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This abbreviated user guide highlights some of the most common steps in the Administrator Portal. For a more
comprehensive manual for all aspects of the Administrator Portal, refer to the Administrator Portal Reference Manual.
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1 Logqgging In

¢ Go to: http://portal.popp.com/bg Administrator Portal
e Number: enter 10-digit phone number (phone number must be set up by POPP % -
with administrative access) or e-mail (if e-mail login is enabled) Mm

e Password: enter the password and click [Login] COMMUN]CATIONS

CommPortal Web

Please log in below.

Number
Password:

If you have forgotien your password, please contact
customer support

Business Group Admin Portal Showroom 4 ~
Groups
Groups Groups can be used to manage how calls are handled for a selection of callers. Hunt Groups will pass calls to the next
«2 Hunt Groups (MLHGS) ::::ra}:I:a?Semher. The Supervisor Dashboard helps you monitor these. Call Pickup Groups allow lines to answer each

4+ Call Pickup Groups

= Supervisor Dashboard ¢4

All Lines

& Users

— Hunt Groups Call Pickup Supervisor

7 Attendants (MLHGs) Groups Dashboard
Sl All Lines

I@ Phones The All Lines pages provide access to details of all lines in the business group. These can be filtered by User Lines,

e — Attendants and Group Access Lines. Manage the phones in your Business Group and assign them to lines from the Phones

page.
#@ Departments

#a» Short Codes
:= Account Codes
& BExtensions

A& Call Analyii Attendants Group Access Phones

<4< Music on Hold 4

Services

+ Misc. Settings . . . .
To configure and manage further business services on your lines, select an option below.

? Help

e . @ e e

Depariments Short Codes Account Codes Exiensions

Call Analytics Music on Hold Misc. Setfings
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2 Telephone Configuration

e See Telephone Configuration user guides on popp.com/support > Portals

3 Multi Line Hunt Groups (MLHGS)

e Click [Hunt GrOUpS (MLHGS)] Business Group Admin Portal

e Click on the MLHG you wish to Change T Hunt Group Serviceemium HCC in Dpanmem' None

++s Hunt Groups (MLHGS)

e Click on [Hunt Group Members] tab S e
Aest2 Positon  Telephone Number Xt Name epartment
est3
Hest4
dest5
~Test MLHG

&3 Call Pickup Groups
*= Supervisor Dashboard (4

3.1 Remove alLine from a MLHG:

e Check the box next to line(s) to be removed

Business Group Admin Portal _

Hunt Group Service - Premium HCC in Department: None

Hunt Group Pilots Hunt Group Members Settings
Remove Selected  Change Positions | Add Lines Add single line: Add

¢ Click [Remove Selected]

Position Telephone Number Ext. Name Department

1 (763) 233 7681 7681 Showroom 1 Sales Actions ¥
(763) 233 7682 7682 Showroom 2 Sales Actions ¥

3 (763) 233 7683 7683 Showroom 3 Sales Actions ¥

4 (763) 233 7684 7684 Showroom 4 Sales Actions ¥

5 (763) 233 7685 7685 Showroom 5 Sales Actions ¥

3.2 AddalinetoaMLHG:

¢ Click on [Add Lines]

e Check the box next to line(s) to be added

Add Lines to Hunt Group

. Select the lines by ticking the boxes and then click Add Selected. Lines added to this Hunt
° ClICk [Add Selected] Group are allowed to login/logout. When you add a ling, it will initially be logged out

Depariment 0003029 POPP Showrocom HIPPSv2 v

Note: If you choose to put an external number into your hunt Telepnone _
Number Extension Name
group, POPP loses control of what happens to that call once the (612) 7570580 2580 Door Phone
. ., i i 4 (612)7670581 2581 Tony P
call leaves our switch (e.g., If an external line’s voicemail answers,
(612) 767 0583 2583 HIPPS FMFIM -

call routing is done).

Add Selected

© POPP.com, Inc. All rights reserved. For service, call 763-797-7900 or visit www.popp.com Page 4 of 20 11/21/23



I % I I

[/
r‘wrr Administrator Portal User Guide
COMMUNICATIONS POPP Hosted Microsoft VolP Phone System
4 Lines

e Click on [All Lines]
¢ Click on [Actions] to the right of the User’s line and select [View Individual Settings]:

e Click on [View Account Settings]

4.1 Reset User's Password

¢ Click on [Change Password]
e New password: Enter [new password]
e Confirm new password: enter [new password] again

¢ Click [Confirm] to save

4.2 Reset User’s Account E-mail

¢ Click on [Configure Account Email]
e Email Address: Enter the email address where an email should be sent if the user clicks the “Reset Password” link on

the login screen
¢ Allow email login: Check this box to login using the email address instead of the phone number

5 Main Number Call Manager

Business Group Admin Portal  snowoom 3+

Lines in Department:| viewan

¢ Click on [All Lines]
¢ Click on [Actions] to the right of your Main Number

and select [View individual settings]

Download al Lines.

Groups (MLHGs) Move selected for|  -Select Department-  +

44 Call Pickup Groups.

Telephone Number EX MName Depariment

Bryan P 0003029 POPP Showroom HIPPS v2 Admin

¢ Click [Go to Call Manager]

Home Messages and Calls (1) Contacts - Bryan P ~
Phone Status

.\. When | receive a call

Ring my phone
Go to Call Manager

Your Services

Call Settings

Message Setiings Ntifications Reminders

View Account Setlings

Open in New Window
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5.1 Settings for Main Number

e Select one of the following options - When | receive a call: Main Number ICM

o Ring my phone

o Forward to — enter [10-digit phone number] Phone Status

o Send to voicemail s

Weekly Schedule Special Days
o Use my rules — select [Set of Rules]
o Handle depending on the time or day — select [Set of fihen receive  cal
Rules] for each period of your Weekly Schedule Ring my phene
Forward to | (763) 233 7693 -
Note: See Rules and Weekly Schedule tabs to set up rules to Send to vaicemal
handle Ca”S durlng speCIfIC perIOdS Use my | Multiple Primary DN ¥ | rules (or set up new rules)
. ® Handle depending on the time or day
o Click [Apply] to save
On normal days use my | [CM Ring All v | rules during Non Working Hours -

Open in New Window

5.2 Add New Rule

¢ Click [Rules] to view current Rules Main Number ICM

+ Clck [Add New Set of Rules]
e Name: enter a name for this set of rules sy (R oot s s s s

e Click [OK]

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

e Click [Add New Rule]

Sets of Rules ICM Ring All

e When | receive a call from: select the desired contact, number,

ICM Ring All x
Default- All calls will ring more than one phone

MLHG Key x
anonymous, etc. aystem T
L] C“Ck [NeXt] Primary DN
. . . Non- x
e When | receive a call from: select the desired action Business
Hours
° CI|Ck [FInISh] Normal

» Click [Appb] to save

Open in New Window

5.3 Ring Multiple Telephones Simultaneously

e Click [Rules] to view current Rules
e Click [Add a New Set of Rules]

e Name: enter a name for this set of rules (e.g., Ring All Choose a name for this new Set of Rules.
Telephones)

e Click [OK]
« Click [Add New Rule]

Pick a name which will help you remember what this Set of Rules does. For example, you might
choose "Family Calls Only” or "Forward Urgent Calls”.

Name: |R| ng All Telephones| |
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¢ When | receive a call from: select the desired contact, number, Add a new rule to the "Ring All Telephones" set of rules

anonymousy etc_ When | receive a call from

. an individual contact: | <Select=

d CIICk [NeXt] a group of contacts: | =Select= v

® anyone on my contact list
anyone in my business group

this number or group of numbers: enter a numbe -

an anonymous number

3 &3

e When | receive a call from: select ring more than one phone at Add a new rule to the "Ring All Telephones" set of rules

the same tlme or in sequence When | receive a call from anyone on my contact list

ring my phone using | the Standard Ringione v
o Click [Next]

forward to |enter a number -
send to voicemail
play a reject message and reject the call

ask the caller to say their name before | accept the call

ring more than one phone at the same fime or in seguence

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

(oo ] v~ R s

e Phone Number: enter [10-digit phone number or 4-digit Add a new rule to the "Ring All Telephones" set of rules
extension] Choose which phones you would like to ring when you receive a call from anyene on your contact
list
e Start: O Enter the phone number you want to ring, and for how long
The first phone will always start ringing immediately and you can have more than one phone ring at
Y End: Select [# Of Seconds] yOU WOUId l|ke the phone number to the same time_ If a line is busy, fhe next available phone will start ringing immediately
. All phones will stop ringing as soon as one phone is answered
rlng I you don't answer or all lines are busy, the action selected here will be applied instead of any
. global configuration you may have configured on the Summary page.
e Click [Add]
Phone Number. 7637977900 w [start|0 v End[30 ¥ m

Ring my phone using | the Standard Ringtone »

If | don't answer or all lines are busy, forward to |Voicemail -
¢ Repeat the steps above to add each phone number you would Add a new rule to the "Ring All Telephones" set of rules
llke to ring Simultaneously Choose which phones you would like to ring when you receive a call from anyone on your contact
list
. H Seconds into call 0 30 60 an 120
Note: The Start and End time for each phone number must o2 797 1900 - ™
match (e.g., all phone numbers have a Start time of 0 and an phgehuedi : =

End time of 30 seconds)

e To adjust the Start/End time for a phone number to ring: click Phane Number: | enter a number - |Stat[0 v End[60 v
the black arrow on the left (Start time) or right (End time) of the Ring my phone using | the Standard Ringtone ¥
If | don't answer or all lines are busy. forward to  Voicemail -

blue bar and drag to the left or right to adjust the number of

seconds
¢ If | don’t answer or if all lines are busy, forward to: enter [10-digit phone number or 4-digit extension] or leave field set

to Voicemail
e Click [Finish]

o Click [Apply] to save
¢ Click on the [Summary] tab
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e When | receive a call: select Use my [Set of Rules] rules and

When | receive a call
select the new rule that you added to ring multiple telephones

(e.g. select [Ring All Phones] set of rules) '~/ Ring my phone
o Click [Apply] to save 0 Forward to | (763) 233 7693 -

) Send to voicemail

® Use my| Multiple Primary DN ¥ | rules {(or set up new rules
ICM Ring All
=/ Handle ¢ LHG Key System day
Multiple Primary DN
Mon-Business Hours

Additional g Normal

Ring All Telephones

5.4 Add New Weekly Schedule

¢ Click [Weekly Schedule] to view current Weekly Schedules Main Number ICM

e Click [Add New Period] (up to three periods max_)_ If you < Back Messages and Calls Contacts Main Number ICM ~

currently have three periods set up, you must delete one before Phone Status

you Can add a neW One Summary Rules Special Days
¢ Name: enter a name for this Period =3
. Using your weekly schedule, you can apply different rules at
¢ Click [OK] different times of day.
. . . . . . Once you have set up your weekly schedule here, you can use the Summary 1ab to choose which
« highlight the time ranges for the new period by clicking on fules apply during the periods you have defined.
. - . . . . Periods (max 3) Mon  Tue Wed Thu Fri Sat Sun
individual cells or by clicking and dragging to select a longer = .

time range Early Morning ¢

Non Working
Hours

L] C“Ck [Apply] to save Waorking Hour %

s -

ew Account Settings
Open in New Window

5.5 Add Special Days

¢ Click [Special Days] Main Number ICM

e Click [Add Public H0||days] < Back Messages and Calls Contacts Main Number ICM ~

¢ Select Public Holidays to be added Phone Status

° C||Ck [O K] Summary Rules Weekly Schedule

« Click to select any other specific days on the calendar —

. Special Days are exceptions to your normal weekly schedule.

° CIICk [Apply] tO save For example, vacations or business trips are special days, when you may want to handle calls in a
different way. You can use the Summary tab to choose a different rule which applies for the whole of
these days.

Click a date on the calendar to make it a special day, or click an existing special day to make it normal
again. You can also click and drag to change several days at once.

July 2018 August 2018 September 2018
Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri Sat Sun
1 1 2 3 4 6 12

2 3 4 5 868 T 2 6 7 & @ 101 12 2 4 5 86 7 &8 @

View Account Settings
‘Open in New Window
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5.6 Apply Rules for Special Days

e Click [Summary]
e When | receive a call: select [Handle depending on the time or day]
¢ Scroll down to On Special Days option

e Use my: select [Set of Rules] to be used on Special Days

6 Short Codes (aka Speed Dials)

Business Group Admin Portal

e Click [Short Codes]

Short Codes in Department:| viewa
Short codes allow your users to quickly dial commeon numbers. The table below shows the short codes currently in
Operation in the selected depanment

Move selected fo: | -Select Department—~  +

Short Code Telephone NUMBer or Service Access Code Deparnment

& Users
) Attendants

s4 Group Access

N
u
Y
Jane
Jane
I
y

Extensions

6.1 Delete Short Code(s):

e Check the box next to Short Code(s) to be deleted
¢ Click [Delete Selected]

Short Codes in Department:| viewau

Short codes allow your users 1o quickly dial common numbers. The table below shows the short codes currently in
operation in the selected department

6.2 Add Short Code(s):

e Click [Add]
e Short Code: enter 1-7 digit Short Code

Move selected to: | --Select Department-- ¥
Delete Selected Add Range
) Short Code Telephone Number or Service Access Code Department
] 3 (763) 238 8820 Nong

“ 10 (763) 233 7688 None

Add Single Short Code

Enter the code and (optionally) either the telephone number or the

° MapS to - SeIeCt one: service access code that it maps fo, and then click Add
o Telephone Number Sert Cooe 1224
Maps to: ® Telephone Mumber

o Service Access Code (*code)

Note: cannot use *5x or *96

Department (optional): select one

Name (optional); enter name
Click [Add]

Enter Telephone Number or Service Access Code (*code)

O Semvice Access Code
Telephone Mumber: TEITTTI00

Department: Administration A

Add a name to include an entry in the business directory.

Name {opfional |- Jon

Con [ oo
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7 Music on Hold

e Click [Music on Hold] Music On Hold

security mappingl resources I

(Global Media List I

71 Avallable Muslc on Hold Optlons (Resources) ID  Description Length Actions
e Click [resources]: @ carceline 358 sacencs
o Global Media List (POPP-provided) ;U 1 :E
o Client-provided resources are listed below a ks 52500

¢ Click on [ID] or [Description] to listen to a resource . .

7.2 Add a Resource (.wav or .mp3) o e e

35 Telsphons Ringback

e Supported file types are: 7 Beep s W3 2
o MP3 96  Beep + 155 Silence 15 saconds
o WAV Wlth one Of the fo”owing formats: ID  Description Gain  Filesize Length Actions

11 Heloline Queve  ffo 0.07ME  10seconds  » [ Ede ] [ Delete
12 Helpiine Interrupt 0 0.09MB  Ilseconds  * [ Ed | [Deleta

= Microsoft PCM 16-bit, signed, little-endian: channel
1 or 2; sample rate 44100, 22050, or 16000.

= Microsoft PCM 8-bit, unsigned, channel 1: sample

jir} Description Upload local resource file Actions
[ ][ [ Choose File | lio fils chosen Add

Disk Used: 0.16 MB of 20 MB used.

rate 22050, 11025, or 8000. T
= Microsoft u-law 8-bit, channel 1, sample rate 8000.
Click [Choose File]

Navigate to the file and click [Open]

ID: enter a unique 2-digit ID number between 10 and 99

Description: enter a unique description
Click [Add]
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7.3 Assign Default Music on Hold:

° C||Ck [mapp"‘]gs] Music On Hold Mappings in deparcments 5053324 - HIPPS (roo)
o Within the Default row, click [Edit] under the

security | mappings  resources

Directory number _Initial

Actions column

e |nitial resource: select Resource to play initially

e Action: select one -

Action Follow-up resource.
~ | [Regest ~ [

o Repeat - initial resource (and follow up-

resource, if any) are continually repeated)

Note: 1f 2 ine b within this organization, then it may ke = business day for the change 1o affect Music On Hold.

o Play Once - initial resource plays once and then thefollowupresource playg}épeatedly

o Repeat — Initial Interrupted - initial resource is interrupted at specified intervals by the follow-up resource (for
example, music interrupted at intervals by an announcement)

o Repeat — Follow-up Interrupted - initial resource plays once and then the follow-up resource is interrupted at
specified intervals by the initial resource (for example, an announcement followed by music interrupted at
intervals by the same announcement)

¢ Follow-up resource: select Resource to play next (if applicable)
o Start Point (applies to initial resource if Repeat or Repeat — Follow-up Interrupted are selected. Otherwise applies to
the follow-up resource): select one —

o Start — plays the resource at the beginning

o Random — plays the resource starting at a random point

o Duration (only appears if Repeat — Initial Interrupted or Repeat — Follow-up Interrupted are selected): enter [# of
seconds] for which the interrupted resource should be played between interruptions

e Actions: click [Save] to save

7.4 Assign Music on Hold per Phone Number

¢ Directory number: select the desired Directory number Music On Hold

o |nitial resource: select Resource to play initially

o Action: select desired option (see explanation of options above)

¢ Follow-up resource: select Resource to play next (if applicable)

e Start Point: select desired option

e Duration (only appears if Repeat — Initial Interrupted or Repeat — Follow-up Interrupted are selected): enter [# of
seconds] for which the interrupted resource should be played between interruptions

o Actions: click [Add] to save

Note: You can assign Music on Hold (mappings) for up to 5 individual directory numbers
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8 Call Reports

e Click [Call Reports]

o The [Summary] tab displays statistics on calls, average call duration, and

average alerting duration

o Click the [Reports] tab to manage and add new reports:
= Several pre-defined report types are available.
Reports can be customized to show data for
specific dates, times of day (working hours),

and days of the week.

Call Analytics

Summary Reports Download Logs

Manage Reporis New Report

Reports provide a way to visualize call activity more easily than via Raw Call Logs. There are several different report

types for analyzing call activity from different angles.

Reports may be viewed directly or may be saved so that they can be automatically generated in the future and

emailed to specified recipients.

= Reports can be generated on a one-off basis, or can be saved and generated on a daily, weekly, or

monthly basis and e-mailed to one or more recipients as a .pdf file.

= See “Call Reports Administrator User Guide” on popp.com or Administrator Portal on-screen help for

more information

8.1 Call Logs

o Click the [Download Logs] tab to download call activity data:

KR
im|

= Click on the Calendar icon to select a Start date

or enter Start date [mm, dd, yyyy]

b
im|

= Click on the Calendar icon to select an End

date or enter End date [mm, dd, yyyy]

Note: Start and End dates must be no more than 30

days apart

Start date

End date:

Department:

5053324 - HIPPS ~
Note, the dala vill include the chosen department and all sub depariments.

Business Group Admin Portal _

Call Reports

= Select option for your entire company or select a Department from drop-down (if multiple

departments are configured)
= Click [Download] to download the .csv file

= Click [Open] to view the call log file in MS Excel or [Save] to save
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9 Easy Auto Attendant

o Click [Attendants]

¢ Click on the [Actions] drop-down to the right of your S ———

Attendants in Department:| vewan

Easy Attendant and select [View attendant settings]

1 HUM GIOUpS (MLHGS) Move selected to:| —Select Depanment—
25 Call Piekup Groups.
= Supervisor Dasnboard [ Telephone Number Ext Name Department

All Lines Search for. in any field View altendant sellings|

il personal setails
© (612) 767 0584 2584 Easy Attendant Nane
Rese! ine

@ (612) 767 0595 2595 Premium Attencant None

The Main screen displays:
e Easy Auto Attendant is On/Off Easy Attendant
Note: Do not turn your Easy Auto Attendant Off. When Easy Home Easy Atiendant

Line Status

Your Easy Aftendant is currently on Tum OFF
Open Altendant Settings

Auto Attendant is off, callers will hear, “This number is currently
inactive. Please try again later.”

¢ Click [Open Attendant Settings]

Your Services

Call Seftings Account Codes

View Account Settings

Gpen n ew Wingon

e Schedule: Business Hours Menu or Business Hours and Non- Easy Attendant
Business Hours Menu. Click on the link to switch between < Back Easy Afiendant -
schedule modes (Single menu or business hours/non-business Line Status
hOUFS menUS) m Schedule Business Hours Menu Non-Business Hours Menu Extensions
Tum Your Easy Attendant is currently on

Business Hours Menu
Configure the menu your callers will hear

Sched
Schedule &| during business hours. (IN USE}

Configure your L] J -
business hours a e
\ Non-Business Hours Menu

= Configure the menu your callers will hear
during non-business ours.

——| | Switch to using a single menu

% Stop using your schedule - callers will always hear the same manu

Oren e Wnow
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9.1 Change Schedule:

e Click [Schedule]

e Click on cells in the grid to configure business hours (in blue)
and non-business hours (in white)

e Click [Zoom In] to select 15-minute increments

e Click [Apply] to save

9.2 Change Business Hours Menu:

¢ Click [Business Hours Menu]

¢ Assign the desired function for each key from the drop-down list

¢ Enter a 10-digit telephone number or 4-digit extension number
for Transfer to Phone and Transfer to Voicemail options (if
applicable)

¢ Click [listen/change] to listen to or change announcement
o Click [Upload announcement] to upload recording (.wav
file) -or-
o Record via computer (microphone required)
= Click the record button [ to record
= Click the stop button & to stop recording
= Click [Add] to save announcement

e Click [Save] to save

Easy Attendant

Easy Aftendant ~

10 pon
M o

& Zoom In

Key: [ Business Hours

View Account Settings
Open in New Window

Non-Business Hours

Easy Attendant

< Back Easy Altendant ~

-

Line Status

Main Schedule Non-Business Hours Menu

Extensions

Assign functions to each key on the caller’s phone Record initial greeting

Play Announcement v |° listen/change This announcement welcomes
your callers, and tells them what
Trensfer to Phone v [ee3 A options they can select from
Transfer to Voicemail v | 7683 - These should match the options
you have configured in the panel
Dial by Extension v 0 10 the left
Play Announcement v | ) listen/change &.0. "Welcome to Bob's Tires
Dial by Name '@ Press 1 for ..." (see full example)
Transfer to Phone v | 7681 - () listen/change
Transfer to Phone v | 7689 - -

Open in New Window

Key 1 announcement

Record / Play Announcement
00:00/ 00:03

® » 1 Q)

1

- Download Announcement
I your computer does not have a microphone, click here
Upload announcement

Cancel

© POPP.com, Inc. All rights reserved.
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9.3 Change Non-Business Hours Menu:

e Click [Non-Business Hours]

¢ Assign the desired function for each key from the drop-down list

¢ Enter a 10-digit telephone number or 4-digit extension number
for Transfer options

¢ Click on the [listen/change] to listen to or change
announcement options

o Click [Apply] to save

Easy Attendant

< Back

Line Status

Main Schedule Business Hours Menu

Assign functions to each key on the caller's phone
Play Announcement v record
Transfer to Phone A 7637977900

Transfer to Voicemail v 7631

Dial by Mame @
Dial by Extension v 0
Unassigned v
Unassigned v
Unassigned M

Easy Aftendant ~

Non-Business Hours Menu Extensions

CIED

Record initial greeting

This announcement welcomes

your callers, and tells them what

options they can select from.

- Theee should match the optiens
you have configurad in the panel

1o the leit.

&.0. "Welcome to Bob's Tires

Press 1 for ._." (see full example)

View Account Settings
Open in New Window

-

-
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10 Premium Auto Attendant (if purchased)

) Cllck [Attendants] Business Group Admin Portal

e Click on the [Action rop-down he riaht of r — Lines in Department:| viewai p
Click on the [ ctio S] d op do to the g to you ¥ Hunl Groups (MLHGS) Move selected fo:| ~Select Department.- v
Premium Attendant and select [View attendant e T R T

Edit personal details
Easy Altendan! None

attengant In any neit \iew atiendant settings

settings]

) Attengants Reset line

Premium Altendant o
remium Altendar None | |jniock account

28 Group Access

The Main screen displays:

e Premium Auto Attendant is On/Off Premium Attendant
Note: Do not turn your Premium Auto Attendant Off. When

. . « . . Line Status
Easy Auto Attendant is off, callers will hear, “This number is Your Fremium Allsndant ' current on

Your current period is Business Hours, and callers are being played

currently inactive. Please try again later.” Jour Working oure mena.
¢ Click [Open Attendant Settings]

Your Services

Call Settings Account Codes

View Account Settings

Open in New Window

¢ View activation status, service status, and click on the links to Premium Attendant

configure your weekly schedule and holidays, menus, Premium Atiendant +

announcements, and extensions .
Line Status

m Schedule Menus Announcements Extensions Advanced

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

Activation Status

Your Premium Attendant is currently

on.

Service Status

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

Your current period is Business Hours, Record the announcements your caller will hear.
and callers are being played your

Working Hours menu —
Q Manage the extensions your caller can fransfer

fo

The configuration contains no errors Configure the advanced settings that apply
across all your menus

View Account Setlings
Open in New Window
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10.1 Add New Menu:

e Click [Menus]
Click [Add New Menu]

Name: enter a name for this menu

Description: enter a description (optional)

new announcement from the [Select announcement] drop-down

If Create new announcement option is selected:
o Name: enter a name for this announcement
o Description: enter a description (optional)
o Click [OK] to save

Click [Apply] to save

Menu announcement: select an existing announcement or select Create

Mame After Hours Confacts

Description

&' This menu has not been set up.

Menu announcement | Select announcement... ¥

Choose a name for the new announcement.

You may also provide a description.
Name: [After Hours Contacts

[t of people to contact after hours|

Description: |

e See Record Premium Auto Attendant Announcements instructions to record new announcement (if applicable)

¢ See Change Premium Auto Attendant Menus instructions to assign key functions to the new menu

e To assign the new menu to a schedule period:
o Click the [Schedule] tab
o Click to select the Period you want to use the new
menu (e.g., Weekend)
o During this period, use this menu: select the new menu
that you created from the [Select menu] drop-down
o Click [Apply] to save

Periods

During use this menu: | Eary Merning
[T=
W
Business Hours = LD W3 WED U
1
Closed = M

2 =m
2

Fri

Sat Sun
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10.2 Change Existing Menu

e Click [Menus] Premium Attendant
L] C|ICk [KeyS] < Back Premium Attendant +
e Select the Menu to be modified Line Status
» Assign the desired function for each key from the drop-down list wen  scheaue [N Amouncemenis  Extensions  Advanced
« Enter a 10-digit telephone number or 4-digit extension number
for Transfer to Phone and Transfer to Voicemail options (if e .
Dial by Extension hd
. Search for.
applicable) All Other Times Dial by Name @
Lunch Announcement - Return ¥ | | Announcement - ¥
¢ Select announcement from the [Select announcement] drop- oy s Anmouncement Hang up ¥] [ Announcement ¥
Transfer to Ph r 7681 -
down for Announcement - Return and Announcement - Hang e
Transfer to Voicemail ¥ | [7681 -
up options Voicemail by Extension ¥ | @
Voicemail by Name T @ -

» Click [Apply] to save

10.3 Record Announcements

e Click [Announcements] Premium Attendant

< Back Premium Aftendant ~ |

-

Line Status

Main Schedule Menus Extensions Advanced
Add New Announcement Download recording report...

Search for name, description or announcement number...

Name Description
SI > | 103 All Other Times
@ n 106 Announcement - Hang Up
(] u 105 Announcement - Return
SI > | 101 Lunch
@ u 104 Special Days
o u 100 Working Hours -

View Account Setfings I
Open in New Window

¢ Click on the [announcement description] to listen to or change All Other Times
an announcement (microphone required or complete by :
Mame: All Other Times
phone): Enter optional description...
Description:

o Click the record button [*] to record

o Click the stop button [ to stop recording Record | Py Amosncenent ¥

00:10/ 0011
o Click [Save] to save announcement o m L Q)
—

e Click [Apply] to save

Cancel
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10.4 Change Schedule

e Click the [Schedule] tab
¢ Click to select the Period to be configured

¢ Click to change cells in the grid to the color matching the Period
selected

e Click [Zoom In] to select 15 minute increments

o Click [Apply] to save

Al other times.

[
Lunch o
=
Special Days i

10.5 Edit Extensions for Dial By Name or Dial by Extension:

¢ Click [Extensions]

e Included: Extensions with a check mark in this column are
currently included in the Dial by Name or Dial by Extension
Directory.

¢ Check the box next to each extension to be included in the Dial
by Name or Dial by Extension Directory and click [Include
Selected]

e Check the box next to each extension to be excluded from the
Dial by Name or Dial by Extension Directory and click
[Excluded Selected]

¢ Click [record] to record the name for an extension (microphone
required or complete by phone):

o Click the record button [l to record

o Click the stop button [ to stop recording

o Click [Save] to save

¢ Click on the link to indicate if New Business Extensions will be
automatically included/excluded, select the desired option, and
click [Apply] to save.

Premium Attendant

< Back Premium Affendant ~

-

Line Status

Main Schedule Menus

Announcements Extensions Advanced

Business Group Extensions

Search for entry by extension, name or telephone number...

Telephone
Extension Name Number Department  Included?  Spoken Name
Dolores P (763) 231 Sales v reco
5740
Jeremy O (763) 231 Mone v record
5741
Jeff B (7631231 None v rarore v

View Account Settings

Open in New Window

Edit Business Group Spoken Name: Dolores P

Record Spoken Name
002004 00:00
(] L Q)
If your computer does not have a microphone, click here.

Upload Spoken Name

Cancel

7696 Page Line (763) 233

7696

(763) 233
7697

None record

7697 Loud Ringer None record

New Business Group Extensions wil be automatically included
Callers are allowed to dial by extension only after selecting "Dial by Extension” menu option -

View Account Settings
Open in New Window
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11 Emergency Call Notifications

Setup Emergency Call Notifications in order to receive notification (via e-mail or phone) when emergency (911) calls are
dialed from the business group/department:

e Click [Misc. Settings] Misc. Settings

« Click [Call Notifications] tab
Select contacts to receive notifications when emergency calls are dialled within their department. Nested

° If Emergency Ca” Notlflcatlons |S dlsabled, C“Ck [Enable departments will centact both the emergency contacts of their own department and those of its parent's.

Disable Emergency Call Notifications

Department Emergency Contacts

Emergency Call Natifications] to enable

e Click [Add NEW] There are no Call Notifications configured
o Department: select the business group (first option) or a Emergency Callers
department

Add details for the people to be notified when emergency calls are made from the chosen

e Click [E-mail] tab to add e-mail notifications or [Outdial] tab to department

. . Department 0003029 - POPP TA HIPPS v
add phone notifications:

o E-mail: enter the name and e-mail address for each s

person to be notified via e-mail Name Email Address
o Outdial: enter the name and phone number of each Bob Jones| bjones@abecompany.com x
person to be notified via phone
¢ Click [Save] when finished -
¢ Click [Add New] and repeat the process above to add

Emergency Call Notifications for additional departments
e Test your Emergency Call Notifications:

o Dial 9590911 (this is a test number and will not call emergency services). When you hear a recording, hang
up.

o An “Emergency Call Notification” high importance e-mail will be sent to any configured e-mail address(es) for
the business group/department that the call was placed from and will include the name, number, extension,
department, number dialed, and date/time of the emergency (test) call.

Example:

Caller: “Bob Jones” 7635552212

Ext: 2212

Department: Sales

Number dialed: 6127671999

Time of call: Tue Mar 03 11:55:19 CST 2020

Note: Test calls will show the number dialed as 6127671999. Actual calls to 911 will show the number dialed
was 911.

o An outdial call will be placed to any configured phone number(s) for the business group/department that the
call was placed from. An announcement will play including the name and number of the caller and the
emergency number that was dialed:

»= Press [1] to confirm that you have heard the notification

= Press [2] to replay the notification
Note: If you hang up without pressing [1] to confirm that you've heard the notification, the system
will call you back after one minute (up to 10 times) until you press 1 to confirm you have heard it.

For additional training and support:
e Visit www.popp.com or call POPP Communications at 763-797-7900
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