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Overview

This guide covers a sampling of features available through Voice Manager. It’s divided
into two main sections — Administrators and Users.

0 Sign in to Voice Manager and visit the Support page for FAQs and How-Tos on

all features.

Voice Manager for Administrators

Voice Manager for Users

Signing In

Find out how to sign in to Voice Manager
with your administrator username and
password.

Find out how to sign in to Voice Manager
with your username and password.

Getting to Know Voice Manager

Voice Manager details:
e The Home page.

e The Global Call Settings tab, where
you will enable and disable features
for your phone lines.

e The Call Details tab, where you can
see an overview of your call history as
well as call plans assigned to your
lines and call usage reports.

e The Support tab, where you can find
a plethora of content to help you learn
about Voice Manager’s features and
functionality.

Voice Manager details:
e The Home page.

e The Call Logs and Voicemail tab,
where you can view your recent call
history and manage Voicemail (if
applicable).

e The Preferences tab, where you can
turn features on or off and configure
settings for your phone lines.

e The Support tab, where you can find
a plethora of content to help you
customize Voice Manager’s features.

Configuring Voice Manager

Administrators can edit settings for all
phone lines. Find out which features are
managed via Voice Manager.

Find out how users can edit the settings of
for their phone lines, Voicemail and other
Voice features.



Administrators

Signing in as an Administrator

When you sign in to Voice Manager as an administrator, you have many more options
than those signing in with user credentials.

» To sign in to Voice Manager as an administrator

1. Navigate to https://www.spectrumbusiness.net/login.

Spectrum
BUSINESS

Take Care of Business,
Get on With Your Day

Sign In to Get Started

Managing your business services has never been
so easy. Set up Auto Pay, view your statements,
pay your bill and more, allin one place.

Forgot Password?

[ RememberMe @

Figure 1  Sign-In Page
2. Enter your administrator Username and Password.

3. Select Sign In. The Overview page opens.


https://www.spectrumbusiness.net/login

Getting Started With Voice Manager User Guide Administrators: Signing in as an Administrator

Overview Your Service Portals

A Voice
TOTAL BALANCE

$0.00

Call Details Portal

View ble cal

HELPFUL LINKS

How-io Guide

View Billing Details >

es and access call

Visit Site

Figure 2 Overview Page

4. Inthe Voice Manager section, select Visit Site. The Voice Manager Home
page opens.

© 2009-2017 Charter Communications, all rights reserved. Page 2



Getting Started With Voice Manager User Guide Administrators: Getting to Know Voice Manager

Getting to Know Voice Manager

Home Page Overview

When you sign in to Voice Manager, the Home page for administrators opens. The
Home page provides a summary of your Spectrum Business Voice account and is
designed to put information at your fingertips to help you quickly navigate the site.

o i e T 0
= froem the same acreon K sovct foakaros

“ o

Star Code Guide Download / Print

Figure 3 Voice Manager Administrator Home Page

e You can use the Profile link to edit your name and username, change your
password and edit your security questions.

e The My Portals menu provides convenient access to other portals, such as
My Account (and Trunk Services, if your account is subscribed).

e You can select the orange arrow button to view your account information.

e Quickly access popular areas of the site using the icons on the right, or use the
tabs:

o The Global Call Settings tab enables you to modify features and settings
related to your phone lines.

o The Call Details tab presents your usage and charges.

o The Support tab provides FAQs, How-Tos, Videos, User Guides and
contact information for Spectrum Business Voice Customer Support.

© 2009-2017 Charter Communications, all rights reserved. Page 3



Getting Started With Voice Manager User Guide Administrators: Getting to Know Voice Manager

e If you have Account Codes set up, they are listed for reference on your Home
page.

0 Account Codes are available to customers who connected prior to 2017.

e Learn more about Voice Manager’s features in the main section of the Home
page, which focuses on a select group of features each month. Need to know
more? View the FAQs and How-Tos on the Support tab for detailed
information.

e To quickly enable or disable specific features from your phone, you can use
Star Codes, which are detailed in the Star Code Guide. You can expand the
section for quick reference online or print the guide to use as a desk reference.

0 New is displayed on the Call Logs and Voicemail tab on the Home page when
you have a new Voicemail available.

Global Call Settings

Voice Manager Administrators use the Global Call Settings tab to enable and disable
features related to their Spectrum Business Voice service. Manage all your lines — or
set up each phone line separately — by editing global call settings.

Once enabled by an administrator, some features (Anonymous Call Rejection, for
example) need to be turned on and possibly configured by a phone line’s user before
they become active. Other features, once they are enabled by the administrator, are
active with no further action require by the user. For a complete list of features and
what activation is required by administrator and users, see the Appendix.

Wy Pt 7 Tonlael %
T Voi e = ¥ =
SpECITU p Voice Manager
] RO AR
HOME WOICEMAIL AL CALL SETTINGS \USERS CALL DETAILS SUPPORT
Global Call Settings lncoming Caliy e e rr i o
Fiomme | obal Call Semagy
Ancrnymous Call Rejection Riyect mcoming calis from backend or private Callers ALL LINES EMABLED n
Call Forwarding . a P L 1 14 LINES EMABLED ﬂ
Call Transfer Tiasribir thaly &8l by e b ALL LINES EMABLED
Cadl Walting ot arother call when T b is adresdy in uss ALL LIMES EMABLED n

Figure 4 Global Call Settings Tab

e The Global Call Settings tab groups features according to:
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o

o

Incoming Calls.

Outgoing Calls.

Custom Routing.

Business Group.

Mobility.

Select one of these tabs to view and edit associated features.

A brief overview of the feature is displayed, along with the enable/disable

status for each phone line.

To enable or disable a feature on a specific phone line, expand the feature by
selecting its drop-down arrow. This view provides more information about the
feature and enables you to select specific phone lines (or all phone lines) on
which the feature should be enabled or disabled.

Call Details

The Call Details tab enables you to access your call history. There you can view
information about each call, including call type (Local, Long Distance, etc.), duration
and cost.

Support

The Support tab provides several options to help you make the most of your
Voice Manager features:

Introductory videos.

FAQs.

How-Tos.

User Guides.

Customer Support contacts via chat, email or phone.

© 2009-2017 Charter Communications, all rights reserved.
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Configuring Voice Manager

On the Global Call Settings tab, administrators can configure many Voice features,
such as Call Waiting, Call Forwarding and Speed Dial.

Administrators can enable, disable and configure these features so that individual
users and phone lines have the necessary features. Features are grouped by:

e Incoming Calls.

e Outgoing Calls.
e Custom Routing.
e Business Group.

Mobility.

Select one of the above tabs to view and edit associated features.

Start by reviewing the features displayed as available on your account. If you plan to
use hunting on your Spectrum Business Voice lines, we suggest you set up that

feature (on the Custom Routing tab) first so your services are in place as quickly as
possible. Following are some highlights from each feature group.

Incoming Calls

Features on the Incoming Calls tab enable you to specify how phones handle
incoming calls.

Call Waiting Example

AT oTwWaranTy TR Rl T 328 U7 1% T ACC T CvADTED -~
Call Transfer Transfer the call to another line. ALL LINES ENABLED
Call Waiting 2/4 LINES ENABLED

Call Waiting (gesalu)

Call Waiting allows you to provide the option for Users te receive another call and place cne call on hold while their phone is already in use. To turn on Call
Waiting for any or all numbers, select applicakle phone line(s) below, then SAVE.

ENABLE FOR
[ All Lines

[ 830-448-5250 [+ 830-448-5251 [ 830-448-5252 [ 830-448-5263

Cancel

Figure 5 Call Waiting
» To configure Call Waiting
1. Onthe Global Settings tab, select Incoming Calls.

2. Select the drop-down arrow for Call Waiting. The expanded view of Call

© 2009-2017 Charter Communications, all rights reserved. Page 6



Getting Started With Voice Manager User Guide Administrators: Configuring Voice Manager

Waiting provides additional details on the feature and instructions for how to
edit the settings for specific phone lines.

o If Call Waiting is enabled 55588 | you can disable the feature for all
phone lines by selecting the left end of the button so that Disabled is
displayed.

o If Call Waiting is disabled, you can enable the feature for all
phone lines by selecting the right end of the button so that Enabled is
displayed.

o With the feature enabled E¥EE8LF  you can limit the feature to specific
lines by selecting the check box for the phone lines that should have Call
Waiting. The feature is disabled for unselected phone lines.

3. When you’re done making changes, select save.

Q Users must then turn Call Waiting on and configure its settings on the
Preferences tab.

Outgoing Calls

Features on the Outgoing Calls tab enable you to specify how your phones handle
outgoing calls.
Custom Caller ID Example

Custom Caller ID enables the administrator to specify which phone number is
displayed for the outbound Caller ID for each line.

© 2009-2017 Charter Communications, all rights reserved. Page 7
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Administrators: Configuring Voice Manager

Custom Caller ID

Custom Caller ID

number that should be displayed for each line, then SAVE.

[ OniOff
[J On
J On

O on

Phone Line

830-448-5250

830-448-5251

£30-448-5252

830-448-5253

GlObal Ca” SEttlngS Incoming Calls Qutgoing Calls Custom Routing Business Group Mobility Package
Home / Global Call Settings
Call Logs Review the most recent received, missed and dialed calls for a particular line. ALL LINES ENABLED
Call Return *69 Call the last incoming number using a shart code 3/4 LINES ENABLED

ALL LINES DISABLED

Custom Caller ID provides the Administrator the ability to determine which phone number will be displayed for outbound Caller ID. The Administrator can select
any number at the account location to be displayed as the Caller ID number. When a call is made from this phone line, call recipients will see the designated
display number in their Caller ID window. To turn on Custom Caller ID for any or all numbers, select appropriate phone line(s) below and identify the target

Phone Line to Display

830-448-5250

830-448-5251 ~

830-443-5252

830-448-5253

Cancel

Figure 6 Custom Caller ID

» To enable Customer Caller ID

1. Onthe Global Call Settings tab, select Outgoing Calls.

2. Select the drop-down arrow for Custom Caller ID. You can:

o If Custom Caller ID is enabled S8 | you can disable the feature for all
phone lines by selecting the left end of the button so that Disabled is

displayed.

o If Custom Caller ID is disabled, you can enable the feature for
all phone lines by selecting the right end of the button so that Enabled is

displayed.

3. To enable Custom Caller ID for a specific phone number:

o Make sure Customer Caller ID is enabled SRS

o For the phone line you want apply the feature to, select on.

o Select the number you want to display from the Phone Line to Display

drop-down list.

0 Any of your phone numbers can be displayed as the Custom Caller

ID number.

© 2009-2017 Charter Communications, all rights reserved.
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4. When you're done making changes, select save.

Custom Routing

Custom Routing options enable you to specify when and how your calls are routed.
These options include Call Scheduler and Hunt Groups.
Auto Attendant Example

Auto Attendant answers your phone automatically and plays a customized menu for
your callers.

Auto Attendant Alternate For (830-448-5251) (gustsain)

Auto Attendant answers your Business Class Phone automatically and plays a customized menu for your callers. Callers may be directed to a specific extension,
hear information about your business, dial by name or number or be directed to a Voicemail box.

Click here to read more about setting up Auto Attendant.

Turn on Auto Attendant: O Always @® QOnly at specific times
From 1200AM ~ To 1230AM ~ [ASun [JMon [JTue M Wed MThu [ Fri [ Sat
Rings Before Answer: 2 A

First, set up your Name Directory to assign a name to each phone line you want accessible via the Auto Attendant. Then, establish your Menu Tree to allow
incoming callers to dial by name, dial by extension or transfer to a phone line or Voicemail box. Include any line you want to be reachable by the Auto Attendant

Possible exclusions include fax lines, alarm lines, or Point of Sale lines

MENU TREE NAME DIRECTORY Edit
Menu Option Action Phone Line Name
Press0 Transferto Phone Number v 830-448-5250 - bz ference Jackson
330-448-5253 TJ
Press 1 Dial by Name Directory - Edit
Press 2 Dial by Extension -
Press 3 Transfer to Mailbox A 830-448-5253 A
Press 4 Transfer to Cument Mailbox
Press & Transfer to Phone Number hd 830-448-5252 -
Press & No Action -
Press 7 Dial by Extension -
Press & Transfer to Phone Number hd 830-448-5250 -
Press g No Action -

Cancel m

Figure 7 Auto Attendant
» To set up Auto Attendant

1. Onthe Global Settings tab, select Custom Routing.

© 2009-2017 Charter Communications, all rights reserved. Page 9
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2. For Auto Attendant, select the drop-down arrow.

o

Auto Attendant can be enabled or disabled and set to always answer calls,
or only at specified times you customize.

You can define the number of rings allowed before Auto Attendant
answers the call.

Select Edit for Name Directory to create your directory of names and
phone numbers. You can then enable incoming callers to:

— Dial by name.
— Dial by extension.

— Transfer to a phone line or Voicemail box based on the members you
set up in the list.

You can customize your Menu Tree, which defines how the caller
navigates your phone system via their keypad. Select the action you want

the application to take when a caller presses the corresponding number.
The choices are:

— Transfer to Phone Number (select a phone line from the drop-down
list).

— Dial by Name Directory.
— Dial by Extension.
— Transfer to Mailbox (select a mailbox from the drop-down list).

— Transfer to Current Mailbox.

3. When you're done making changes, select save.

4. After configuring Auto Attendant in Voice Manager, record your customized
menu greeting callers hear (unless you prefer to have the default message
play). See the following instructions for recording the greeting from your
Spectrum Business Voice phone.

0 Settings for Auto Attendant apply to all phone lines. Users don’t have to

configure anything on the Preferences tab.

» To record the Auto Attendant greeting from your phone

1.

Using the line that you associated with the Auto Attendant in the previous set
of instructions, call the Spectrum Business Voice telephone number.

Follow the prompts to set up the Auto Attendant application.

0 Many people find it helpful to write down what they want callers to hear for

each option before they record (e.g., “Thank you for calling the Pediatric
Office. If you know your party’s extension, press 1. If you would like to
search for your party by last name, press 2.”)

After setting up the default greeting, you are prompted to set up the remaining

© 2009-2017 Charter Communications, all rights reserved. Page 10



Getting Started With Voice Manager User Guide Administrators: Configuring Voice Manager

greetings. You always have the ability to rerecord.

4. Keep a record of what you set up using Voice Manager.

Q For any lines to which Auto Attendant directs calls, be sure that a greeting and
name are recorded for the associated Voicemail box. You can do this yourself or
simply ensure that the user of each line has done so. Callers then hear the user’s
voice when selecting a line from the main menu.

Business Group

Features on the Business Group tab enable sharing of incoming calls among a group
of Spectrum Business Voice lines as well as provide 4-digit dialing between the
members of the group. (Business Group is an optional feature.)

Call Park and Retrieve Example

Call Park And Retrieve ALL LINES ENABLED

Call Park And Retrieve (gissaiu)

As part of the Business Group package. Call Park and Retrieve allows you to provide the option for Users to “park” a call to a specific phone in the Business
Group (i.e., forward a call te a specific phene line and simultaneously put the call on held at that same line). Users may then retrieve a parked call from any phone
within the Business Group. To tumn on Call Park and Retrieve for any or all numbers, select appropriate phone line(s) below. then SAVE

ENABLE FOR
[ All Lines

¥ 830-448-5250 [ 830-4438-5251 [ 630-448-5252 [ 830-448-5253

Cancel
——

Figure 8 Call Park And Retrieve
» To setup Call Park and Retrieve
1. On the Global Settings tab, select Business Group.

2. Then select the Call Park and Retrieve drop-down arrow to expand and edit
the feature.

3. The expanded view of Call Park and Retrieve provides additional details on
the feature and instructions for how to edit the settings for specific phone lines.
You can:

o If Call Park and Retrieve is enabled 88588  you can disable the feature
for all phone lines by selecting the left end of the button so that Disabled is
displayed.

o If Call Park and Retrieve is disabled, you can enable the feature
for all phone lines by selecting the right end of the button so that Enabled
is displayed.

o With the feature enabled E¥EE8LS  you can limit the feature to specific
lines by selecting the check box for the phone lines that should have Call
Park and Retrieve. The feature is disabled for unselected phone lines.

© 2009-2017 Charter Communications, all rights reserved. Page 11
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4. When you're done making changes, select save.

Mobility

Features on the Mobility tab enable you to configure settings that provide flexibility in
location when taking and placing calls. (Mobility is an optional feature.)

Simultaneous Ring Example

Simultaneous Ring ALL LINES DISABLED

As part of the Mability Package, Simultaneous Ring allows you to assign multiple phone numbers to ring simultaneously when calls are received. From within
their individual accounts, users may set additional parameters to control this feature. To enable Simultaneous Ring for any or all phene lines, click the Enable

checkbox, then SAVE. To configure and turn the feature on, click Configure

PHONE LINES [ Enable All Configurations Activate
830-448-5250 [] ENABLE None
830-448-5251 [] ENABLE None
830-448-5252 [] ENABLE None
830-448-5253 [J ENABLE None

Figure 9 Simultaneous Ring

To configure Simultaneous Ring
1. On the Global Settings tab, select Mobility Package.
2. For Simultaneous Ring, select the drop-down arrow.

3. The expanded view of Simultaneous Ring provides additional details on the
feature and instructions for how to edit the settings for specific phone lines.
You can:

4. If Simultaneous Ring is enabled EEE8LS | you can disable the feature for all
phone lines by selecting the left end of the button so that Disabled is
displayed.

5. If Simultaneous Ring is disabled, you can enable the feature for all
phone lines by selecting the right end of the button so that Enabled is
displayed.

6. With the feature enabled E¥EE8LS | you can limit the feature to specific lines by
selecting the check box for the phone lines that should have Simultaneous
Ring. The feature is disabled for unselected phone lines.

7. When you're done making changes, select Save.

0 Once Simultaneous Ring is enabled by the administrator, the user must
then turn the feature on and configure its settings on the Preferences
tab.

© 2009-2017 Charter Communications, all rights reserved. Page 12
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Call Details

As a Spectrum Business Voice customer, you have several ways to view information
about your calling plans and calls made using the Call Details tab in Voice Manager.

When you're signed in as an administrator, you can:

e Review calling history, including printing copies and saving to a file on your
computer.

e Run call history reports highlighting calling patterns.
¢ Review information to help you understand and manage your costs.
¢ View the calling plans assigned to your organization.

It's very efficient to perform these tasks in Voice Manager, but if you encounter
difficulties you can contact Spectrum Business Voice via chat, email or phone with a
service request.

0 Your call history reports only show chargeable calls (calls for which you
are normally charged a per minute usage rate). These include outbound
long distance calls, both domestic and international, as well as
operator-assisted and directory-assistance calls.

Outbound long distance calls that are covered by a Trunk Minutes of Use
package are shown, but with a $0.00 charge.

If you have the Custom Caller ID feature enabled on a Spectrum
Business Voice phone line, the Call From value in applicable usage
reports shows the phone line from which the call was placed versus the
Custom Caller ID value.

The Call Details Overview Tab
When you select Call Details, the Overview tab is displayed. The Overview tab
presents a summary of all calls for the current billing period.

The information is available for online viewing, download and printing. Please allow up
to 48 hours after a telephone number is activated or changed for the call usage details
to be available.

© 2009-2017 Charter Communications, all rights reserved. Page 13
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HOME GLOBAL CALL SETTINGS USERS CALL DETAILS SUPPORT

Ca“ DEtalls . Overview e My Plan 6 Usage Reports o Downloaded Reports

Home / Call Details - Overview

TOTAL BCP CHARGES e Business Class Phone ¥ Current Billing Period —
11/01/14 - 11/30/14 (Data may take up to 48 hours to post) 6

$179.99

BCP Phone Numbers & Download @ Display by:  Phone Numbers 'e

0 All BCP Phone Numbers 235 13703 Minutes $179.99
NUMBER OF CALLS DURATION CHARGES

Phone Number o e Number of Calls Duration Charges
@ 623-751-6268 22 18:27:24 $ 2936
778-230-5034 32 34:39:16 $ 978
875-647-6345 32 29:48:41 $ 2683
942-996-7660 16 15:45:53 $74.36
951-960-6750 7 06:11:42 $13.96

Figure 10 Call DetailsOverview Tab
When you select the Call Details tab, a new set of sub-tabs is displayed:

1. Overview Tab: This provides Call Summary and Call Details about your
phone calls. If you have_Spectrum Business Voice Toll-Free service or PRI/
SIP Trunks service, these calls are included here.

2. My Plan Tab: Here you can review the calling plans that are assigned to your
account.

3. Usage Reports Tab: On this tab you can generate customized reports such
as Top 10 Highest Calls or Time of Day Usage Summary.

4. Downloaded Reports Tab: Any reports you have downloaded previously can
be found here for seven days. An indicator displays how many reports are
available on this tab.

5. If you have more than one service (Spectrum Business Voice, Trunk Service,
Toll-Free Service), you will see a drop-down menu where you can select the
service you want to view.

6. The current billing period is displayed by default, which shows unbilled
charges. You can select this drop-down to see up to four months of historical
billing data.

7. To see more information about a service, select the service name at the top of
each section. This takes you to the Call Summary tab.

8. You can sort the columns by selecting each column header.

© 2009-2017 Charter Communications, all rights reserved. Page 14
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9. You can sort the data displayed by Phone Number, Call Type or Account
Code using the drop-down menus.

0 Account Codes are available to customers who connected prior to 2017.

10. The information displayed include the number of calls, duration and charges
for each service type. By selecting a phone number you can view more
information about its calls.

11. Select Download to save a copy of the report.

The Call Summary Tab

There are a number of ways to access the Call Summary tab to see more information
about your calls.

1. Select any of the primary headers across the top of the table (service type,
number of calls, duration, or charges).

2. Select a specific phone number (if you have the data displayed by phone
number).

3. Select a specific call type (if you have the data displayed by call type).

By default, the information on the Call Summary is displayed, but you can view more
detailed information by selecting the Call Details tab.

HOME GLOBAL CALL SETTINGS USERS CALL DETAILS SUPPORT

Call Details Ovarvisw My Pian

Usags Raports Downloaded Reports

Home! Call Detalis - Overview/ Business Clasc Phone

View summary informabon 2b: reall history. Modifying the search entena on the Call Defails f2b vall rfect changes on Gall Summary f2b

You can dovmload reporfs offine by clicking the Dovnload link ocated above the report

Business Class Phone | & powniosd

- -
Usage Charges @ All Phon g 58 @ 237 Minutes @ $ 10.91
PHONE NUW NUMEER OF CALLY DURATION CHARGEL

e Call Type - 0 Numter of Calls Q Duraton ° Charges

Q mernarona 23 01:3320 51091

g Déstance 35 021324 300

Figure 11 Call Summary Tab

You can sort the columns by selecting the arrow next to each column header. For
Spectrum Business Voice, the columns provide information about:

1. Call Type: Local, Long Distance, International, Directory Assistance, Operator
Assistance.
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2. Number of Calls by Call Type.

3. Duration by Call Type.

4. Charges by Call Type.

5. Applicable call types for the billing period, which you can select for more

information.

6. Select the Call Details tab to view the detailed information for this period.

The Call Details Tab

On the Call Details tab, you can view more information and download more detailed
reports. The Call Details tab displays information such as the date and time of the call,
the originating and receiving phone number, the destination location, any Account
Code entered, the duration, charge and call type. The actual information displayed
depends on the service being viewed.

Q Account Codes are available to customers who connected prior to 2017.

HOMVE GLOBAL CALL SETTINGS USERS CALL DETALS SUPPORT
Ca“ Deta”s Overview My Pun Unage Reporta Downicaded Reports
. 20 Deaia  Ovrrvies Buninecs Cass Phome
View summary mformason about your call history Moddiang $he search oniena on the Call Detads tad wil refect changes on Calf Summary tab
You can donnioad reports 1 wiew offing by ciicking the Connioad link lbcated above the repornt

Business Class Phone | 4 pownioss 0

Call summary

Service Call Type a Account Code 0 Reporting Penod 0 Phone Number: o

s Class Phone AS Cal Tyoes - As Aocout Cooe

Oate 0 Time Call From CallTo Destination AccountCode  Duration Charges Call Type

Figure 12 Call Details Tab
You can filter the Call Details report by making selections from the drop-down menus.

1. Call Type: Local, Long Distance, International, Directory Assistance, Operator
Assistance, or Show All Call Types.
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2. Account Code, if provisioned on your account. Account Codes are available
to subscribers who connected prior to 2017.

Reporting Period.
Phone Number.

When you have made your selections, select Submit.

o o > w

You can also sort the data based on the column titles. A small arrow is
displayed next to the column currently being sorted to indicate the sort
preference. To sort a different column, simply select the name of the column.

7. Select Download to save a copy of the report.

0 If you select a report to download that contains more than 2,000 records,
you are prompted to confirm the download. The report will be available on
the Downloaded Reports tab.

Phone Number Call Summary

If you selected on a phone number on the Call Details Overview tab, you are
presented with more detailed information about the calls associated with that number.
See the Call Summary tab to learn more about this format.

OVERVIEW MY PLAN USAGE REPORTS DOWNLOADED REPORTS

Overview

Home / Overview/ Business Class Phone

View summary information about your call history. Modifying the search criteria on the Call Details tab will reflect changes on Call Summary tab.
You can download reports to view offline by clicking the Download link located above the report

Business Class Phone | & bownload

“ s

Billing Period 202-528-6994 e 34 e 2034 Minutes $188.07
PHONE NUMBER NUMBER OF CALLS % DURATION CHARGES

Call Type « Number of Calls Duration Charges
Directory Assistance 6 07:17:38 $3383
International 5 03:45:46 $56.44
Local 5 04:56:23 $0.00
Long Distance 10 09:23:12 $56.32
Operator Assistance 8 08:31:29 $41.48

Figure 13 Phone Number Call Summary

Call Details by Phone Number and Call Type

If you select a Call Type on the Call Summary tab, you are presented with details for
the calls associated with that phone number and call type. See the Call Details tab to
learn more about this format.
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HOME CLOBAL CALL SETTINGS USERS CALLDETALS SUPPORT

Call Details Overview My Plan Usage Reports Downloaded Reporte

Home/ Cad Detalis - Overview/ Bucinecs Chcs Phone

View summary information about your csll histary. Modifjang the search critena on the Call Details f2b vall reflect changes on Caifl Summary fab.
You can dovmlozd reports fo wewr offine by clicking the Dovmload link Jocated above the report

Business Class Phone | & pownicad

- o~

Service: CallType: Account Code: Reporting Period: Phone Number:

Business Class Phone Long Distance - A3 Accoum Codes. = 100122015 - 103172015 - 955-727-2325 - SUBMIT >
Date - Time Czll From CallTo Destination AccountCode  Duration Charges Call Type
10142015 1137 AM 955727-2325 033434585 Maywood. IL 757555 000113 $0.00 Long Distance
13132015 15 955727-2325 955-217-2741 Dolores, TX 757575 000313 5090 Long Distanoe
10422015 07.02PM 55.727-2325 955-417-2741 Doores TX 757575 00:00:55 5010 Long Déstance
10122015 05:59°M 955727-2325 55-417-272 Dolores. TX 575757575 000122 5020 Long Distance
10122015 0509°M 9557272325 751-251-3700 Rocand MA 757575 000052 5028 Long Distance
10122015 Qzosam 955727-2325 a55-417-2722 Doiores, TX 1 000225 5000 Long Déstance
10122015 0201 2 955727-2325 781-251-9700 Rockiand, MA 000105 3035 Long Distance

|::

Figure 14 Call Details by Phone Number and Call Type

The My Plan Tab

You can review the plans assigned to your account by selecting the My Plan tab.

Ca" Detalls Overview My Pian Usags Reports Downloadad Reports €
Home/ Ca¥l Detaic/ My Plan
View phone sumber and calling plan details. Glick the Dovnload link below to downlozd the report
My Plan | & oownicss Display by; =~ Susinass Ciass Phone vn
Plan Phone Numbzr Service - Status Date Connected Date Disconnected
0 Uniimited Local & LD © 0 95%6-727-2325 05&%5 Ciass Pnone 0 ACTNVE o 9122010 Q -
Uniimited Local 8 LD © 955-727-554% Susinass Class Phone ACTNVE a1a2010
Uniimited Local & LD © 955-727-3528 Susinass Class Phone ACTNVE 9142010
Unilmited Local& LD © 956-727-3543 Susiness Ciass Phon2 ACTVE 9122010 -
Uniimitsd Local & LD € 955-727-8554 Business Ciass Pnang ACTNE 9201

Figure 15 My Plan Tab
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Here you can view the following information:

1.

oW

o

The calling plan associated with each service. The default view displays plans
for all services. You can view plans by service type by selecting the drop-down
menu at the top right of the report. Depending on the services provided by
Spectrum Business Voice, your options are to view by All Services, Spectrum
Business Voice, Trunk Service and Toll-Free Service.

The phone number associated with the plan.

The service associated with the plan.

The status of the plan (Active or Disconnected).

The date the plan was connected.

The date the plan was or will be disconnected unless it is renewed.

0 Disconnected plans remain in the system for 6 months.

The Usage Reports Tab

Usage reports give you a fast way to understand your business’s chargeable calling
activity by using call history information to answer questions such as “When does my
business make the most calls?”

Report Availability by Service

Spectrum PRI/SIP Toll-Free
Report Title Business Voice Trunk Service | Service
Call Duration v v v
Top 10 Longest Duration v v v
Calls Report
Top 10 Highest Cost Calls v v v
Report
Time of Day Usage v v v
Summary Report
Day of Week Usage v v v
Summary Report
Trunk Overflow Day of v
Week Call Summary
Alternate Routing Day of v
Week Call Summary

0 The Trunk Overflow Day of Week Call Summary Report is only available to

PRI/SIP Trunk service customers who subscribe to the optional Trunk Overflow
feature.

© 2009-2017 Charter Communications, all rights reserved.
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Usage reports can be accessed by selecting the Usage Reports tab from Call
Details. The Usage Reports tab displays a series of drop-down menus to guide you
through selection of the parameters for the report.

Ca” DEtalls Overview My Plan Usage Reports Downloaded Reports Q

Home / Call Details - Overview / Usage Reports
Select your report criteria and click Submit to generate and view your report. Click the Downlead link below to download the report.

Usage Reports |

Service: Report Type: Billing Period: Phone Number:

Select Service - Select Report Type v Select Dates v All Phone Numbers v
L}

Please select an option.

Generate your Report Type
Choose a Service
Select a Report Type
Select a Billing Period

Select a Phone Number

Click on "Submit" to generate the report

Figure 16 Usage Reports Tab
» To generate a usage report

1. On the Call Details tab, select Usage Reports. Then select the Service for
which you wish to generate the report. Depending on your subscribed
services, your options are:

o Spectrum Business Voice.
o Trunk Service.
o Toll-Free Service.
2. Select the Report Type. For all three services your options are:
o Call Duration.
o Top 10 Longest Duration Calls Report.
o Top 10 Highest Cost Calls Report.
o Time of Day Usage Summary Report.

o Day of Week Usage Summary Report.

0 Trunk Service customers can view the following report options:
o Trunk Overflow Day of Week Call Summary Report.
o Alternate Routing Day of Week Call Summary.

3. Select the Reporting Period for the report.
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4. Select the Phone Number for the report, or leave the default set to return data
for all phone numbers.

5. Select Submit.

The results of any report can be sorted by selecting the column headers.

Report Title Description

Call Duration Displays daily call information for a particular phone
number per reporting period

Top 10 Longest Duration Calls | Displays all calls with the top 10 longest duration
calls across the reporting period

Top 10 Highest Cost Calls Displays all calls with the top 10 highest cost across
the reporting period

Time of Day Call Summary Displays a summary of call volume activity for each
hour in which there was activity during the selected
day and reporting period. Select + to expand and

show all times of day, including those with no calls.

Day of Week Call Summary Displays a summary of call volume activity for each
day across the reporting period

Call Duration Report

This report provides the total duration for all calls for the specified criteria. It also
itemizes the number of calls by their duration, the number and percentage of calls
falling into each duration period and their cost.

Usage Reports | & oownicad

Service: Report Type: Billing Period: Phone Number:
Business Class Phone ¥ Call Duration v 04/01/2015 - 04/30/2018 v 202-819-2210 v E

Call Duration

Displays daily call nformation for a particular phone number per biling period

Billing Period . 1791 minuts . 19
NUMBER OF CALLS DURATION CHARGES
Call Duration « Number of Calis Percentage of Calls Charges
) 0-00 i
! 3 $3
0 00 - 0030 -~ “ o

Figure 17 Call Duration Report

Top 10 Longest Duration Calls Report

This report displays the top 10 longest duration calls for a particular service (Spectrum
Business Voice, Trunk Lead Numbers or Toll-Free Service) per reporting period.
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@ Charges shown online are exclusive of taxes, surcharges and fees.

Usage Reports | & oownicad

Service: Report Type: €) Billing Period: Phone Number:
Business Clsss Phone v Top 10 Longest Durstion Calls ¥ 05/01/2015 - 05/21/2015 - 202-819-2210 - susmMIT >

Top 10 Longest Duration Calls

Dispiays top 10 longest duration calis for a particular phone number per billing period

Date Time Call From Call To Destination Account Code Duration ~ Charges
TTTUSOW22015 T MIPSAW """ WZBVT2210 "7 77T T T T BIS-685-3368 it FARQ5""""""TTSTY9 T
05/14/2015 05:19PM 32:52 $929
05042018 11:38 PM 01:08.07 ses
051772018 10:28 AM 532-830-8354 Concord, NH 2810 01:02:28 s$1568
05092015 01:58 PM 490-924-8898 Montpelier, VT 203e 00:58:40 $587

Figure 18 Top 10 Longest Duration Calls Report

Top 10 Highest Cost Calls Report

This report displays the top 10 highest cost calls for a particular service (Spectrum
Business Voice, Trunk Lead Numbers or Toll-Free Service) per reporting period.

Usage Reports | & oownioad

Service: Report Type: (2] Billing Period: Phone Number:
Business Class Phone ¥ Top 10 Highest Cost Calis v 05/01/2015 - 05/31/2015 v 202-819-2210 v susmIT >

Top 10 Highest Cost Calls
Displays top 10 highest cost calis for a particular phone number per billing period

Date Time Call From Call To Destination Account Code Duration Charges
05/17/2015 10:26 AM 202-819-2210 53283006354 Concord, NH 2810 01:02:36 $15065
05142015 05:18 PM 202-818-2210 950-732-9048 Harmisburg, PA 8402 01:32:52 $828
05/04/2015 11:05 AM 202-815-2210 £39-£85-3468 Little Rock, AR 9074 01.44.05 $7.19
05/04/2015 11:38 PM 202-819-2210 914-429-7091 Lansing, MI 5672 01:08:07 s6e1

Figure 19 Top 10 Highest Cost Calls Report

Time of Day Call Summary Report

This report displays a summary of call volume activity for each hour in the selected day
and billing period.
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Usage Reports | & oownicad

Phone Number:

Report Type: &) Billing Period:

Service:

Business Class Phone ¥ Time of Day Call Summary v 05/05/2015

Time of Day Call Summary
Displays a summary of call volume activity for each hour in which there was activity during the selected day and billing period. Click the (+) sign to expand and
show all times of day, including those with no calis
©: o
NUMBER OF CALLS DURATION

CHARGES

Billing Period

O

Time of Day - + Number of Calls Percentage of Calls Duration Charges Percentage of Charges
3AM - 4AM 1 833% 01:20:23 $2010 863%
4AM - 5AM 8233% 0:54:09 $470 389%
SAM - 8BAM 833% 01.41:18 $7.08 584%
8AM - SAM 833% 01:48.52 $7.33 808 %
9AM - 10AM 833% 1:52:.07 $7.85 833%

Figure 20 Time of Day Call Summary Report

9 The call data returned on the Call Details tab and in the Time of Day Call
Summary report is in the local time based on your account’s location (for
example, an account located in New York City return see data in Eastern

Standard Time).

Day of Week Call Summary Report

This report displays a summary of call volume activity for each day from 00:00:00 to
23:59:59 in the selected reporting period.

Usage Reports | & oownioad

Phone Number:

A Pione Humben - m

Service: Report Type: &) Billing Period:

Business Class Phone Day of Week Call Summary - 05/08/2015 - 05/12/2015

Day of Week Call Summary

Displays a summary of call volume activity for each day in the selected billing period

4115 minutes

Billing Period

74
o NUMBER OF CALLS

@

DURANON

Date « Day of Week Number of Calls Percentage of Calls Duration Charges Percentage of Charges
05/08/2018 Wednesday 14 18.92 % 11:28:12 $7515% 8.98 %
05/07/2015 Thursday 9 216 % 07:40:34 $7583 9.15%
05/08/2015 Frida: 0 51% 5410 10.38 %
05/09/2015 Seturda 486% 0:24:0 $3413 802%
05/10/2015 Sunday 8 218% 13.00:22 $71.68 8.10%

$ 396.00
CHARGES

Figure 21 Day of Week Call Summary Report

Downloaded Reports

Reports you have previously downloaded are saved for seven days on the
Downloaded Reports tab. To download a report, select Download. If the file can be
downloaded immediately, you will see options to either save it or open it in Excel.

© 2009-2017 Charter Communications, all rights reserved.
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If the file has more than 2,000 records, a confirmation dialog box is displayed before
the report is generated. Select Confirm to generate the report.

Confirm your Download

The maximum file capacity of the document has exceeded. We will work
on generating your report, but before we proceed please confirm this
request

Don't miss the message notification next to the "Downloaded Reports”

tab when the report is ready for download

1ded Reports @ 1ded Reports €

Click Confirm Wait for your report Download your report

to process

Cancel CONFIRM

Figure 22 Download Confirmation

The report will be generated and when it is complete you will be able to download it
from the Downloaded Reports tab. You can also see the status of reports that are
currently being generated.

Call Details Ovorview My Plan Usage Reports Downloaded Reports e

Home / Call Detals | Downloaded Reports

View a history of downloeded reports. Click the downioad icon to download a "epcrt again, or use the irash cai icon to deete a report from the list

Downloaded Reports

Date ~ o Time e Report Name o Status o Actions e

060112015 0242 PM CallDetails &

LBI2015 V233 PM Callbenans

Figure 23 Downloaded Reports

You can sort downloaded reports by selecting the down arrow next to a column title.
The arrow is displayed only for the column you are sorting. Sorting options are by:

1. Date: The date the report was requested.
2. Time: The time the report was requested.
3. Report Name: The title of the report based on topic.

4. Status: In progress indicates the report is currently downloading. Available
indicates the report is available for download.
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5. Actions: In the Actions column you can:
o Select Download to download a report again.
o Select the trash icon to delete a report from the list.
o Select X to stop generating a report that is in progress.

6. The number of reports available for download is displayed next to the name of
the tab.
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Signing In as a User

Access to Voice Manager requires secure authentication with a username and
password unique to each user.

» To signinto Voice Manager as a user

1. Navigate to https://www.spectrumbusiness.net/login.

Spectrum
BUSINESS

Take Care of Business,
Get on With Your Day

Sign In to Get Started

Managing your business services has never been
so easy. Set up Auto Pay, view your statements,
pay your bill and more, allin ¢

Figure 24 Sign-In Page
2. Enter your Username and Password.

3. Select Sign In. The Overview page opens.


https://www.spectrumbusiness.net/login

Getting Started With Voice Manager User Guide

Users: Signing In as a User

Overview Your Service Portals

View Billing Details >

A Voice
TOTAL BALANCE

$0.00

Call Details Portal

View ble cal

HELPFUL LINKS

How-io Guide

es and access call

Visit Site

Figure 25 Overview Page

4. Inthe Voice Manager section, select Visit Site. The Voice Manager Home

page opens.
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Getting to Know Voice Manager

Home Page Overview

When you sign in to Voice Manager the Home page opens. The Home page provides a
summary of your Spectrum Business Voice account and puts information at your
fingertips to help you quickly navigate the site.

MyPortats  Chat  Coesact s

a = <
Spectf UIM» Voice Manager = .
CALL LOGS AND VOICEMAIL PREFERENCES R

all Logs and Profise
Vo omad
Incoming Cal Quigoing Call
Sattings Sattings

Speed Dial

Program Speod (23l n Voce Manager, or Sl *74, choooe s Sgthom 2 Tl
15930 ordr £ 10 xd phare nusmber Lnara Mo ©

0 O)

Mobaiey Sattings Call Schedyler

Star Code Guide A Download / Print

Figure 26 User Home Page

¢ You can use the Profile link to edit your name and Username, change your
Password and edit your security questions.

e My Portals drop-down menu provides convenient access to other Spectrum
Business Voice portals such as My Account, Call Details and Trunk Services
(if your account is subscribed).

e You can select the orange arrow button to view account information, including
the name of your administrator, whom you can contact with questions or
requests for features.

e Quickly link to popular areas of the site using the icons on the right, or use your
tabs at the top of the page to navigate to Call Logs and Voicemail,
Preferences or Support.

o Call Logs and Voicemail tab enables you to manage your Voicemail (if
applicable) and view a log of received, missed and outgoing calls.

o Preferences tab enables you to modify features and settings related to
your phone lines.

o Support tab provides detailed FAQs, How-Tos, introductory videos and
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contact links to Spectrum Business Voice Customer Support.

o If your administrator has set up Account Codes, they are listed for reference on
your Home page.

O Account Codes are available to customers who connected prior to 2017.

e Learn more about Voice Manager’s features on the main section of the Home
page, which focuses on a select group of features each month. Need to know
more? View the FAQs and How-Tos for detailed information.

e To quickly enable or disable specific features from your phone, you can use
Star Codes, which are detailed in the Star Code Guide. You can expand the
section for quick reference online or print the guide to use as a desk reference.

Account Codes Overview
0 Account Codes are available to customers who connected prior to 2017.

If your organization is using Account Codes, you should see an additional area on your
Home page.

Account Codes

Figure 27 Account Code Area

Account Codes enable your organization to keep track of outgoing phone calls. Each
organization uses Account Codes in its own way. If you have an Account Codes list on
your Home page, be sure you understand the Account Code dialing policies in your
organization. For example, your organization may require Account Codes for all types
of calls (local, long distance, and international) or only for some types — for example,
only for international long distance calls. Similarly, your organization may require
Account Codes on all phone lines or only on some lines.

0 For emergency calls, Account Codes are not required.

Verify Your Phone Lines
You may be assigned one line or multiple lines. If you have one line, that is most likely
the line that is connected to the phone on your desk.

If you have multiple lines, it may be so that you can cover someone else’s phone when
they are out of the office, or a similar situation. There might also be a shared line that
multiple people are assigned to, such as an incoming sales line.

One of your phone lines will likely be considered your primary line (corresponding to a
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phone on your desk), and the others will be shared with other people. Your lines may
also be assigned to one or more Voice Manager administrators in your organization.

At any time, you can view the settings and features for each of your lines by selecting
the Preferences tab and selecting a phone line from the Select line drop-down menu.

HOME CALL LOGS AND VOICEMAIL PREFERENCES SUPPORT

LR 919-322-5019  +

919-322-5019
Pre.ferences Incoming Calls Outgoing Calls Custom Routing I 915'3,22'535'_
Home | Preferences
Anonymous Call Rejection Reject incoming calls from blocked or private callers. OFF

Call Forward Forward all incoming calls to a phone number you specify OFF
Custom Ring Distinguish incoming calls to multiple phone lines with a unique ringtone. ENABLED
Do Not Disturb Present a busy signal to incoming calls OFF
Selective Call Forwarding Forward calls from specified phone numbers. ON
Selective Call Rejection Reject calls from specified phone numbers. DISABLED BY ADMINISTRATOR

Figure 28 Preferences Tab

Voicemail Overview

Access Voicemalil

If Voicemail has been purchased for your account, it can be managed from the Call
Logs and Voicemail tab.
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Figure 29 Call Logs and Voicemail Tab
e Messages are displayed in a list format, with the most recent at the top.

e A new message is one that has not yet been played, and is indicated as New
in the status column.

o |f there are several messages in your mailbox, the full list may populate on
multiple pages. If needed, use the page numbers navigate your messages list,
or select View All.

e You can listen to, download, email and delete messages using the action icons
in the same row as the Voicemail.

Listen to Voicemail

Voice Manager offers a simple and familiar interface to allow you to listen to and play
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back the messages in your Voicemail list. Each message in the list has a control panel
representing the play, pause, download, email and delete functions.

Maintain Your Mailbox

As you use your Voicemail box over time, you may accumulate a number of older
messages, in particular if you receive a high volume of calls. It's a good idea to use the
Voicemail area of Voice Manager to monitor the remaining capacity in your mailbox
and delete any messages you no longer need. The Voicemail list always shows the
current mailbox capacity.

Voicemail Edit Voicemail Seliings #

Status Number Time « Length

Figure 30 Voicemail Capacity Indicator
» To delete a Voicemail message

1. Locate a message in the list you would like to delete permanently.

2. Select the Delete icon on the same row as the message.

Delete Voicemail?

This will delete 1 selected voicemail Are you sure

you want to continue?

Cancel CONFIRM

Figure 31 Delete Voicemail Message

3. Select Confirm to delete the message.

C) You can download or email any message you would like to clear from your
Voicemail box. Then you can delete the message from your Voicemail list to free
up space.

» To download and save a Voicemail message

1. Locate a message in the list you would like to save to your computer.

Phone Number  Status Time Length

617-661-2839 New 04/21/2018 02:44 PM EDT 00:38 o .

Figure 32 Download a Voicemail Message

2. Select the Download icon on the same row as the message. A dialog box
opens. (Its exact appearance depends on your web browser and operating
system).

3. Select Save. Depending on your browser settings, the file may be saved to a
default location, or you may be prompted to choose a location. The Voicemail
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is saved as an MP3 file.

6 Some browsers may automatically download the file without asking you
whether you wish to open it or save it.

Approved Browsers for Voice Manager

Operating System Browser

Windows 10 Microsoft Internet Explorer, version 11 or higher

Latest version of Google Chrome

Latest version of Firefox

Mac Latest version of Google Chrome

Latest version of Firefox

Apple iOS 7, iPad 2 Default browser

Android 4.1, Galaxy Pad 10" Default browser

In addition to downloading a message as an MP3 file to your computer, you can also
use Voice Manager to email a copy of the message as an MP3 file to any email
address, including your own. The MP3 file will be sent as an attachment to the email
message.

» To email a Voicemail message

1. Locate a message in the list you would like to email to yourself or someone
else.

2. Select the email icon on the same row as the message. A dialog box opens.

Send this Voicemail message to:

Email Address:

Figure 33 Send a Voicemail Message
3. Enter a valid Email Address.

4. Select Send. The email is sent from the email address associated with your
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Voice Manager profile.

Voicemail Settings

Voice Manager enables you to view or edit the configuration settings of each of your
assigned Voicemail boxes.
Navigate to Voicemail Settings

On the Call Logs and Voicemail tab, select the Edit Voicemail Settings link. The
Voicemail Settings page opens.

Spethumb Voice Manager =

HOME S AN £MA PREFERENCES SUPPORT

Call Logs and Voicemail

Voicemail © Seloct Phone Line:

<D Ed Voicemail Settings

Sedect All

ce
ce
ce
ce
ce

Ce
ce
oo
Ce

Figure 34 Voicemail Settings Page
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View and Change Voicemail Settings

The following table provides an overview of the Voicemail settings you can modify.

Voicemail Setting

Description

Number of Rings Before
Calls Go to Voicemail

You can choose the number of rings a caller hears before
the call goes to Voicemail.

Voicemail PIN

The Voicemail PIN is a sequence of digits you provide to
gain access to your Voicemail box from any telephone.

The PIN for a new Voicemail box is set to the system
default (See your administrator if you don’t know the PIN).

You can change your PIN at any time, but you must know
the current PIN in order to change it.

You can change PIN to a 4-digit number that's easy for you
to remember, but it can’t be the same as the last digits of
your Spectrum Business Voice number, a multiple of 1000
or repeating digits (1111).

PIN Skip

PIN Skip enables you to listen to messages from your
Spectrum Business phone without entering your PIN.

For your security, the PIN is always required when you're
accessing your messages remotely.

Email Notification

Enable this feature to receive email notifications on any
computer or smartphone when you receive new Voicemail.

You can specify an email address and choose whether to
have the Voicemail message attached to the email as a file.

Select Save when you're finished making changes.

Preferences

The Preferences tab in Voice Manager enables you to view and edit the features that
have been enabled for each of your assigned phone lines. In some cases, there may
be no need for you to change any of your preferences, but it’s a good idea to review the
settings for each of your lines.

Navigate to Preferences

Select the Preferences tab to view settings you can configure in Voice Manager.
Select a phone line from the Select line drop-down menu to identify the line for which
you want to review or modify settings.
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HOME CALL LOGS AND VOICEMAIL PREFERENCES SUPPORT
PFEferenceS Incoming Calls Outgoing Calls Custom Routing Mobility Package
Home | Preferences

Anonymous Call Rejection Reject incoming calls from blocked or private callers OFF
Call Forward Forward all incoming calls to a phone number you specify. OFF
Custom Ring Distinguish incoming calls to multiple phone lines with a unique ringtone. ENABLED
Do Mot Disturb Present a busy signal to incoming calls OFF
Selective Call Forwarding Forward calls from specified phone numbers. ON
Selective Call Rejection Reject calls from specified phone numbers. DISABLED BY ADMINISTRATOR

Figure 35 Preferences Tab

The Preferences tab groups features according to:
e Incoming Calls.
e Qutgoing Calls.
e Custom Routing.

o Mobility.

o Business Group contains features only an administrator can configure.

All configurable features are displayed with a corresponding status. See the following
table for an explanation of status indicators. For a complete list of features that are
required to be turned on or off by a user after being enabled by an administrator, see
the Appendix.
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Status Explanation

On This feature has been enabled by the administrator for
this line and is currently turned on.

To turn it off or configure it, select the drop-down arrow.

Off This feature has been enabled by the administrator for
this line and is currently turned off.

To turn it on or configure it, select the drop-down arrow.

Disabled by Administrator | This feature has been disabled by the administrator.
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Configuring Voice Manager

This section follow briefly describes some of the features that require configuration by
users. For more detailed information on each feature, visit the Support tab in Voice
Manager.

Incoming Calls

Incoming Calls features primarily focus on how incoming calls are managed. Users see
six features listed on this tab; administrators see more since several features in this
category are configured only by administrators.

Call Forward
Call Forward enables you to forward all your calls to a specific phone number,
including your Voicemail box. This feature must be enabled by your Voice Manager
administrator. You can set your forwarding number for:

o Allcalls.

e Only when your line is busy.

¢ Only when a call goes unanswered.

Configuration by
Incoming Call Feature User Can Turn On or Off? User Required?

Anonymous Call Rejection Yes No

Call Forward = Forward All
Calls = Call Forward Busy = Yes Yes
Call Forward No Answer

Call Transfer No: Managed by administrator | N/A
Call Waiting No: Managed by administrator | N/A
Custom Ring No: Managed by administrator | N/A
Do Not Disturb (DND) Yes No

Selective Call Forwarding Yes Yes
Selective Call Rejection Yes Yes

0 Custom Ring is available to customers who connected prior to 2017.

Even if you don’t plan to forward your calls to another phone number, it's a good idea to
review the current Call Forward settings on each of your lines to ensure they are set to
your needs, especially with regard to forwarding your Voicemail.

You can configure Call Forward for each line assigned to you.
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can set Call

Chaoose the

calls should

NOTE: You

specify.

Call Forward

This setting allows all incoming calls to be
forwarded to a telephone number you

Forward All Calls

OFF

Call Forward

Call Forwarding allows all incoming calls to be forwarded to a phone number you specify. There are three different options for managing your incoming calls. You

Forwarding for each line assigned to you. Select a phone line from the drop-down list and click GO

Call Forward option(s) you want for this number from the choices below, and set the status to On for each choice. Enter the phone number where

be forwarded, as well as any other applicable features. Be sure to click SAVE in each module to apply your settings

will only be able to edit features in the table below if they have been enabled by your Administrator. Although these three features may be turned on

simultaneously, the Forward all calls feature will take precedence over Forward all busy calls and/or Call forward no answer.

This setting gives you the option to forward
calls to a specified 10-digit telephone number
when your telephone line is busy

This setting gives you the option to forward
unanswered calls to a specified 10-digit
telephone number. You may also control the
number of rings prior to the activation of Call
Forward.

@ Forward Busy Calls m Forward No Answer

Forward To: Forward To: Forward To:
Afer 5~ Rings
Cone | i | el |l
Figure 36 Call Forward
» To forward your calls
1. Onthe Incoming Calls tab, select Call Forward.
2. Select a phone line from the Select line drop-down list.
3. ldentify the setting to be adjusted:
o Call Forward.
o Call Forward Busy.
o Call Forward No Answer.
You can slide the status button to On or Off for each available feature.
4. Slide the button to On. Then enter a phone number in the Forward To field.
5. If Account Codes are provisioned on this line, you must also enter an Account
Code in the Account Code field. Contact your administrator with questions.
0 Account Codes are available to customers who connected prior to 2017.
6. Select Save to apply your settings.
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Selective Call Forwarding

Selective Call Forwarding enables you to selectively forward calls to a number you
choose, when those calls originate from a specific number you identify. Calls not on the
list will complete as normal.

You can configure Selective Call Forwarding for each line assigned to you.

EECWAICHE  830-443-5251

Prefe rences Incoming Calls Outgoing Calls Custom Routing Mobility Package

Home | Preferences

Anonymous Call Rejection Reject incoming calls from blocked or private callers. OFF

Call Forward ON

Call Forward

Call Forwarding allows all incoming calls to be forwarded to a phone number you specify. There are three different options for managing your incoming calls. You

can set Call Forwarding for each line assigned to you. Select a phone line from the drop-down list and click GO

Choose the Call Forward option(s) you want for this number from the choices below, and set the status to On for each choice. Enter the phone number where
calls should be forwarded, as well as any other applicable features. Be sure to click SAVE in each module to apply your settings

NOTE: You will only be able to edit features in the table below if they have been enabled by your Administrator. Although these three features may be turned on

simultaneously, the Forward all calls feature will take precedence over Forward all busy calls and/or Call forward no answer.

This setting allows all incoming calls to be This setting gives you the option to forward This setting gives you the option to forward
forwarded to a telephone number you calls to a specified 10-digit telephone number unanswered calls to a specified 10-digit
specify when your telephone line is busy. telephone number. You may also control the
number of rings prior to the activation of Call
Forward.
Forward All Calls (RN Forward Busy Calls @ Forward No Answer
Forward To: Forward To: Forward To:
After: 5 ~ Rings
Cancel m Cancel Cancel
— —

Figure 37 Selective Call Forwarding
» To enable Selective Call Forwarding

1. Onthe Preferences tab select Incoming Calls, and then select Selective
Call Forwarding.

2. Select a phone line from the Select line drop-down list.
3. Slide the status button to on.

4. In the Numbers to Forward section, enter the Phone Number you want to be
forwarded and select Add New Number. To remove an individual number

from your list, use the Delete icon next to a specific number. You can also
select Delete All to delete all the numbers you have entered to be forwarded.

5. Inthe Forward Calls to section, enter the phone number to which you want
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the calls forwarded.

6. If Account Codes are provisioned on this line, you must also enter an Account
Code in the Account Code field. Contact your administrator with questions.

0 Account Codes are available to customers who connected prior to 2017.
7. Select Save to apply your settings.

Selective Call Rejection

Selective Call Rejection enables you to reject calls from specific phone numbers.
When a call is received from a phone number on your Selective Call Rejection list, the
caller hears a message that indicates the line is not accepting calls.

You can configure Selective Call Rejection for each line assigned to you.

EECHATCHE 830-448-5251

Preferences Incoming Calls Qutgoing Calls Custom Routing Mobility Package
Home i Preferences
Anonymous Call Rejection Reject incoming calls from blocked or private callers. OFF ~
Call Forward Forward all incoming calls to a phone number you specify. OFF RV
Do Not Disturb Present a busy signal to incoming calls DISABLED BY ADMINISTRATOR
Selective Call Forwarding Forward calls from specified phone numbers DISABLED BY ADMINISTRATOR
Selective Call Rejection OFF
Selective Call Rejection (B
Selective Call Rejection (SCR) allows you to reject calls from phone numbers you have pre-defined. When a call amives from a phone number on your SCR list,

the caller will hear a message that indicates the line is not accepting calls.

You can set Selective Call Rejection for each line assigned to you. Select a phone line from the drop-down list above. Set the status to On. Enter the phone
number you want to reject and click ADD NEW NUMBER. You can repeat this process to reject calls from additional numbers, then click SAVE to apply your
settings.

Numbers To Reject Phone Number:

Cancel

Figure 38 Selective Call Rejection

» To enable Selective Call Rejection
1. Onthe Preferences tab select Incoming Calls.
2. Select Selective Call Rejection.

3. Select a phone line from the Select line drop-down list.
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4. Slide the status button to On.

5. Enter the phone number you want to reject and select Add New Number. To

remove a phone number from your list, select the Delete icon for that
number. You can also select Delete All to delete all the numbers you have
entered to be rejected.

6. Select Save to apply your settings.

Outgoing Calls

Outgoing Calls features primarily focus on how outgoing calls will be managed. Users
will see one feature listed on this page, though the administrator will see more since
there are several features in this category that are configured only from the
administrator’s side.

Configuration by
Outgoing Call Feature User Can Turn On or Off? User Required?

Account Codes

o Verified No: Managed by administrator N/A
¢ Non-Verified

Call Return - *69 No: Managed by administrator N/A
Custom Caller ID No: Managed by administrator N/A
Hotline No: Managed by administrator N/A
Last Number Redial No: Managed by administrator N/A
Speed Dial Yes Yes
Suspended Line No: Managed by administrator N/A
Three-Way Calling No: Managed by administrator N/A

0 Account Codes, Hotline, and Suspended Line are available to customers who
connected prior to 2017.
Speed Dial

Speed Dial enables you to store up to eight frequently dialed numbers for simplified
dialing. Once you’ve activated Speed Dial, use it by dialing *74, followed by the Speed
Dial digit you assigned to the phone line.

You can configure Speed Dial for each line assigned to you.
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Select line: [Reylticy i,

PrEfe rences Incoming Calls QOutgoing Calls Custom Routing Mobility Package

Home ! Preferences

Speed Dial ENABLED

Speed Dial

Speed Dial allows you to store up to eight frequently dialed numbers for simplified dialing. To activate Speed Dial, first select a line from the drop-down menu
above. Enter the phone numbers you want to add te your list in the spaces provided, next to the Speed Dial Number you want to use.

You do not have to use all the Speed Dial Numbers, or start at the top; choose any or all of the eight slots available. Be sure to click SAVE to apply your seftings
Once you've activated Speed Dial, use it by pressing the chosen Speed Dial digit you assigned (from 2 to ) followed by the # (pound) sign

Speed Dial # Phone Number to Dial

[

w

=)

Cancel

Figure 39 Speed Dial

» To set up Speed Dial
1. On the Preferences tab select Outgoing Calls, and then select Speed Dial.
2. Select a phone line from the Select line drop-down list.

3. Enter the phone numbers you want to add for the Speed Dial numbers you
want to use. You don’t have to use all the Speed Dial numbers or start at the
top.

4. Enter an appropriate Account Code, if necessary.

0 Account Codes are available to customers who connected prior to 2017.

5. Select Save to apply your settings.

Custom Routing

Custom Routing features are complex features that primarily focus on how incoming
calls are routed within the business. Only one feature is listed on this page, though the
administrator has access to more since some Custom Routing features are configured
only by the administrator.
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Configuration by

Custom Routing Feature User Can Turn On or Off? User Required?
Call Scheduler Yes Yes

Auto Attendant No: Managed by administrator No

Hunt Group No: Managed by administrator No

e Circular Hunting
e Sequential Hunting

e Uniform Call Distribution
Hunting

Call Scheduler

Call Scheduler enables you to change the behavior of call features based on a
schedule you set (a configuration). Up to three configurations can be customized to
support the needs of your business. For example, Configuration 1 could be set for your
regular business hours, and two additional configurations could be set for after
business hours and staff lunch hour.

To access Call Scheduler, on the Preferences tab select Custom Routing, and then
select Call Scheduler. You can review the steps you’ll take and then select Get
Started to start the configuration wizard.

HOME CALL LOGS AND VOICEMAIL PREFERENCES SUPPORT
Select line: ERPXRLTREINE
PrEfe rences Incoming Calls Outgoing Calls Custom Routing Mobility Package

Home | Preferences

Call Scheduler OFF

Call Scheduler

Using the Configuration Wizard below, you can manage unigue call settings (Configurations) to take effect at specific dates and times you choose. Configurations
can be customized to support the needs of your business. For example, Configuration 1 could be set for your regular business hours, and two additional
Configurations could be set for after business hours and staff lunch hour

If this is your first ime setting up Call Scheduler, click GET STARTED and the Configuration Wizard will lead you through the steps outlined below to set up and
activate Call Scheduler. To make edits to an existing Configuration, click Edit, or click Reset to clear the Configuration and start again

1 2 3 4

Create Configuration 1 Create Additional Configurations Create Your Call Schedule Activate Call Scheduler
First, define Configuration 1 for your Next, define at least one (but up to two) Now that your Configurations are Lastly, activate Call Scheduler. You
account. Choose the call settings you additional Configuraticns. These call defined, configure the calendar can make changes, or add/delete
want to be effective during regular seftings will be employed at other schedule to activate the Configurations phone lines at any time.
business hours. times, such as after business hours or at certain days and times

during staff lunch hour

GEI SIARIED »

Figure 40 Call Scheduler Wizard
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Step 1: Create Configuration 1

First, define Configuration 1 for your account. Enter a name for this configuration, and
then edit the settings to assign the calling features you want to use as your default
settings. Many businesses use Configuration 1 for call settings used during regular
business hours.

Once you activate Call Scheduler, Configuration 1 is applied to the phone number in
the Select Line drop-down menu whenever there is no other configuration scheduled
to take effect.

HOME CALL LOGS AND VOICEMAIL PREFERENCES SUPPORT
.
Preferences Incoming Calls Outgoing Calls Custom Routing Mobliity Package
Home/! Preferencec
Call Scheduler OFF

m Configuration 2 Configuration 3 Call Schedules Activate

Create Configuration 1

EDIT

EDIT

ON EDIT

Cancal SET UP CONFIGURATION 2 »

Figure 41 Call Scheduler Configuration 1

Step 2: Create Additional Configurations

Next, define at least one (but up to two) additional configurations. These call settings
will be employed at other times, such as after business hours or during staff lunch hour.
Enter a name for each configuration, and then edit your settings as you did for
Configuration 1.

© 2009-2017 Charter Communications, all rights reserved. Page 45



Getting Started With Voice Manager User Guide Users: Configuring Voice Manager

HOME GALL LOGS AND VOIGEMAIL PREFERENCES SURFORT
st
Preferen[:es Incoming Calle Outgoing Calla Custom Routing Moty Package
Home ! Preferences
Call Scheduler OFF

m Configuration 2 Configuration 3 Call Schedules Activate

Create Configuration 2

Configuration Name: {Example: "Business Howrs”)
Call Forward Busy EDIT
Call Foremnd Mo Answer EMMT
Call Forward All Calls EIT
Personal Atendant ON EIT

Back SET UP CONFIGURATION 3 » SET UP CALL SCHEDULE »

Figure 42 Call Scheduler Configuration 2

Step 3: Create Your Call Schedules

Now that your configurations are defined, configure the calendar schedule to activate
the configurations at certain days and times. Configuration 1 will be active at all times,
except when you have scheduled Configuration 2 or Configuration 3 to take effect
instead. Customize the Call Schedule for your configurations by adding a single or
repeating event. Select Set Up Call Schedule from within the wizard.

53 A repeating schedule repeats every week for a specific date and time. A single
event schedule is applied only on the date you specify.

If you have repeating and single event schedules set for the same date and time,
the single event schedule takes precedence over the repeating schedule.
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Saloct ina: R RSt r iR

PrEferences Incoming Calle Outgoing Calla Gustom Routing Mebility Package
Home! Preferences
Call Scheduler OFF

mm ca” &:hedUIes Acﬁvate

Set Your Call Schedule
Required fiekis marked with:"

Configuration 1 will be active atall imes, except when you have scheduled Configuration 2 or Configuration 2 fo take efiectinsizad. Use the options belowio
customize the Call Schedule for your Configurations.

TIF: A Repeating Schedule repeats every week for a specific daiftime. A Special Event Schedule is applisd only on the date you specfy.

[fyou have Repeating and Special Event Schedules setfor the same datefime, the Special Event Schedule will ke precedence over the Repeating Schedule.

Add New Event Your Current Schedule Wiaw Calendar
Schedule Type REPEATING EVENTS
O Single Event ® Repeating Event o
‘Configuration Time Days

Configuration

Camqurasan 1 - e No events present

SINGLE EVENTS

Days to Repeat
O MenFri O SatSun @ Cusiom days e Configuration Start End
OMen QJTue QJWed [JThu
OFfi Osat [OSwn No evenfs presenf
Set Time of Day

From:* | 1200am = Tof 1ZI0AM T o
®

Back BAVECALL SCHEDULE

Figure 43 Create a Call Schedule
» To set up asingle or repeating event
1. Onthe Preferences tab select Outgoing Calls, and then select Speed Dial.
Select the type of event you want to create: Single Event or Repeating
Event.

2. Select the configuration to which this Call Schedule is applied.

3. Setthe Start and End Dates for a single event, or the Days to Repeat for a
repeating event.

4. Under Set Time of Day, enter the From and To times for the event.
5. Select Add Event to add the event to this Call Schedule.

6. Select Save Call Schedule to save your settings.
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Your current schedule is displayed in the right pane. If you prefer, select View
Calendar to see the schedule in a weekly or monthly calendar view.

Add New Event Your Current Schedule View Calandar
Schedule Type REFEATING EVENTS i -
D Singl Bt 0 Fapeatng Fuant september 2015 [l OSSN View by: wask | Month
Canfiguration Tme Days
Configuration Monday Tuesday Wednesday
Coguaan1 - Contiguraton 1 1200AM =1220A  Men Tuo ] ™o Frt 5t Sun
1 :
Oays o Repet Sotprwnl Aol T
®MenFri O SatSum O Cusomdays
Contguraton 1 05700 AM 0530 M 52 5
Set Time of Day Juen! Teeveea [t |
From* LE00AM - To* s - SMGLE EVENTS
Configuration Start End ’ : :

No events present.

Figure 44 Call Schedule and Calendar View

Step 4: Activate Call Scheduler

Lastly, activate Call Scheduler. Activating Call Scheduler applies the configuration
settings according to the Call Schedules you specified. If you select Activate Later,
the current settings remain in effect.

Call Scheduler OFF

Configuration 1 Configuration 2 Configuration 3 Call Schedules

Activate Call Scheduler

Actating Call Scheduler will apphy the Configuration settings according to the Call Schedules you specified. fyou click "Actvate Later,” the current settings will
remain in effect until you return later and actvate Call Scheduler.

ACTIVATE NOW or ACTIVATE LATER

Figure 45 Activate Call Scheduler

Once they are activated, you can view and edit your configurations and Call Schedules
at any time by visiting the Call Scheduler feature on your Preferences tab.
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=gl 919-234.6198

PrEfe rences Incoming Calls Qutgoing Calls Custom Routing Mobility Package

Home / Preferences

Call Scheduler ON
Call Scheduler @)

Call Scheduler allows you to configure specific phone settings to take effect based on a custom schedule. You can edit or reset your existing Configurations

below, and manage when each Configuration will be active via your Call Schedule

Your Configurations =~ Your Call Schedule

Configuration 1: Default Configuration 2: Business Hours Configuration 3: Off Peak

Call Forward Busy ON Call Forward Busy Call Forward Busy

Call Forward No Answer Call Forward No Answer Call Forward Mo Answer ON
Call Forward All Calls Call Forward All Calls Call Forward All Calls

Personal Attendant ON Persanal Attendant ON Personal Attendant

ADD NEW EVENT ADD NEW EVENT ADD NEW EVENT

Figure 46 Call Scheduler, Configured
Select Edit to modify settings for a particular configuration, reset it, or delete it.
You can modify a configuration by:

e Selecting Edit for a specific feature settings, making your changes and
selecting Save.

e Selecting Reset to remove all schedules associated with a configuration or
Delete to permanently delete it.

9 To delete a configuration, you must first have all three available
configurations set up. Only Configuration 2 or 3 can be deleted;
Configuration 1 can’t be deleted, but it can be turned off.

Mobility

9 Mobility is available to customers who connected prior to 2017.

Mobility promotes flexibility in your schedule and location by routing calls directly to you
and removing the need to leave messages or play telephone tag.

Configuration by

Mobility Feature User Can Turn On or Off? User Required?
Simultaneous Ring Yes Yes

Sequential Ring Yes Yes

Office Anywhere No: Managed by administrator No

Personal Attendant Yes Yes
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0 Office Anywhere and Personal Attendant are available to customers who
connected prior to 2017.

Simultaneous Ring

Simultaneous Ring enables you to set incoming calls to a specified line to ring up to
five phone numbers simultaneously until the call is picked up. The first line to answer is
connected, and the other lines are released. If a line directs the call to Voicemail, then
the other lines are released. If the call is not picked up because all lines are busy, the
caller hears a busy signal.

You can configure Simultaneous Ring for each line assigned to you.

HOME CALL LOGS AND VOICEMAIL PREFERENCES SUPPORT o

et 919-977-6301

Preferences

incoming Calis Outgoing Calls Custom Routing Mobiliity Package

Home/ Preferencec

jy the full capabilities of your office
Office Anywhere Y fhe. Sl capablies ol e

Personal Attendant OFF
Sequential Ring g akvp & fve deeren OFF
Simultaneous Ring OFF

Current Order Phone Line Account Code

3193776301

" © @

Cancsl u

Figure 47 Simultaneous Ring
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» To setup Simultaneous Ring

1.

5.

On the Preferences tab select Mobility, and then select Simultaneous Ring.
Then select a phone line from the Select line drop-down list.

Slide the status button to On.

Enter the phone numbers to which you want to direct incoming calls from the
selected line. Use the up and down arrows under the Position column to
promote or demote a number in the ring order. You can also specify the
number of rings you want each line to receive before the call proceeds to the
next number in sequence.

If Account Codes are provisioned on this line, you must also enter an Account
Code in the Account Code field. Contact your administrator with questions.

0 Account Codes are available to customers who connected prior to 2017.

Select Save to apply your settings.

Sequential Ring

Sequential Ring enables you to set incoming calls to a specified line to ring up to five
additional phone numbers in sequence. The phone number in the first position rings
first, and after a preset number of rings the next phone number rings, and then the next
numbers until the call is picked up, goes to Voicemail or other no-answer processing
from the main number is configured to handle the call.

You can configure Sequential Ring for each line assigned to you.

© 2009-2017 Charter Communications, all rights reserved. Page 51



Getting Started With Voice Manager User Guide Users: Configuring VVoice Manager

HOME CALL LOGS AND VOICEMAIL

SUPPORT a

LEELE 9199776301 -

Preferences

incoming Calla Outgeing Calle custon Routing Mobitty Parkage
Home ! Prefarsncec

Extznd modil

phonz when

Office Anywhere

CSily answer calls with 3 casiomg

Personal Atiendant Vaicemail, another sumber or an announcement

Sequential Ring OFF

Sequential Ring CEa e

t 2 phons ins from

%=d fne Cusiomze th

2. Luso NONe NUMDErs.

Position Curert Order Phone Line Azcount Code # of Rings
S19TTEI0 5
© ' 9 4 R 9
o0 2 5 =
Q0 3 5 «
(1] : 5 v
(A 5 &

Cance

Figure 48 Sequential Ring
» To set up Sequential Ring

1. Onthe Preferences tab select Mobility, and then select Simultaneous Ring.
Then select a phone line from the Select line drop-down list.

2. Slide the status button to On.

3. Enter the phone numbers to which you want to direct incoming calls from the
selected line. Use the up and down arrows under the Position column to
promote or demote a number in the ring order.

4. If Account Codes are provisioned on this line, you must also enter an Account
Code in the Account Code field. Contact your administrator with questions.
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0 Account Codes are available to customers who connected prior to 2017.

5. Select the number of rings you want each line to receive before the call
proceeds to the next number in sequence.

6. Select Save to apply your settings.
Office Anywhere
Q Office Anywhere is available to customers who connected prior to 2017.

Office Anywhere allows you the option to appear as if you are using your office phone
for inbound and outbound calls, even while you are working remotely. When Office
Anywhere is enabled, outbound calls made from your remote phone will display the
Caller ID so it appears the call is made from your office phone.

The initial Office Anywhere PIN is the last four digits of the Spectrum Business Voice
phone line with the Office Anywhere feature.

To establish a new 4-digit PIN for the selected phone line, follow the steps below.

HOME CALL LOGS AND VOICEMAIL PREFERENCES SUPPORT

LOCTRA IR 123-456-TE90

Preferences Incoming Calls Dutgoing Calls Custom Routing Wobility Package

Home ! Preferences

Office Anywhere

Office Anywhere

Office Anywhere allows you the optien to appear as if you are using your office phoene for inbound and cutbeund calle, even while you are working remotely.

When Office Anywhere is enabled, cutbound calls made from your remete phone will display the Caller ID so it appears the call is made from your office phone
feu can set Cffice Anywhere for each line assigned to you. Click here to leam more abeut setting up Office Anywhere.
Office Anywhere PIN

The initizl Office Anywhere PIN is the last four digits of the BCP phone number with the Offic e Anywhere feature. To establish a new d-digit PIN for the selectsd

phone line, enter and confim your new PIN in the appropiate fields, then SAVE.

Use the Call Ferward feature to allow incoming calls to be forwarded to your remete phene. To make an eutbound call from yoeur remote phene using Office
Ay
Dial 1-855-425
Enter your office phane numiber
Enter your 4-digit PIN

1695 from your remote phone.

Enter the outbound number you wish to call (NOTE You can also perform other standard functions such as dial Account Codes)

New PIN: o
Confirm New PIN: o

Cancel

Figure 49 Office Anywhere
» To set up Office Anywhere

1. Onthe Preferences tab select Mobility, and then select Office Anywhere.
Select a phone line from the Select line drop-down list.
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2. Enter and confirm your new PIN in the appropriate fields.
3. Select Save to apply your settings.
Personal Attendant
Q Personal Attendant is available to customers who connected prior to 2017.

Personal Attendant allows you to answer calls with a greeting and then route the calls
to Voicemail, another telephone number or to a second announcement.

0 Before you set up Personal Attendant, be sure to set your calling features so you
can receive the automated call that’s part of recording your audio files. Features
such as Call Forward might need to be disabled.

HOME CALL LOGS AND VOICEMAIL PREFERENCES SUPPORT d
Select line: ERPAREIR{L] MR
Preferences Incoming Calls Outgoing Calls Custom Routing Mobility Package

Home | Preferences

Extend mobilty package features to enjoy the full capabiliies of your office

Office Anywhere phone when working at a remote bocation

Personal Attendant OFF n

Personal Attendant

Personal Attendant allows you to answer calls with a graeting and then route the calls to Voicemail, another phone number or fo 3 second 2nnouncement To

begin to set up Personal Attendant, chcose a phone line from the drop-down list above

You will need to craate at least one Dialog (custom greeting) to use with Personal Attandant Many people create ane Dialog to run during office hours, and

another for when business 13 closed. Each Dialog can offer callers up to two separate actions to take, such as trying another paone Iine, leaving a Vorcemail or

MANAGE AUDIO FILES 8,

Name Name

hearing recorded information

MANAGE PERSONAL ATTENDANT DIALOGS

To configure Personal Attendant for the first time, begi Greale &l least one Audio File (¢

confiqure Personal Atter

e Audio File_ then set up your

Record New (o gel slarted

Figure 50 Personal Attendant
» To set up Personal Attendant

1. Onthe Preferences tab select Mobility, and then select Personal Attendant.
Select a phone line from the Select line drop-down list.

2. Select Record New. An audio file must be recorded using the phone that will
play the audio file. You can create up to four audio files to use for your
Personal Attendant Dialogs.
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Record a New Audio File

Name"*

Description*

Figure 51 Record a New Audio File

3. First, enter a Name and short Description for the new audio file. This
information will show up throughout Personal Attendant to help you easily

locate the audio file later.

4. When you are ready to record the audio file, select Call Me. The phone line
you selected in Step 1 will ring. Simply follow the voice prompts to record your

audio file.

5. Now that your audio file is recorded, you can create up to two dialogs (custom
greetings) to help manage your calls via the Personal Attendant feature. Many
people create one dialog to run during office hours and another for when
business is closed. Each dialog can offer callers up to two separate actions to
take, such as trying another phone line, leaving a voicemail or hearing

recorded information.
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HOME CALL LOGS AND VOICEMAIL PREFERENCES SUPPORT
Select line: [RPAWLTEILINES
Preferences Incoming Calls Outgoing Calls Custom Routing Mobility Package

Home / Preferences

Extend mobility package features to enjoy the full capabilities of your office
Oitios Anyiners phone when working at a remote focation i

Personal Attendant OFF

Personal Attendant

Personal Attendant allows you to answer calls with a greeting and then route the calls to Voicemail, another phone number or to a second announcement. To
begin to set up Personal Attendant, choose a phone line from the drop-down list above.

You will need to create at least one Dialog (custom greeting) to use with Personal Attendant. Many people create one Dialog 1o run during office hours, and
another for when business is closed. Cach Dialog can offer callers up to two separate actions to take. such as trying another phone line, leaving a Voicemail or

hearing recorded intormation
MANAGF PFRSONAI ATTENDANT DIAI OGS m MANAGF AUDIO FIl FS z

Name Name

To connigure Personal Attendant for the first ime, begin by recoraing Create at least one Audio Flie to

at jeast one Audio Flie, then set up your DIaiog(s) configure Personal Attendant. Click

Record New to get started

Figure 52 Create New Dialog

6. Inthe Manage Personal Attendant Dialogs section, select Create New. The
Create New Personal Attendant Dialog box opens.

Create New Personal Attendant Dialog

Diebog Mermm °
Yax Greetng Lamanege =~ 0O

Action for Bution 1 Cewl 3 ten -

Acton for Batten 2 Setect an adon -

Figure 53 Create New Personal Attendant Dialog
7. Enter a dialog name.

o Select a custom greeting from the drop-down menu (use the play button to
review your message, if desired).

o Designate an action when the caller presses Button 1 and Button 2,
respectively.

8. Select Add Dialog to apply your settings.
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Appendix

Voice Manager Feature Activation List

Enabled User Enabled
Feature Name Automatically = Enabled By: or Modified

Incoming Calls

Anonymous Call Rejection Admin v
Call Forward Admin v
Call Forward Busy Admin v
Call Forward No Answer Admin v
Call Transfer v Admin

Call Waiting Admin

Custom Ring Spectrum Account Rep

Do Not Disturb (DND) Admin v
Selective Call Forwarding Admin v
Selective Call Rejection Admin 4
Outgoing Calls

Account Codes (Non-Verified) Admin

Account Codes (Verified) Admin

Call Logs Admin

Call Return Admin

Custom Caller ID Admin

Hotline Admin

Last Number Redial Admin

Speed Dial v Admin v
Suspended Line Admin

Three-Way Calling v Admin

0 Custom Ring, Account Codes, Hotline and Suspended Line are available to
customers who connected prior to 2017.
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User Enabled
or Modified

Enabled

Feature Name Automatically ' Enabled By:

Custom Routing

\ I

Auto Attendant Admin

Call Scheduler Admin

Circular Hunting Admin

Sequential Hunting Admin

Uniform Call Distribution Admin

Hunting

Business Group Package

Extension Dialing N/A

Call Hold Admin

Call Park and Retrieve Admin

Directed Call Pickup Admin

Mobility

Simultaneous Ring Admin v
Sequential Ring Admin 4
Office Anywhere Admin

Personal Attendant Admin v

Features Not Included in a Group

Caller ID v Spectrum Account Rep

Caller ID Blocking Per Line Spectrum Account Rep
Inbound/Outbound Call Spectrum Account Rep
Restrictions

Intercept Message Spectrum Account Rep

Remote Call Forward Spectrum Account Rep

Voicemail: Single Mailbox Spectrum Account Rep v
Voicemail: Group Mailbox Spectrum Account Rep v
Voicemail: Shared Mailbox Spectrum Account Rep v

0 Office Anywhere, Personal Attendant, Inbound/Outbound Call Restrictions, and
Group and Shared Mailboxes are available to customers who connected prior to
2017.

Additional Information

For additional information or assistance, or to purchase additional features, contact
your Spectrum Business Account Executive or call 1-800-314-7195.
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