INTERNAL CALLER ID NAME

Click on [Call Settings]

Enter the new Caller ID Name for internal calls
Click [Apply] to save

Click [Close] when finished

Note: To update Caller ID Name and Number for i el

Enable call recording

external calls, contact POPP for assistance £

POPP.com, Inc. All rights reserved 9
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UP NEXT:
STEP 4 — CONFIGURE ACCOUNT E-MAIL ADDRESS FOR PASSWORD RESET

For more training videos, visit www.popp.com/support
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ADMINISTRATOR PORTAL

STEP 4 - CONFIGURE ACCOUNT E-MAIL ADDRESS FOR PASSWORD RESET
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Administrator Portal - Reset or Rename

User - Video Slides

R .7 BR R
roerr

WWW.popp.com

ADMINISTRATOR PORTAL
STEP 4 - CONFIGURE ACCOUNT E-MAIL ADDRESS

- Click the blue icon to the right of the User and
select [View individual settings]
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ADMINISTRATOR PORTAL
STEP 4 - CONFIGURE ACCOUNT E-MAIL ADDRESS

- Click on [View Account Settings]

- Click on [Configure Account Email]

POPP.com, Inc. All rights reserved

Business Group Admin Portal

Lines in Department:  viewai

Move selected to: ~ Select department

in any field

) Jenny Carlson
& oPENIC
HCC MLHG 1 pilot: HCC ML

HCC MLHG 2 pilot: HCC ML

Jenny Carison
Home Messages and Galls Contacts [ T
Phone Status

\ When | receive a call

Ring my phone

When | receive a call

Fing my phens

Personal Details Security

Jenny Garkson Change Password

<

{ View individual settings
| Edit personal details
Resetline

Unlock account

Devices. Change Call Services PIN

‘Configure Acoount Emsil @

12/20/2021
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ADMINISTRATOR PORTAL
STEP 4 - CONFIGURE ACCOUNT E-MAIL ADDRESS

Enter the user’s e-mail address

To login using e-mail instead of the phone number,
leave the box checked for “Allow email login”.
Otherwise uncheck this box.

Click [Confirm] to save
A confirmation e-mail will be sent to the user
Click [OK]
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UP NEXT:
STEP 5 — UPDATE VOICEMAIL MESSAGE SETTINGS AND NOTIFICATIONS

For more training videos, visit www.popp.com/support

POPP.com, Inc. All rights reserved
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ADMINISTRATOR PORTAL

STEP 5 - UPDATE VOICEMAIL MESSAGE SETTINGS AND NOTIFICATIONS
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ADMINISTRATOR PORTAL
STEP 5 - UPDATE VOICEMAIL

- Click the blue icon to the right of the User and
select [View individual settings]

POPP.com, Inc. All rights reserved

Business Group Admin Portal

Lines in Departme

Download all Lines

&
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ADMINISTRATOR PORTAL
STEP 5 - UPDATE VOICEMAIL

- Click on [Message Settings]

- Click [Open in New Window] to view in a larger
format
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ADMINISTRATOR PORTAL
STEP 5 - UPDATE VOICEMAIL

Under General, enter “20” in the [seconds] field

Incoming calls to this line will be forwarded to
voicemail after 20 seconds

If new messages should be forwarded to the user’s
e-mail, check the box to [forward messages and
faxes as emails]

POPP.com, Inc. All rights reserved
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ADMINISTRATOR PORTAL
STEP 5 - UPDATE VOICEMAIL

- Click to [add an email address]
- Enter the user’s e-mail address
- Click [Add]
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ADMINISTRATOR PORTAL

STEP 5 - UPDATE VOICEMAIL
Uncheck the box for [Faxes] unless the user has Fax
to E-mail (this would be rare)

Make sure the box for [Leave original in Inbox] is
unchecked so that messages do not fill up the
user’s voicemail box

Click [Apply]

POPP.com, Inc. All rights reserved

Jenny Carlson

Message Settings
General

Incoming calls are forwarded to woicemsail after 20

Email Address:

Jenny Carlson

Message Settings

12/20/2021
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ADMINISTRATOR PORTAL

STEP 5 - UPDATE VOICEMAIL
If the user should receive message notifications on
their phone, click on [Notifications]

Check the box to [Send phone notification of
incoming messages]

Click [Apply] to save Email
Click [Close] Outdial

The user will receive message waiting notifications
on their phone when they have new messages
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UP NEXT:
STEP 6 — UPDATE AUTOMATED ATTENDANT OPTIONS

For more training videos, visit www.popp.com/support

POPP.com, Inc. All rights reserved
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ADMINISTRATOR PORTAL

STEP 6 - UPDATE AUTOMATED ATTENDANT OPTIONS
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Business Group Admin Portal

ADMINISTRATOR PORTAL
STEP 6 - UPDATE AUTOMATED ATTENDANT

- Click on [Attendants]

POPP.com, Inc. All rights reserved
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ADMINISTRATOR PORTAL

STEP 6 - UPDATE AUTO ATTENDANT

- Click on your [Easy or Premium Attendant]
- Click on [Open Attendant Settings]
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ADMINISTRATOR PORTAL
STEP 6 - UPDATE AUTO ATTENDANT

- Click on [Easy/Premium Attendant Menu]

POPP.com, Inc. All rights reserved

Business Group Admin Portal

Attendants in Department:  vewa

Move selected to: ~ Select department v

in any field

Easy Attendant

Open Attendant Setings

Your Services

View Account Settings

Open in New Window

Easy Attendant

Home

Line Status
“ Easy Attendant Menu Extensions
m Your Easy Attendant is currently on

asy Altend
:{q) will hear.

.4 Switch to using a schedule
‘(JJ Configure separate menus to be played to callers during
business hours and non-business hours.

View Account Settings

Open in New Window

12/20/2021
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Easy Attendant

Home

Line Status

Main Easy Attendant Menu

ADMINISTRATOR PORTAL | :
STEP 6 i UPDATE AUTO ATTENDANT en This announcer

your callers,

- Look in the menu for options that transfer to the phone,
voicemail, or extension that has been reset or renamed

- Click [listen/change] to listen and re-record initial greeting

Note: You can also call in to re-record the greeting using the Auto
Attendant User Guides found on www.popp.com/support
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UP NEXT:
STEP 7 — UPDATE CALL ROUTING

For more training videos, visit www.popp.com/support
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ADMINISTRATOR PORTAL

STEP 7 — UPDATE CALL ROUTING

PLEASE NOTE: OFTEN HUNT GROUP CHANGES AND MAIN NUMBER CALL ROUTING SETTINGS DO NOT NEED TO BE CHANGED, SO
THIS IS MORE OF A PRECAUTIONARY STEP.
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Administrator Portal

ADMINISTRATOR PORTAL
STEP 7 - UPDATE CALL ROUTING

- If calls will be routed to the new user the same way
as the old user, you can skip this step

- To update Hunt Groups, click on [Hunt Groups]

POPP.com, Inc. All rights reserved
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ADMINISTRATOR PORTAL
STEP 7 - UPDATE CALL ROUTING

Click on to open a [Hunt Group]

Click on [Hunt Group Members] to view the lines in
the hunt group

Verify and update the lines included in the hunt
group, their position, and settings as needed
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ADMINISTRATOR PORTAL
STEP 7 - UPDATE CALL ROUTING

- To update main number call routing, click on [Users]

POPP.com, Inc. All rights reserved

Business Group Admin Portal

Hunt Groups in Department:| viewai v
A Hunt Group (MLHG or Multi-Line Hunt Group) is a set of lines within a Business Group (members), so that calls to
the group are passed to a non-busy member of the Hunt Group, or may be added to a queue if all members are
busy. Please contact us if you would like to set up a new Hunt Group.

Move selected to: ~ Select department v
O Hunt Group Name Number of Members Service Level Department
) HCC MLHG 1 Premium ACD None
Premium ACD None
Hunt Group

Hunt Group
Business Group Admin Portal

Hunt Group MLHG 1 in Department: None

Hunt Group Pilots Hunt Group Members
[ Remove setectea | change Positons Add single line:

O Position Telephone Number Name Department
763) 233 76¢ 3] ErnE None
) 2 (763) 233 <] MainLine 1 None

(763) 233 68  «] OpenUser None

Administrator Portal
| W'Y ¥

COMMUNICATIONS

Business Group Admin Portal

Groups

All Lines

12/20/2021
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ADMINISTRATOR PORTAL
STEP 7 - UPDATE CALL ROUTING

- Click on your [Main Number]
- Click on [Go to Call Manager]
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ADMINISTRATOR PORTAL
STEP 7 - UPDATE CALL ROUTING

Click on the [Rules] tab

Click on [Open in a New Window] for a larger view

Under Sets of Rules, click on each rule

Business Group Admin Portal

Users in Department:| viewan

Move selected to: | Select department

Phone Number Ext Name Department

Search for... in any field

Main Number I

&  Account Director

PCS Test Phone

Main Number

QN Home Messages and Calls Contacts
Phone Status

When | receive a call

Forward to (763) 231

Go to Call Manager

Your Services

CallSofings  Mossago Stings  Notfcatons Remindre

Open in New Window | Ciose

Messages and Calls  Contacts

Phone Status

Add New Set of Rules Apply

Rules give you advanced options for handling incoming calls. You can choose which set of rules Is active from the Summary tab.

Sets of Rules Lunch

Lunch When | receive a call from anyone in my business group, ring more than one phone at the same time %

Normal or in sequence

RejectCalls Default: The call will ring your phone using the Standard Ringtone

Screen Calls

Identify any instances of “All calls will ring more than one
phone” or “Ring more than one phone at the same time or

in sequence”

POPP.com, Inc. All rights reserved
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ADMINISTRATOR PORTAL
STEP 7 - UPDATE CALL ROUTING

- Select each set of rules
- Click [Edit]
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ADMINISTRATOR PORTAL
STEP 7 - UPDATE CALL ROUTING

- Click [Next], look for the line number to update the rules as

needed to route calls properly to the new user

POPP.com, Inc. All rights reserved

Messages and Calls  Contacts

Phone Status

Summary Weekly Schedule Special Days

‘Add New Set of Rules Apply m

Rules give you advanced options for handling incoming calls. You can choose which set of rules is active from the Summary tab.

Sets of Rules Lunch

When i receive call fom anyone inmy business group, g morethan one phore athe same e X
x

Default: The call will ring your, |IIII sing the Standard Ringtone

Reject Calls

Screen Calls

Edit a rule in the "Lunch" set of rules

When I receive a call from anyone In my business group
O ring my phone using | the Standard Ringtone v
) forward to v
O send to voicemall
O play a reject message and reject the call
O ask the caller to say their name before | accept the call

@ ring more than one phone at the same time or in sequence.

. ask the caller to say their name before ringing more than one phone at the same time or
in sequence

Finish

Edit a rule in the "Lunch" set of rules

Choose which phones you would like to ring when you receive a call from anyone in your
business group
econds into call: 0 30 60 20

(763) 555

Phone Number: enter a number w Start:| 0 v End:| 60 v

If | don't answer or all lines are busy, forward to s 4

e

12/20/2021
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UP NEXT:
STEP 8 — UPDATE MONITORED EXTENSIONS ON PHONE PROFILES

For more training videos, visit www.popp.com/support
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ADMINISTRATOR PORTAL

STEP 8 - UPDATE MONITORED EXTENSIONS ON PHONE PROFILES

POPP.com, Inc. All rights reserved
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Business Group Admin Portal

ADMINISTRATOR PORTAL
STEP 8 - UPDATE MONITORED EXTENSIONS

If the line you have updated is set up as a monitored
extension on one or more phones, update the name
of the key to display the new name

Click on [Phones]

-gh 1
POPP o

WWW.popp.com

ADMINISTRATOR PORTAL
STEP 8 - UPDATE MONITORED EXTENSIONS

- Click on [manage your phone profiles]

- Click [Edit] to open the phone profile or individual
phone

Polycom VVX 411

POPP.com, Inc. All rights reserved
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~ Programmable Keys - Line
Key Capabllties

SKey 1
PKey2
SKey3

PKey 4

SKey 5

ADMINISTRATOR PORTAL

Bob Smith

STEP 8 - UPDATE MONITORED EXTENSIONS o st

Click on [Programmable Keys - Line]

Expand each key to identify Enhanced Monitored

Extension keys for the line that has been reset or
renamed
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WWW.popp.com

~Programmable Keys - Line
»Key Capabilities

»Hey 1

ey 2

SKey3

ey d

ADMINISTRATOR PORTAL —
STEP 8 - UPDATE MONITORED EXTENSIONS

whey 7 Jenny Carison

There are two options for updating the name:

- Option 1: Type in the new name in the Label field

POPP.com, Inc. All rights reserved 26



Administrator Portal - Reset or Rename
User - Video Slides

R .7 BR R
roerr

WWW.popp.com

v Programmable Keys - Line

3Key Capailies

ADMINISTRATOR PORTAL
STEP 8 - UPDATE MONITORED EXTENSIONS iz

Option 2: In the Extension field, enter the full 10-digit
phone number

Next to “Use subscriber name as Label”, select [Yes]
In the Label field, enter “Monitored Extension”

Click [Save changes] and close this window when
finished

The name of this key on the phone will update to match
the name you previously set for this line in Step 1

Repeat this process for each phone profile or individual
phone
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UP NEXT:
STEP 9 — NEW USER RESETS PASSWORD AND SETS UP VOICEMAIL

For more training videos, visit www.popp.com/support

POPP.com, Inc. All rights reserved
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ADMINISTRATOR PORTAL

STEP 9 - NEW USER RESETS PASSWORD AND SETS UP VOICEMAIL
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Polycom

ADMINISTRATOR PORTAL
STEP 9 - NEW USER RESET PASSWORD/SET UP VOICEMAIL

If the line was reset in Step 1:

- Instruct the new user to press the voicemail (envelope) button
on their phone (or dial *15) and follow the prompts to complete
the voicemail setup wizard to set up the voicemail PIN, name,

and greeting

POPP.com, Inc. All rights reserved
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Lines in Department:  viewai

Move selected to: ~ Select department Download all Lines

O Phone Numbe! Ext Name Department

Search for. in any field

<

Main Number

) Account Director

ADMINISTRATOR PORTAL
STEP 9 - NEW USER RESET PASSWORD/SET UP VOICEMAIL

If the line was renamed in Step 1:
- You will need to reset the PIN for the existing voicemail box

- Click the blue icon to the right of the user and select [View
individual settings]

%  Premium Attendant

Bryan P

Erin E

) Jenny Carlson

‘lr;

OPEN IC { View individual settings
HCC MLHG 1 pilot: HCC ML 1 Edit personal detalls

Reset line
HCC MLHG 2 pilot: HCC ML
Unlock account

-;"‘ [ 1
rForr
WWW.popp.com

Jenny Carlson

When | receive a call

Ring my phone

Personal Details Security

ADMINISTRATOR PORTAL s e P——

Devices. Change Call Senvices PIN

STEP 9 - NEW USER RESET PASSWORD/SET UP VOICEMAIL =

Click on [View Account Settings]
Click on [Change Voicemail PIN]

Enter and re-enter a new temporary voicemail PIN that you will
provide to the new user

Click [Confirm] to save

Send the new user their 10-digit phone number, temporary
voicemail PIN, and a link to the Voice Mail User Guide (found on
WWW.popp.com/support)

POPP.com, Inc. All rights reserved 29
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ADMINISTRATOR PORTAL
STEP 9 - NEW USER RESET PASSWORD/SET UP VOICEMAIL

- Now that you have completed these steps, the new user is ready for use
- Review the Reset or Rename User Checklist found on www.popp.com/support

- Save or print this checklist for future reference

If you have further questions, visit www.popp.com/support or contact POPP at
763-797-7900
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Administrator Portal
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COMMUNICATIONS

Business Group Admin Portal

ADMINISTRATOR PORTAL
RESET OR RENAME USER

For more training videos, visit
WWW.popp.com/support
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