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COMMUNICATIONS

1. Getting started
1.1. Software requirements

The software needs to run on a Microsoft Windows platform

1.1.1. Software requirements

< Windows 2000 with SP4 (or higher), Windows XP, or Windows Vista
« Internet Explorer 6.0, 7.0 or 8.0

Mozilla Firefox 2.0 or 3.0

1.2. Web portal

a) Access the web portal at https://web.pccwone.com/
b) Login name is assigned by PCCW and included in the welcome letter.

c) Password is assigned by PCCW and included in the welcome letter
d) Auto logout occurs if idle for 10 minutes

.._l : ®

TUser ID | Login

r o
Password | |

Note: To ensure smooth operation, please make sure the browser does not use
cache memory by following the procedure below:

For Internet Explorer 8.0:
Under “Tools” -> “Internet Options” -> “General” -> “Browsing History” ->
“Settings” -> “Temporary Internet Files”, select “Every time | visit the web page’

For user with proxy server:

Please ensure that cache memory is not used for visiting the web portal URL
(at https://web.pccwone.com/)

Web portal guide for administrator
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2. User profile

2.1. Edit user calling-line display name and language preference

- ®
&' Peccw -

Company
Welcome Logout]

Options:

B Profile PrOfi Ie

Services Basic Advanced

Company Directory

Users MNone of the menu items in this category are enabled
IModify users

Profile
View or modify your company profile information

Change Password

Change your password

a) Click Profile, then Users to allow search of available users.

_u ®
' POCCW —_—

Company
Welcome [Logout

Options:
B Profile Use s

Services IManage existing users in your company.

Enter search criteria below

| Last Name | | Starts with +| [ [+ ] [ searon |

b) Click Search to show a complete list of users or enter search criteria to search
for specific contacts.

| ®
=4 POCW -

Company
Welcome Logout

Options:
B Profile
Senices

Enter search criteria below

| Last Name ¥ ‘ ‘Starts With | ¥ \ ‘ | _ M

Users

Manage existing users in your company.

Last Name (4] Eirst Name Department Phone Number E-mail Address In Trunk Group Edit

VideoPhone Palycom +852-36645909 Edit

yu eric +852-36645095 Edit

yu eric +852-36645995 Edit
Eirst  Previous [Page 2of2]

c) Click Edit to edit a particular user.
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| ®
' POCW -t

Company > Users : 36645911

Welcome Logout

Options:
B Profile

Profile

Incoming Calls Basic Advanced
Qutgoing Calls =
Profile Caller ID Policy

Call Control r— .

- Display and canfigure profile information such as your name and address Configure user-level Caller ID Paolicy
Calling Plans
Messaging Passwords
Company Directory Set web portal and voicemail passwords

d) Click Profile to view the user profile.
..ﬂ. Pm"‘«' Heb - Home

Company = Users ; 36645911
Welcome ILogout]

Options: I PI’Of“e

» Profile

Profile allows you to view and maintain your profils information. The information filed in specifies your primary phone number, extension, and device that are used for handing calls. Filing in the additional
information section allows your mobile phone, pager, and other information to be visible to other staff in the company phone book. Some of this information can only be modified by your administrator.

Service Provider ID: PCCWY
User ID: 38545:

Company: Internal Trial

* Last Nams | *First Name: 17 -}

*Caller 1D Last Nam: | * Caller ID First Name:| 11 |

Department: | e (v Language: | English e

Time Zone: | (GMT+08:00) AsiaHeng_Keng v

Additional Information

Tite: |

Pager Mobile:

E-mait |

Location: Kowloon 1

Address:| |

OK 4 Cancel

e) Company administrator can update Calling ID Display Name user profile, as well
as other additional information.

f) Two language options are available: English (for voicemail and web portal) or
Cantonese (for voicemail) and English (for web portal)

g) Click the Apply button to save or click the OK button to save and go back to the
previous level.

2.2. Reset user password
a) Follow procedures from 2.1 a) to c).

| ®
4" POCW -

Company = Users : 36645911
Welcome Logout

Options:

B Profile Profile
Incoming Calls Basic Advanced
Qutgaing Calls >
Profile Caller ID Policy
Call Contral e
Display and configure profile information such as your name and address Configure user-level Caller ID Palicy
Calling Plans
it i Passwords
Company Directary Set web portal and voicemail passwords.

b) Click Passwords.
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Lal ®
" PCCW o - o

Company > Users - 36645911

Welcome Logout]

Options: Passwords

B Profile

T Passwords allows you configure your passwords for the web portal and/or portal

Call Control
Calling Plans
Messaging {8} Set web portal password O set voicemail passwaord
Company Directory Reset Password

* Type new password: !

* Re-type new password: ‘

= T

c) Select whether user web portal password or user voicemail password will be

reset.
d) Enter the new password.
e) Click the Apply button to save or click the OK button to save and go back to

the previous level.

2.3. Select user outgoing caller 1D
a) Follow procedures from 2.1 a) to c).

| ®
' PoCW -

Company » Users : 36645911
Welcome

Logout

QOptions:

Profile

Basic Advanced

Profile Caller ID Policy

Display and configure profile information such as yaur name and address Configure user-level Caller ID Palicy

® Profile
Incoming Calls
Qutgoing Calls
Lall Contral
Calling Plans
Messaqing
Company Directary

Passwords

Set web portal and vaicemail passwords

b) Click Caller ID Policy to access relevant page.

.| ®
& POCW -

Company > Users - 36645911
Welcome

Logout

Options: Caller ID Policy

B Profile
View or modify Caller ID Policy for the User

Incoming Calls
- e —

Call Control

Calling Plans
Messaging
Company Directory

Caller ID
HNon-Emergency Calls: {8] s user phone number for Caller ID

O Use company phone number for Caller ID

Emergancy Calls: @) Use user phone number for Caller ID
Ouse company phone number for Caller ID

Company Caller ID Mumber: 36645900
Company Caller ID Name: Intemal Trial

N
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COMMUNICATIONS

c) Select whether particular user will use user phone number for Caller ID or
company phone number for Caller ID, for Non-Emergency & Emergency
Calls.

d) Click the Apply button to save or click the OK button to save and go back to
the previous level.

Remarks: Emergency calls means dial “999” for emergency services
(Police, Ambulance or Fire)
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COMMUNICATIONS

3. Configure user settings
3.1. Block the Blocker

Block the Blocker enables you to reject calls from callers who have blocked their
numbers from display. This feature does not apply to calls originating within your
company and only rejects deliberately anonymous numbers.

a) Follow 2.1 a) to c) procedures, then select “Incoming Calls” option.

.-

Zystem > PCCW - Internal Trigl - Users : 6390772
Welcome Provisioning Administrator

Iptions:

Eranie

Incoming Calls

Oubyning Calls
£all Contro
Calling I ans

Mzszagng

Comozny Jirezon

Incoming Calls
Basic

Block the Blocker - &ff

Fravant a caller 'om raacking 704 when tha caller Fas expheitly rastrictad hisher
numaer

All Call Fonvarding - Of

Awemalica ly farwerd all your ncomirg cel s te 2 differen: okone number.

Busy Call Forwsrding - Of

Awomatica ly farwzrd vour ezl s to a different phonz numbzr waer your phoac s busy.
Mo Answer Call Forwarding - O

AUCOMANC3 1y TSR Y0 Jr 21 € 10 2 QifareTt prona RUTDar wiar yau dd no: arswer
yourprone afte a cedzinnumnoerofrings.

Emergency Call Forward - O

Auwramatica ly Farward vour czl s to a different pkons nunbzrwaer your phoe s
un-aachzble

Do Hot Disturb - Off

Auonmalica ly Prmard o cal s W yourve cu imessay ng senive Toongure,
ofrerw sethe calerfeass  oLsyone

b) Click Block the Blocker.
| ®
"ud PCCW

Company = Users - 36645911

Welcome

Options:

Block the Blocker

Profile

P Incoming Calls
Outgoing Calls

Call Contral
Calling Plans

Messaging
Company Directory

Block the Blocker: {§ on @ of

c) Turn Block the Blocker On or Off.
d) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.2. All Call Forwarding

| ngon 1]

Advanced

VIP Ringing = Gff

K Ng your pons with a ©IsHNCve “ing whe pra-celinad citena, sLch 25 prana
number, a‘e ret

White LISt - OfF

Accept callz when pre-cefined criteria, such &3 pronz number are met

Black List - OFF

Rzjee zalls when pre defined criteria such as shene number, ase mict

Sequential Ring - Cff
KNG MLI0IS pRoNas SEquential’y wren calls Sre rece ved.

Help - Home
Logout

Block the Blocker allows you to reject calls from callers who have blocked the display of their number. Only deliberate anonymous numbers are rejected. Callers
whose numbers are unavailable are not rejected. Callers that are rejected are informed that you are not accepting calls from unidentified callers. Your phone does not
ring and you do not receive any indication that they called. However. this does not apply to calls within your company.

N T

N

All Call Forwarding enables you to forward all incoming calls to a different phone
number, such as your home office phone or mobile handset.
3.2.1. Follow 3.1 a) procedures

Web portal guide for administrator
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' PCCW'’

Cystem » PCCW - Infemal Trigl - Users : 5659672
Welcome Provisioning Administrator

Optionz:
Erofle

¥ Incoming Calls
O ihyning Calls
Call Centra
Calling I ans

Incoming Calls
Basic

Block the Blocker - O

Frevant @ caller 17am raack1ng yod WhEn tha caller Fas expcitly recmicted NISmEr
numaEr

Mascagng
Comozny ony

All Call Forwarding - OF
Auromatica ly farward sll your neomirg cel s bo 2 diffeen okone numbsr

Busy Call Forwarding - Off

No Answer Call Forwarding - O

Awemalica ly forward ¢or 215 10 3 differant phona nUTDSr wier you 42 1o arswer
yourpkone afte- a cedzin nunoer of rings

Emergency Call Ferward - O

Awomalica ly farwerd vor czl s 10 a different pronz number wier your phote
uneacnzble

Auonmalivaly Fovwerd juan cel s L your v ce messag ng senive TeonTgurse,
olrerw sethe calsrbeass & ausyone

a) Click All Call Forwarding.
.
"u PCCW

Company > Users - 36645911
Welcome

Options:

All Call Forwarding

Profile

P Incoming Calls
Outgoing Calls
Call Control
Calling Plans
IMessaging
Company Directory

All Call Forwarding: O on @ of

* Calls Forward ta phane number |95236855

Turn All Call Forwarding On or Off.

needed.
the previous level.

3.3. Busy Call Forwarding

Auzamatica ly forward yoar ccl & to a different pkonz numbzrwacr your phonc ¢ bugy.

1 nyon 1]

Advanced

¥IP Ringing - Off
K Ng yCUr pIans with 4 CISUNCIVE TING WN&7 pra-Celinsd oena, SLen S¢ prons
numbzr. a'e Met

White List - O
Acceptcallz when pre-cefined criteria, sLch 25 phons numbser are met
Black List - OfF
Rzjeer zalls when pre defined eriteria such ag shone number, a-e mict

Sequential Ring - Cff
Hng mLliole phonas sequantialy wran calls 2re rece ved.

Logout

All Call Forwarding allows you to forward all your incoming calls to a different phone number. such as your home office or mabile phone. You can also make your
primary phene emit a short ring burst to inform you if you are next to your phone when the call is forwarded by using the Ring Reminder. This is important when you
have forgotten the senice is tumed on and you are at your primary phone waiting to receive calls. Mote that the phone number you forward your calls to must be
permitted by your outgoing calling plan. You can also set the phone number to forward to using the voice portal or on the phone using the feature access code

N T

D Play Ring Reminder when a call is forwarded

=

Enter the Phone Number to which calls should be forwarded.
Check the optional “Play Ring Reminder when a call is forwarded” box if

Click the Apply button to save or click the OK button to save and go back to

Busy Call Forwarding enables you to forward all incoming calls to a different

phone number if your phone is busy.
a) Follow 3.1 a) procedures.
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COMMUNICATIONS
| il
"4 PCCW —
Zystem » PCCW - Irfemal Triel - Users - 56596772
Welcome Provisioning Administrator L

Optionz:
Erofle
¥ Incoming Calls
O ihyning Calls
Call Centra
Calling I ans

Incoming Calls
Basic

Block the Blocker - O

Frevant @ caller 17am raack1ng yod WhEn tha caller Fas expcitly recmicted NISmEr
numaEr

All Call Forwarding - OF
Auromatica ly farward sll your neomirg cel s bo 2 diffeen okone numbsr

Busy Call Forwarding - Off

Mascagng
Comozny ony

No Answer Call Forwarding - O

Awemalica ly forward ¢or 215 10 3 differant phona nUTDSr wier you 42 1o arswer
yourpkone afte- a cedzin nunoer of rings

Emergency Call Ferward - Of1
Awomalica ly farwerd vor czl s 10 a different pronz number wier your phote
uneacnzble

Auonmalivaly Fovwerd juan cel s L your v ce messag ng senive TeonTgurse,
olrerw sethe calsrbeass & ausyone

b) Click Busy Call Forwarding.

.-i. p D:I I '@:

Company » Users . 36645911
Welcome

Options:
Profile
P Incoming Calls

Outgoing Calls
Call Contral

Busy Call Forwarding

Calling Plans
Messaging
Company Directary

Busy Call Forwarding: {J on @ of

* Calls Forward to phone number. \15

c) Turn Busy Call Forwarding On or Off.

Auzamatica ly forward yoar ccl & to a different pkonz numbzrwacr your phonc ¢ bugy.

Advanced

¥IP Ringing - Off

KNG YCUr prone with 4 ©ISUNCIVE "ING Whe pre-Celinad citena, SLCh 25 prons
numbzr. a'e Met

White List - O

Accept callz when pre-cefinsd eriteria, such 23 phonz numbsr are met

Black List - OfF
Rzjeer zalls when pre defined eriteria such ag shone number, a-e mict

Sequential Ring - Cff
Hng mLliole phonas sequantialy wran calls 2re rece ved.

Help - Home
Logout

Busy Call Forwarding allows you to forward all your incoming calls to a different ghone number if your phone is currently busy. Use this service when you would rather
have a secretary or co-worker receive the call instead of the caller being sent to your voice mail box. Note that the phone number you forward your calls to must be
permitted by your outgoing calling plan. You can also set the phone number to forward to using the feature access code

N W

T

d) Enter the Phone Number to which calls should be forwarded.
e) Click the Apply button to save or click the OK button to save and go back to

the previous level.

3.4. No Answer Call Forwarding

No Answer Call Forwarding enables you to forward all calls to a different phone

number when you do not answer your phone.
a) Follow 3.1 a) procedures.
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" POCW’
Cystem » PCCW - Infemal Trigl - Users : 5659672
Welcome Provisioning Administrator

Jptionz: .
Protie Incoming Calls
¥ Incoming Calls Basic

Outgning Calls
Lall Centra
Calling I ans

n agng
Comozny Zirezery

Block the Blocker - O

Frevant @ caller 17am raack1ng yod WhEn tha caller Fas expcitly recmicted NISmEr
numaEr

All Call Farwarding - Of
Auromatica ly farward sll your neomirg cel s bo 2 diffeen okone numbsr

Busy Call Forwsrding - Of

No Answer Call Forwarding - O

Awemalica ly forward ¢or 215 10 3 differant phona nUTDSr wier you 42 1o arswer
yourpkone afte- a cedzin nunoer of rings

Emergency Call Ferward - O

Awomalica ly farwerd vor czl s 10 a different pronz number wier your phote
uneacnzble

Do Not Disturb - OFf
Auonmalivaly Fovwerd juan cel s L your v ce messag ng senive TeonTgurse,
olrerw sethe calsrbeass & ausyone

b) Click No Answer Call Forwarding.

“d" POCW’

Company = Users - 36645911
Welcome

Auzamatica ly forward yoar ccl & to a different pkonz numbzrwacr your phonc ¢ bugy.

1 nyon 1]

Advanced

¥IP Ringing - Off

KNG YCUr prone with 4 ©ISUNCIVE "ING Whe pre-Celinad citena, SLCh 25 prons
numbzr. a'e Met

White List - O

Acceptcallz when pre-cefined criteria, sLch 25 phons numbser are met

Black List - OfF

Rzjeer zalls when pre defined eriteria such ag shone number, a-e mict
Sequential Ring - Cff

Hng muliole phones sequantialy whan calls 2ra receved.

Help - Home

Logout

Options:
Profils

B Incoming Calls
Qutgoing Calls
Call Control
Calling Plans
Messaging
Company Directory

No Answer Call Forwarding

Mo Answer Call Forwarding: [ ion @ of

* Calls Forward to phene number: | 99887766

Number of rings before forwarding fa :_}

Turn No Answer Call Forwarding On or Off.

d)
e)
f) Click the Apply button to save or click the OK button to save and go back to

the previous level.

3.5. Emergency Call Forwarding

No Answer Call Forwarding allows you to forward all your calls to a different phone number when you do nat answer your phone Use this serice when you would
rather have a secretary or co-worker receive the call instead of the caller being sent to your voice mail box if you miss a call

N N

N N

Enter the Phone Number to which calls should be forwarded.
Select Number of rings before forwarding.

Emergency Call Forwarding is a paid-for feature. To subscribe, please

contact your PCCW account manager or ON€ communications service

hotline on 1833111.

Emergency Call Forwarding enables you to forward all your incoming calls to a
different phone number when your device is not accessible via the telephone

network.
a) Follow 3.1 a) procedures.
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.-J. p j:llrf}

Zystem - PCCW - [piemal Trigl ~ Users : 36590712
Welcome Provisioning Administrator

Iptions:

FEranle

F Incoming Calls
Oubaning Calls
£all Contra
Calling " ans

Mzszagng
Comozny Jirezon

Incoming Calls

Basic

Block the Blocker - Off

Fravant 3 callertrom raacking yod when tha caller Fas explicitly rastricted hisher
numaer

All Call Fornwarding - OF

Awematica ly farwerd all your ncomirg cel s te 2 differen: okone number.

Busy Call Forwarding - Off

Auwomatica ly farwzrd your ezl s to a differeqt phonz numbzr waer your phoac s busy.

Mo Answer Call Forwarding - 07
Awemanca ly forwerd your czl £ 10 3 difterent phona numbar wier you 4 no; arswer
yourprone afte- a cedzinnumnoer ofrings.

Emergency Call Forward - O
Auromatica ly farwerd yor czl s to & differet pkonz nunbsrwaer your phote s
un-gachzble

Do Not Disturb - OFf
Auomaliva ly Lavvand joan cal s L your v ee messay ng senice Teonigoreg,
olrerw sethe calerFeass & oLsyone

b) Click Emergency Call Forwarding.

l ﬂ. PCCM’*

Company > Users : 36598702

Welcome

Advanced

VIP Ringing - Gff
K ng your prone with a cistinctie “ing when pra-celinsd cntena, such 25 prans
number, ae met

White List - O

Accept callz when pre-cefined criteria, such &3 pronz number are met

Black List - OFF
Rzjee zalls when pre defined criteria such as shene number, are mct

Sequential Ring - Cff
Kongmuiaole phones sequentialy when calls zre receved.

Help - Home

[Logoufi

Options:

Profile

Emergency Call Forwarding

» Incoming Calls
Qutgoing Calls

Call Control

Calling Plans

Messaging

* Calls Forward to phone number. 33455667

Company Directory

Emergency Call Forward allows you to forward all your incoming calls to a different phone number when your phone is not accessible by the telephone network:

1 T

EmemE

c) Enter the phone number to which calls should be forwarded.
d) Click the Apply button to save or click the OK button to save and go back to
the previous level.
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3.6. Do Not Disturb (DND)

Do not disturb enables you to send calls directly to your voice mailbox without
your phone ringing. In addition, Ring Reminder makes your primary phone emit a
short ring to inform you when a call is being sent to voicemail.

a) Follow 3.1 a) procedures.

- .ﬁ. £

Zystem > PCCW - [ciemal Trigl ~ Users - 16590712
Welcome Provisioning Administrator

| ngon 1]

Iptions:

Froflle

Incaming Calls
Outaring Calls

£all Contro

Calling I ans

Mzscagng

Comozny Jirezon

Incoming Calls

Basic

Block the Blocker - &ff

Fravaat a callertrom raacking yod when tha caller Fas exphicitly rastricted hisher
numaer

All Call Ferwarding - Of

Awemalica ly farwerd all your ncomirg cel s te 2 differen: okone number.

Busy Call Forwarding - OFf

Awomatica ly farwzrd vour ezl s to a different phonz numbzr waer your phoac s busy.
Mo Answer Call Forwarding - O

Awemanca ly forwerd yoar czl £ 10 3 difterent phona numbar wier you 4 no; arswer
yourprone afte a cedzinnumnoerofrings.

Emergency Call Forward - O

Auwramatica ly Farward vour czl s to a different pkons nunbzrwaer your phoe s
un-aachzble

Do Not Disturb - Off

Auonmalica ly Prmard o cal s W yourve cu imessay ng senive Toongure,
ofrerw sethe calerfeass  oLsyone

b) Click Do Not Disturb.

"' POCW’

Company > Users : 36645911

Welcome

Options:

Profile

Do Not Disturb

Call Control

B Incoming Calls
Outgoing Calls

waiting to receive calls.

Calling Plans

Wessaging

Company Directory

Do Mot Disturb: {_§ on @ of
[] Play Ring Reminder when a call is blocked

c) Turn Do Not Disturb On or Off.

d) Select optional Play Ring Reminder when a call is blocked.

e) Click the Apply button to save or click the OK button to save and go back to
the previous level

Note: When Do Not Disturb is turned On, incoming calls will follow the

busy call-handling procedure and go to voicemail by default.

Advanced

VIP Ringing - Gff

K Ng your pons with a ©IsHNCve “ing whe pra-celinad citena, sLch 25 prana
number, a‘e ret

White List - OfF

Accept callz when pre-cefined criteria, such &3 pronz number are met

Black List - OFF

Rzjee zalls when pre defined criteria such as shene number, ase mict

Sequential Ring - Cff
Fongmuiaole phones sequenbaly when calls zre receved.

Logout

Allows you to send your calls directly to your veice mail box without ringing your phone. In addition. you can make your primary phone emit a short ring burst to inform
you when the call is being sent to voice mail by using the Ring Reminder. This is important when you have forgotten the service is turned on and you are at your phong

= N

= N
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3.7. VIP Ringing

VIP Ringing enables you to make your phone use a different ringtone, based on

your pre-defined criteria.
3.7.1. Add VIP Ringing Entry
a) Follow 3.1 a) procedures.

..JI p ::Ilrf)

Zystem > PCCW - [okemal Trigl ~ Users - 16590712
Welcome Provisioning Administrator

Help - Home

| ngon 1]

Options:
Eradle
F Incaming Calls
Dutaning Calls
£all Sonfro
Calling I ans
Mzszagng
Comozny on

Incoming Calls
Basic

Block the Blocker - 57

Frevanta caller trom rsach1ng ol when tha callsr Fas exphotly resmictsd hisher
numaer

All Call Ferwarding - Of
Awemalica ly farwerd all your ncomirg cel s te 2 differen: okone number.

Busy Call Forwarding - Off

Auwomatica ly farwzrd pour ezl s to a different phonz numbzr waer your phonc s busy.

Mo Answer Call Forwarding - O
Awematca ly forwerd yoar czl € 10 2 difterent phona numbar wier you 4 notarswer
yourprong afte a cedain numnoer ofrings.

Emergency Call Forward - O

Auwramatica ly Farwerd your czl s to a different pkonz nunberwer your phote s
un-aachzble

Do Not Digturb - OFf
Auonmralica ly Prmard poancal s W your ve cu imessay ng senive Toon’guree,
ofrerw sethe calerFeass & oLsyong

b) Click VIP Ringing.
_H ®
" PCCW

Company » Users : 36645911
Welcome

Options:

VIP Ringing

Erofile

P Incoming Calls
Outqoing Calls
Call Control

Calling Plans

Ativanced

VIP Ringing - Gff
H.ng your pons with a ©IsHNCvE “Ing whe pra-celinad citena, sLch 25 prane
number, a'e ret

White List -
Accept callz when pre-cefinsd criteria, sLch &3 pronz number are met

Black List - OFF
Rzjee zalls when pre defined criteria such as shene number, ase mict

Sequential Ring - Cff
Fongmuiaole phones sequentaly when calls zre receved.

Logout

VIP Ringing allows you to make your phone ring with a different ring based on your pre-defined criteria. Use this semvice if you want to know when a specific person
calls such as your manager or spouse or when you would like to easily tell when a call is from inside your group or outside your group. The criteria for each VIP
Ringing entry can be a list of up to 12 phone numbers or digit pattems. All criteria for an entry must be true for the phone to ring with a different tone

M Active Description Time Schedule Calls from Edit
Company Dirsctory v Boss Every Day All Day 92334455,22337788 Edit
test Every Day All Day 36645321 Edit

c) Click Add.
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| ®

Company ~ Users : 36645911
Welcome Logout]

Optons: VIP Ringing - Add

Profile
» Incoming Calls Allows you to add a VIP Ringing entry. Also, you can have a VIP Ringing occur when enly specified numbers call or all external numbers call. If you need more than 12 numbers,
Incoming Calls & 5 VIP Ringi :
you can create multiple VIP Ringing entries

Outgoing Calls

Calling Plans
Messaging
Company Directory

* Description '

Selected Time Schedule: | Every Day All Day | v |

— Calls frem
@Am external phene number
Oleuwmg Rhone numbers:
[T any private number
D Any unavailable number
Specific phone numbers:
I I

d) Enter description for the entry.

e) Select criteria for VIP Ringing.

f) Enter phone numbers that will be included (if applicable).

g) Click the OK button to save and go back to the previous level.

Note: Selecting “Any external phone number” will distinguish calls
originating outside the company from internal calls.

3.7.2. Activate VIP Ringing Entry
a) Follow 3.7.1 a) to b) procedures.

_H ®
&' PCCW _—

Company = Users : 36645911

Welcome Logout

Options: N ”

VIP Ringing
VIP Ringing allows you to make your phone ring with a different ring based on your pre-defined criteria. Use this service if you want to know when a specific person
calls such as your manager or spouse or when you would like to easily tell when a call is from inside your group or outside your group. The criteria for each VIP
Ringing entry can be a list of up to 12 phone numbers or digit pattems. All criteria for an entry must be true for the phone to ring with a different tone

N N N

Erofile

P Incoming Calls
Outgaing Calls
Call Contral

Calling Plans

I Active Description Time Schedule Calls from Edit

Company Directory i Boss Every Day All Day 92334455 22337785 Edit
test Every Day All Day 36645321 Edit

= T T

b) To activate VIP Ringing Entry, check the Active box on VIP Ringing page.
c) Click the Apply button to save or click the OK button to save and go back to

the previous level.

3.7.3. Deactivate VIP Ringing Entry
a) Follow 3.7.1 a) to b) procedures.
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- | @
=& POCW -
Company = Users : 36645911
Welcome Logout]
Options: s
= VIP Ringing
» Incoming Calls VIP Ringing allows you to make your phone ring with a different ring based en your pre-defined criteria. Use this service if you want to know when 3 specific person calls such as
your manager or spouse or when you would like to easily tell when a call is from inside your group or outside your group. The criteria for each VIP Ringing entry can be a list of up
Qutgoing Calls to 12 phone numbers or digit patterns. Al criteria for an entry must be true for the phane to ring with a different tone.
Call Control
Calling Plans I oK. Appl Add Cancel
Messaging Time Schedule Calls from Edit
Company Director: Every Day All Day 92334455 22337788 Edit
Edit

Every Day All Day 36645321

Cancel

b) To deactivate VIP Ringing Entry, uncheck the Active box on VIP Ringing

page.

c) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.7.4. Modify VIP Ringing Entry
a) Follow 3.7.1 a) to b) procedures.

;». ®
=4 PCCW -

Company = Users - 36645911
Welcome

Options:

Logout

VIP Ringing

Profile

P Incoming Calls
Outgoing Calls

VIP Ringing allows you to make your phone ring with a different ring based on your pre-defined criteria. Use this senice if you want to know when a specific person
calls such as your manager or spouse or when you would like to easily tell when a call is from inside your group or outside your group. The criteria for each VIP
Ringing entry can be a list of up to 12 phone numbers o digit pattems  All criteria for an entry must be true for the phone ta ring with a different tone

Call Contral
Calling Plans

Messaging
Company Directory

Active Description Time Schedule Calls from Edit
Wi Boss Every Day All Day 92334455,22337788 Edit
36645321 Edit

test Every Day All Day

b) Click Edit next to the entry that needs to be modified.

=3 POCW'
Company = Users : 36645911
Welcome

Logoufl

Options:
Erofile

B Incoming Calls
Outgoing Calls

VIP Ringing - Modify
Allows you to madify a VIP Ringing entry. AlSo, you can have the VIP Ringing occur when only the specifisd numbers call or all external numbers call. If you need more than 12
numbers, you can create multiple VIP Ringing entries.

Call Control

Calling Plans

Company Direclory

I OK Delete Cancel

* Description: | Boss |

Selected Time Schedule; i‘-EvewDayAH Day ¥

—Calls from

O any external phone number
®) Foliowing phone numbers

D Any private number

D Any unavailable number

Specific phone AUMbers:

92334455 | 22337783 Il |
| Il Il J
\ |
\ |

OK Delete Cancel

c) Edit description for the entry (if needed).
d) Change criteria for VIP Ringing (if needed).
e) Change phone numbers that will be included (if needed).
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f) Click the OK button to save and go back to the previous level.

3.7.5. Delete VIP Ringing Entry
a) Follow 3.7.1 a) to b) procedures.

_u ®
"4 PCCW - e

Company > Users - 36645911
Welcome Logout

Qptions:
Profile

VIP Ringing
> i Call VIP Ringing allows you to make your phone ring with a different ring based on your pre-defined criteria. Use this service if you want to know when a specific person
Ancoming Lally calls such as your manager or spouse or when you would like to easily tell when a call is from inside your group or outside your group. The criteria for each VIP

Qutgoing Calls Ringing entry can be a list of up to 12 phone numbers or digit pattems. All criteria for an entry must be true for the phone to ring with a different tone

Call Contral
— = N T

Calling Plans

Messaging Active Description Time Schedule Calls from Edit
Company Directory i Boss Every Day All Day 92334455 22337788 Edit
test Every Day All Day 36645321 Edit

T T

b) Click Edit next to the entry that needs to be modified.
L ®

Company = Users : 36645911
Welcome [Lagouf]
Options " " ..
= VIP Ringing - Modify
» Incoming Calls Allows you to madify a VIP Ringing entry. Also, you can have the VIP Ringing occur when only the specified numbers call or all external numbers call. If you need more than 12
e = numbers, you can create multiple VIP Ringing entries.
utgoing Calls
Call Contral I OK Delete Cancel
Calling Plans
Company Directory i ‘?USS J

Selected Time Schedule; ‘LEvewDayAH Day ¥

—Calls fram
O any external phone number
@ Following phone numbers:
D Any private number
D Any unavailable number
Specific phone numbers
92334455 ||22337788 Il |
\ I I w
I I \
\ I I \

OK Delete Cancel

c) Click the Delete button to delete and go back to the previous level.
Note: The delete action is not reversible.

3.8. White List
White List allows you to receive only calls that meet your pre-defined criteria.

3.8.1. Add White List Entry
a) Follow 3.1 a) procedures.
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COMMUNIGATIONS
] ®
“d POCCW S
System - PCCW - |nfernal Trigl - Users : 36596772
Welcome Provisioning Administrator L oy A
Optionz: -
T Incoming Calls
¥ Incoming Cells Basic Advanced
DO ilaning Calls o il
B Block the Blocker - © VIP Ringing -
Lall Loty F7gvanta caller TOm raacring yo4 WNEn tha caller Fas exgiicily rasTicted nismer KLNQ yCUr pIane with 4 CISUNCIVE TING WNe7 pra-Celinsd otana, sLen S8 prons
Calling I ans num2er numbzr. a'e met
festaang All Call Fanwarding - Of White Li
iy oy - - . o = 4
Lompait = Auwreratica ly Farward all your ncomirg cel s bo 2 differen: okone numbsr Acceptcallz when pre-cefined criteria, sLch 25 phons numbser are met
Bugy Call Forwarding - Off Black LIst - OfF
Auzomatica ly forward poar col & to a different pronz numbzrwacr your phonc ¢ bugy.  Rojec callc when pre defined erteria such ac shene number, ae mict
No Answer Call Forwarding - O Seque Ring
Auromaticaly forwend voJr 2l s 10 @ diffaraTt phona RUMBSr wier yoU dp notarswer  Kng mLiiole phonas Sequantialy when calls 2rs racaved.
you-pkong afte- a cedein numnoer of rings
Emergency Call Ferward - 011
Awomalica ly farwerd yor c2l s 10 a different pronz number wier your phote 3
uneachzbie
Auomalivaly e poar cel s L your v ce messag ng senice Teonigures,
ofberw sethe calerbeass 2 ousytone
" | ®
4 POCW -
Company = Users : 36645311
Welcome [Logouf]
Options: & 5
o White List
> Call White List allows you to receive anly calls that meet your pre-defined criteria. The criteria for each White List entry can be a list of up to 12 phone numbers. All criteria for an entry
a o v
neomin alls must be true for you to receive the call
QOutgaing Calls
Call Control Apph Add
Calling Plans Description Time Schedule Ccalls from Edit
Liessaqing co-workers Every Day All Day 32543453 Edit
Company Directory
Friends Every Day All Day 67894562 Edit
OK Apph Add
| ®
Company = Users : 36645911
Welcome [Logout]

Options:
LProfile

P Incoming Calls
Qutgoing Calls
Call Control

Calling Plans

White List - Add

create multiple entries to accomplish this

Allows you to add a White List entry. AlSo, you can have the call accepted when only the specified numbers call or all numbers call. If you need more than 12 numbers, you can

llessaaging

Company Dirsctary * Deseription

Selected Time Scheduls: | Every D yAlibai:]

—Calls frem

® Any phone number
C’mewmg phone numbers:
I:‘ Any private number
I:‘ Any unavailable number

Specific phone numbers

Cancel

d) Enter description for the entry.
e) Select criteria for the White List.

f) Enter phone numbers that will be included (if applicable).
g) Click the OK button to save and go back to the previous level.
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3.8.2. Activate White List Entry
a) Follow 3.8.1 a) to b) procedures.

" POCCW'

Company > Users - 36645911

E
=
o

Welcome [Logout]
Options: . "
oo White List

Profile

» Incoming Calls ‘White List allows you to receive only calls that mest your pre-defined criteria. The criteria for each White List entry can be a list of up to 12 phone numbers. All criteria for an entry
must be true for you to receive the call

Qutgoing Calls

Calling Plans Active Description Time Schedule Calls from Edit
S co-warkers Every Day All Day 32543453 Edit

Company Directory

m

Friends Every Day All Day 67894562 dit

vl
= N T

b) To activate White List Entry, check the Active box on White List page.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.8.3. Deactivate White List Entry
a) Follow 3.8.1 a) to b) procedures.

- | ®

Company = Users : 36645911
Welcome Logout]

Options:
FProfile

B Incoming Calls
Outgaing Calls

White List

White List allows you to receive enly calls that meet your pre-defined criteria. The criteria for each White List entry can be a list of up to 12 phone numbers. All criteria for an entry
must be true far you to receive the call

Call Control Appl Add Cancel
el Flaris Description Time Schedule Calls from Edit
Hessaqng co-workers Every Day All Day 32543453 Edit
Company Directory
Friends Every Day All Day 67894562 Edit
} Add Cancel

b) To deactivate White List Entry, uncheck the Active box on White List page.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.8.4. Modify White List Entry
a) Follow 3.8.1 a) to b) procedures.

n ®

Company = Users : 36645911

Welcome [Logout]
Opfions: & P
i White List
» Call White List allows you to receive only calls that meet your pre-defined criteria. The criteria for each White List entry can be a list of up to 12 phone numbers. All criteria for an entry
Incoming Lalls o
neoning Lalls must be true for you to receive the call.
Outgaing Calls
Call Control I OK Appl Add Cancal
Calling Plans Active Description Time Schedule Calls from Edit
_ Messagng | co-workers Every Day All Day 32543453 Edit
Company Directory s
Wl Friends Every Day All Day 67894562 Edit
OK Apph Add Cancel

b) Click Edit next to the entry that needs to be modified.
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‘I ®
=4 POCCW b -
Company = Users : 36645911
Welcome [Logout]

Options:

Profile

P Incoming Calls
Outgoing Calls

White List - Modify

Allows you to modify a White List entry. Also, you can have the call accepted when only a specified number calls or all numbers call. If you need mare than 12 numbers, you can
create multiple entries to accomplish this

Call Contral

I OK Delete Cancel

Calling Plans
essaging

Company Directory

* Description: |co-workers |

Selected Time Schedule: ‘L'Evar,f Day All Day [+

[ Calls frem

OAm‘phwne number

@ Following phane numbers
[ 2ny private number
I:‘ Any unavailable number
Specific phene numbers:
|32543453 | Il |
1 I I \
| I | \
| I | \

OK Delete Cancel

c) Edit description for the entry (if needed).

d) Change criteria for the White List (if needed).

e) Change phone numbers that will be included (if needed).

f) Click the OK button to save and go back to the previous level.

3.8.5. Delete White List Entry
a) Follow 3.8.1 a) to b) procedures.

" POCCW'

Company > Users - 36645911
Welcome

Help - Home
Logout]

Options: 2 F
= White List
» Incoming Calls White List allows you to receive only calls that mest your pre-defined criteria. The criteria for each White List entry can be a list of up to 12 phone numbers. All criteria for an entry
aq = "
must be true for you to receive the call
Outgaing Calls
Call Control I OK Appl Add Cancel
Calling Plans Active Description Time Schedule Calls from Edit
e co-workers Every Day All Day 32543453 Edit

Company Directory

Friends Every Day All Day 67894562 Edit

v
T = I

b) Click Edit next to the entry that needs to be modified.
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=& POCW’

Company = Users : 36645911
Welcome

Logout!

Options:

Profile

White List - Modify

P Incoming Calls
Outgoing Calls

create multiple entries to accomplish this

Call Contral

Delete Cancel

I OK

Calling Plans

essaging

Allows you to modify a White List entry. Alsa, you can have the call acceptad when only a specified number calls of all numbers call. If you need more than 12 numbers, you can

Company Directory

* Description: |co-workers

Selected Time Schedule: ‘7Ev5|y Day All Day [+

[ Calls frem

O'\m‘phwne number

® Following phone numbers
[ 2ny private number
I:‘ Any unavailable number
Specific phone numbers:

|32543453 i Il

OK Delete Cancel

c) Click the Delete button to delete the entry and go back to the previous level.

Note: The delete action is not reversible.

3.9. Black List
Black List enables you to reject calls that meet your pre-defined criteria.
3.9.1. Add Black List Entry
a) Follow 3.1 a) procedures.

' POCW'’

Zystem - PCCW - [ntemal Trigl - Users : 36590742
Welcome Provisioning Administrator

Ipti

Profiie

¥ Incoming Calls
O taning Calls
Lall Centra
Calling I ans

Mzscagng

Comocny Zirezon

Incoming Calls
Easic

Block the Blocker - O

Frevanta caller 17om raack1ng yod WhEn tha caller Fas expicitly recmicted nISmer
numaEr

All Call Forwarding - OF
Awemalica ly farwerd all your ncomirg cel s te 2 diffecen: okone number.

Busy Call Forwarding - Off

Auzomatica ly forward poar c2l & to a different pkonz numbzrwacr your phonc ¢ bugy.

No Answer Call Forwarding = O

Awromatca ly trwand your c2l S 10 a diftarat prons NUMbar WISE 73U d3 Nt arswer
you-phone afte-a cedzin numaerofiings.

Emergency Call Ferward - O

Awomalica ly farwerd yor c2l s 10 a different pronz number wier your phote 3
uneachzbie

Auomalivaly Crwand oo cal s o your v ce messsy ng sewice Teonigores,
olrerw sethe calsrfeas & ausyone

b) Click Black List.

I non 1]

Advanced

VIP Ringin

KLNQ yCUr pIane with 4 CISUNCIVE TING WNe7 pra-Celinsd otana, sLen S8 prons
numbzr. a'e met

White List - O
Accept calls when pre-cefinsd criteria, such 23 phonz number are met

Black LIst - OfF
Rzjeer zallc when pre defined eriteria such ag shone number, a-e mict

Sequential Ring - Off
Hong mLiiale phonas sequantialy whan calls 2ra rece ved
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me

u ®

Company = Users - 36645911

Welcome ILaqout]
e Black List
W Black List allows youta fEJEE.T calls that meet your pre-defined criteria. These callers will be given an announcement that you cannat h:? reached Use this feature to prevent
Incoming Lalls nuisance calls fram people you would rather nottalk to. The criteria for each Black List entry can be a list of up to 12 phane numbers. All criteria for an entry must be true 1o reject
Outgoing Calls the call
Call Control
Messaging Active Description Time Schedule Calls from Edit
Company Directory ivi My blacklist Every Day All Day 22334455 Edit

c) Click Add.

. | ®

Company » Users ; 36645911

Welcome Logout
Options: =
T Black List - Add
—. \ncoming Calls Black List Add allows you to add a Black List entry. Alse, you can have the call rejected when only the specified numbers call or all numbers call. If you need more than 12
Incoming Calls
numbers, you can create multiple Black List entries.

Outgoing Calls
c QK Cancel

* Description: | ‘

Company Diractory

Selected Time Schedule. |E{rer[D_;Aﬁ6;£‘

—Calls from
() any phone number
C)Fn\lowmg phone numbers

[[] Any private number
[T Any unavailable number
Specific phong NUMBbers

|
|
|
|

d) Enter description for the entry.

e) Select criteria for the Black List.

f) Enter phone numbers that will be included (if applicable).

g) Click the OK button to save and go back to the previous level.

3.9.2. Activate Black List Entry
a) Follow 3.9.1 a) to b) procedures.

| ®

Company = Users : 36645911

Welcome LLogout]
1
g Black List
» Incoming Calls B\a_ck List allows youto rEJEI:.t calls that mest your pre-defined criteria. These callers will be given an a_nnnuncamentthat you cannot be reached. Use this featurs to prevent .
Incoming Lalls nuisance calls from people you would rather nottalk to. The criteria for each Black List entry can be a list of up to 12 phone numbers. All criteria for an entry must be true to reject
Outgoing Calls the call
Call Contral
Messaging Active Description Time Schedule Calls from Edit
Company Directory % Iy blacklist Every Day All Day 22334456 Edit

OK Appl; Add Cancel

b) To activate Black List Entry, check the Active box on Black List page.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.9.3. Deactivate Black List Entry
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a) Follow 3.9.1 a) to b) procedures.
Company = Users : 36645911

Welcome

Options:

Profils

P Incoming Calls
Qutgoing Calls

Black List

Black List allows you to reject calls that meet your pre-defined criteria. These callers will be given an announcement that you cannot be reached. Use this feature to prevent
nuisance calls fram pecple you would rather nottalk to. The criteria for each Black List entry can be a list of up te 12 phone numbers. Al criteria for an entry must be true to reject
the call,

Call Contral

Calling Plans I OK . Appl Add Cancel

Messagin Active Description Time Schedule Calls from Edit
& 22334455 Edit

Company Directory

My blacklist Every Day All Day

OK Appl Add Cancel

b) To deactivate Black List Entry, uncheck the Active box on Black List page.
c) Click the Apply button to save or click the OK button to save and go back to

the previous level.

3.9.4. Modify Black List Entry
a) Follow 3.9.1 a) to b) procedures.

=3 POCW'

Company = Users : 36645911

Help - Home

Logouf]

Welcome

Options:

LProfile
» Incoming Calls
Outgaing Calls
Call Control

Black List

Black List allows you to reject calls that meet your pre-defined criteria. These callers will be given an announcement that you cannot be reached. Use this featurs to prevent
nuisance calls from people you would rather nottalk to. The criteria for each Black List entry can be a list of up to 12 phone numbers. All criteria for an entry must be true to reject
the call

Calling Plans

I OK Appl Add Cancel

lessaging

Active Description Time Schedule Calls from Edit

Company Directory

\/ My blacklist Every Day All Day 22334455 Eait

OK Appl; Add Cancel

b) Click Edit next to the entry that needs to be modified.

' POCW

Company = Users : 36645911

@

Logout]

Welcome
I

Opfions:

Profile

Black List - Modify

Black List Modify allows you to modify a Black List entry. Also, you can have the call rejected when only the specified numbers call or all numbers call. If you need mare than 12

» Incoming Calls
Qutgoing Calls

numbers, you can create multiple Black List entries.

Call Control
Calling Plans
liessaning

OK Delete Cancel

* Description: EMyb\ackhsﬂ

Company Directory

Selected Time Schedule: | Every Day All Day ;]

— Calls from

O any phone number

@) Fallowing phane numbars
|:| Any private number
D Any unavailable number
Specific phone numbers:
|22334455 Il Il
i I I
I I I
| | |

OK Delste Cancel

c) Edit description for the entry (if needed).

d) Change criteria for the Black List (if needed).

e) Change phone numbers that will be included (if needed).

f) Click the OK button to save and go back to the previous level.

3.9.5. Delete Black List Entry

COMMUNICATIONS
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d) Follow 3.9.1 a) to b) procedures.

=3 POCW'

Company = Users : 36645911
Welcome

Help - Home

Logout]

Options: -
= Black List
» Incoming Calls Black List allows you to reject calls that meet your pre-defined criteria. These callers will be given an announcement that you cannot be reached. Use this feature to prevent
Incoming Calls A
nuisance calls frem people you would rather nottalk te. The criteria for each Black List entry can be 3 list of up to 12 phone numbers. All criteria for an entry must be true to reject
Qutgoing Calls the call
Call Control
| Add Cancel
Description Time Schedule Calls from Edit
Company Directory Iy hlacklist Every Day All Day 22334455 Edit
| Add Cancel
. ®
=& PCCW T
Company = Users . 36645911
Logout]

Welcome

Options:

Profile

» Incoming Calls
Qutgaing Calls
Call Control

Black List - Modify

Black List Modify allows vou to modify a Black List entry. Also, you can have the call rejected when only the specified numbers call or all numbers call. f you need more than 12
numbers, you can create multiple Black List entries.

I OK Delete Cancel

Calling Plans

Company Direclory

* Deseription: | My blacklisq

Selected Time Schedule .EveryDayAHDay V]

r—Calls fram

O Any phone number
@ Following phene numbers.
[ Any private number
[] Any unavaitable number
Specific phone numbers
[22334455 |
[ i i J
| | I |
I I | |

OK Delete Cancel

f) Click the Delete button to delete the entry and go back to the previous level.

Note 1: The delete action is not reversible.
Note 2: If aphone number is included in BOTH the Black List and the
White List, it will default to Black List performance.

3.10.

Sequential Ring

Sequential Ring is a paid-for feature. To subscribe, please contact your
PCCW account manager or ON€ communications service hotline on

1833111.

Sequential Ring enables you to sequentially ring up to 5 locations in addition to
the base location phone (desk phone) according to a specified number of rings.
a) Follow 3.1 a) procedures.
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]
& PCCW S
System - PCCW - |nfernal Trigl - Users : 36596772
Welcome Provisioning Administrator L oy A
Optionz: -
T Incoming Calls
k Incoming Calls Basic
R Block the Blocker - O
Lall Loty Favanit a CAllEr TOm FAACring Y04 WNEN S CAlSr Fas exgcilly resricted nsmer KNG YCUr prone with 4 ©ISUNCIVE "ING WHe pre-Celinad citena, SLCh 25 prons
Calling I ans numaer numbzr. a'e met
festaang All Call Forwarding - Of White List - On
eny Sirezony 2 ; . iffe-en: Wl i
Lompait - Auwreratica ly Farward all your ncomirg cel s bo 2 differen: okone numbsr Acceptcallz when pre-cefined criteria, sLch 25 phons numbser are met
Bugy Call Forwarding - Off Black LIst - OfF
Auzomatica ly forward poar col & to a different pronz numbzrwacr your phonc ¢ bugy.  Rojec callc when pre defined erteria such ac shene number, ae mict
No Answer Call Forwarding - O Sequential Ring
Auomatcaly torwand your 2l s to a diterant prons nUTMbar wier you do notarswer  Kong muliole phones sequentialy whan calls 2ra receved.
you-pkong afte- a cedein numnoer of rings
Emergency Call Forward - 01
Awomalica ly farwerd yor c2l s 10 a different pronz number wier your phote 3
un-sachzbic
Auomalivaly e poar cel s L your v ce messag ng senice Teonigures,
ofberw sethe calerbeass 2 ousytone
g @ .
Help - Home

Company = Users - 36645311
Welcome

Options:
Erofile
Incoming Calls
QOutgoing Calls
Call Conirol
Calling Plans
Messaaging
Company Directary

Sequential Ring

the criteria do not match, the call continues as if this senice was netturned en.

OK A Add Cai

|:| Use Base Location Phone first

MNumber of rings for Base Location Phone:

Office

Cancel

3.10.1. Add Sequential Ring Entry
a) Click Add on the Sequential Ring page.

Location Phone Humber

4

2

3

4

i

Active Description Time Schedule

Every Day All Day

Sequential Ring allaws you to sequentially ring up to 5 lacations in addition to the base location phone (desk phone) for a specified number of rings. The feature applies to calls
matching your pre-defined criteria. Use this service to ring calls from yeur manager, 3 family member, or an important customer on your mebile phone, alternate business phone,
or horme phone. The criteria for each Sequential Ring entry can be a list of up to 12 phone numbers, All criteria for an entry must be satisfied for the call to enter Sequential Ring. If

Number of rings Answer confirmation required

o [

Calls from

Al calls Edit
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|| ®
"ai PCCW Hel - Home
Company = Users : 36645911
Welcome Logou]
Options: . -
Sequential Ring - Add

Profile
B Incoming Calls

Outgoing Calls
Call Control 0K
Calling Plans

Messaging
Company Direclory

* Description; | ‘

Selectsd Time Schedule: | Every Day All Day | v |

Allows you to add 3 sequential ring entry. Specify the time schedule you would like calls sequentially rung. Alsa, you can have the call sequentially rung when only the specified
numbers call or all numbers call. If you need more than 12 numbers or mare distinct fime periods, you can create multiple sequential ring entries

[ Calls from
@An;'phuns number
C)Fc\luwmg phone numbers:
[ Any private number
[ Any unavailable number
Specific phone numbers

b) Enter description for the entry

c) Select criteria for the calls that will follow the Sequential Ring.
d) Enter phone numbers that will be included (if applicable).
e) Click the OK button to save and go back to the previous level.

3.10.2. Activate Sequential Ring Entry

a) On the Sequential Ring page, select whether your desk phone (base location

phone) will ring first.

- ®
Company > Users : 36645911
Welcome Logout
Options: . .
ol Sequential Ring
» I call Sequential Ring allows you to sequentially ring up to 5 locations in addition to the base location phone (desk phone) for a specified number of rings. The featurs applies to calls
Incoming Calls
L] matching your pre-defined criteria. Use this senice to ring calls from your manager, a family member, or an important customer on your mabile phone, alternate business phone

QOutqoing Calls
Call Control
Calling Plans
llessaaing
Company Directory

the criteria do not match, the call continues as ifthis service was notturmed an.

QK Appl Add Cancel

~/ Use Base Location Phene first

Number of rings for Base Location Phone: \5 W;'ij
Location Phone Humber Mumber of rings
1 392668606 5 ¥

|

2 J

3 \ |

4 |

—_

5 | |

Active Description Time Schedule

Office Every Day All Day

QK Appl Add Cancel

or home phone. The criteria for each Sequential Ring entry can be a list of up to 12 phene numbers. All criteria for an entry must be satisfied for the call to enter Sequential Ring. If

Answer confirmation required

ooood

Edit
Edit

b) Select number of rings at your desk phone (base location phone).
c) Select whether to allow the caller to continue the search sequence if your

desk phone (base location phone) is busy.

d) Select whether to allow the caller to interrupt the search sequence and go to

voicemail.

e) Enter the phone number (up to 5 phone numbers) in the desired ringing

sequence.
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f) To activate Sequential Entry, check the Active box next to the Sequential
Ring entry.

g) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.10.3. Deactivate Sequential Ring Entry
a) To deactivate Sequential Ring Entry, uncheck the Active box next to the
Sequential Ring Entry on Sequential Ring page.

N ®

Company > Users : 36645911

Welcome ILogout]
Options: . .
e Sequential Ring
> bomion CaiE Sequential Ring allows you to sequentially ring up to 5 locations in addition to the base lacation phone (desk phane) for a specified number of rings. The feature applies o calls
= matching your pre-defined criteria. Use this senice to fing calls fram your manager, a family member, o an important customer on your mobile phone, alternate business phone
Outqoing Calls or home phone. The criteria for each Sequential Ring entry can be a list of up to 12 phone numbers. All criteria for an entry must be satisfied for the call to enter Sequential Ring. If
Call Centrol the criteria do not match, the call continues as ifthis service was not turned on
Calling Plans
e OK Appl Add Cancel
Messaging
Company Directory

[¥] Use Base Location Phone first

Mumber of rings for Base Location Phone !5 V]

Location Phone Number Humber of rings Answer confirmation required

1 992668606 | O

2 | "

3 | o

4 I | O

5 [| | ]

Active Description Time Schedule Calls from Edit
I:‘ Office Every Day All Day All calls Edit

- T - T
b) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.10.4. Modify Sequential Ring Entry
a) On the Sequential Ring page, click Edit next to the entry that needs to be

modified.

. | ®

Company = Users : 36645911
Welcome

Logout

Dp':r::}e Sequential Ring - Modify

W Allows you to modify a sequential ring entry. Specify the Imje schedule you would like calls sequentially rung. Also, you can have the call sequentially rung when only the specified
Ji;m numkbers call or all numbers call. If you need more than 12 numbers or more distinct time perieds, you can create multiple sequential ring entries.
Call Contral
Calling Plans
Messaging
Company Direciory

OK Delete Cancel

* Description iOmce\ |

Selected Time Schedule: | Every Day All Day =

—Calls from

® any phone number

O Following phone numbers
D Any private number

D Any unavailable number
Specific phene numbers:

OK Delete Cancel

b) Edit description for the entry (if needed).
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c) Change criteria for the Sequential Ring Entry (if needed).
d) Change phone numbers that will be included (if needed).
e) Click the OK button to save and go back to the previous level.

3.10.5. Delete Sequential Ring Entry
a) On Sequential Ring page, click Edit next to the entry that needs to be deleted.
. | ®

Company = Users : 36645911

Welcome Lagout]
Options: . N =

—— Sequential Ring - Modify
» IncomingCalls Allows you to modify a sequential ring entry. Specify the time schedule you would like calls sequentially rung. Also, you can have the call sequentially rung when only the specified

T numbers call or all numbers call. If you need more than 12 numbers or more distinct time periods, you can create multiple sequential ring entries.

utaoing Calls

Call Contral I OK Delete Cancel

Calling Plans

lessaging

* Description: | Office] |

Selected Time Schedule: | Every Day All Day |

—Calls from

Company Directory

@"—\ny'phnna number
C)Fulluwing phone numbers:
[ Any private number
[ any unavailable number
Specific phane numbers:

OK Delete Cancel

b) Click the Delete button to delete the entry and go back to the previous level.

Note: The delete action is not reversible.

3.11. Hide Caller ID
Hide Caller ID enables you to block your number from being shown when
calling other numbers.
a) Follow 2.1 a) to c) procedures, then select “Outgoing Calls” option.

_u ®
=4 PCCW -

Company - Users : 36645911

Welcome ILogout]
Options: i

= Outgoing Calls

Incoming Calls Basic Advanced
& St Lok Hide Caller ID - Off Personal Phone Book

Call Contral Prevert your phone number from being displayed when calling other numbers. Configure a list of numbers ta allow quick dialing
W Speed Dial

Dial a pre-defined number by dialing a Speed Dial prefix and two digits

Company Directory

b) Click Hide Caller ID.
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_ ®
" PCCW sy

Company = Users : 36645911
Welcome

Options: -
Hide Caller ID

Profile

Hide Caller ID allows you to block your number fram being shown when calling other numbers. Members of your group can still see your number when they are called. You have
Incoming Calls

the choice of tuning it on or off for all calls and then selectively turning it back on or off using the feature access codes.
Outgoing Calls
Call Control I 0K
Calling Plans
Messaging
Company Directory

Appl Cancel

Block Caller ID en Outgeing Calls: {_jon () of

Cancel

c) Turn Hide Caller ID On or Off.
d) Click the Apply button to save or click the OK button to save and go back to

the previous level.

3.12. Speed Dial
Speed Dial enables you to set up to 100 speed-dial phone numbers that can be

called by pushing a few buttons.

3.12.1. Add Speed Dial Entry
a) Follow 3.11 a) procedures, then click Speed Dial.

_H ®
" PCCW s e

Company = Users : 36645911
Welcome Logout]

Options: .
== Speed Dial
eomine Gl Speed Dial allows you to set up to 100 speed dial phone numbers that can be called with the push of a few buttons. Enter the number a5 you would narmally dial it and then just
Incoming Lalls

hitthe speed code prefix and number on your touch pad to call it. You can also program your speed dial using your phone and the star code for Speed Dial.

B Outqgoing Calls
Call Control I OK
Calling Plans
llessadging

et in i oty Speed Dial Dialing Prefix. **
Company Directory

Apph Add Cancel

Delete Speed Code [4] Phone Humber Description Edit
il 00 23456789 Mom Edit
11 93456789 Andy Tam Edit

Apph Add Cancel

b) Click Add.

Company = Users : 36645911
Welcome Logout]

LU Speed Dial - Add

Profile
Incoming Calls
Qutgoing Calls OK CAREAL
Call Control
Calling Plans 5
Messaging Speed Code :0_1
Company Directory Description:| |

* Phone Number. | |

Add a new speed dial

c) Choose Speed Dial Code (from 00 to 99).
d) Enter description for the entry.

e) Enter phone number.
f) Click the OK button to save and go back to the previous level.

3.12.2. Modify Speed Dial Entry

Web portal guide for administrator copyright © 2009 PCCW Page 29 of 52



PCCW B

a) Follow 3.11 a) procedures, then click Speed Dial.

_u ®
"4 PCCW b - e

Company » Users : 36645911
Welcome Logout]

Options: Speed Dial

Profile
\ncoming Calls Speed Dial allows youta setup o 100 speed dial phone numbers that can be called with the push of a few buttons. Enter the number as you would narmally dial it and then just
= W nitthe speed code prefix and number on your tauch pad to call it. You can also program your speed dial using your phane and the star code for Speed Dial

» Outgoing Calls

Calling Plans
lessaging
Company Directory

Speed Dial Dialing Prefic **

Delete Speed Code. [a] Phone Number Description Edit
00 23456789 Mom Edit
| 1 93456789 Andy Tam Edit

OK App! Add Cancel

b) Click Edit next to the entry that needs to be modified.
- | ®

Company > Users : 36645911
Welcome Logout]

Options: Speed Dial - MOdify

Frofile
Incoming Calls

Outgoing Calls OK Delete Cancel
Call Control

Modify an existing speed dial.

Calling Plans

Speed Code: 11

Messaging :
Company Directory Description: |Andy Tam| J
* Phone Number: | 9345

OK Delete Cancel

c) Edit description for the entry (if needed).
d) Change phone number (if needed).
e) Click the OK button to save and go back to the previous level.

3.12.3. Delete Speed Dial Entry
a) Follow 3.11 a) procedures, then click Speed Dial.

@

|
CE. o
- elp - Home

Company = Users : 36645911
Welcome Lonout

Options: Speed Dial

Profile
—Incjmin Calls Speed Dial allows vou to set up to 100 speed dial phone numbers that can be called with the push of a few buttons. Enter the number as vou would normally dial it and then just
= W nitthe speed cods prefix and number on your tauch pad to call it You can also program your speed dial using your phone and the star code for Speed Dial
Qutgoing Calls
Call Control l OK Appl: Add Cancel
Calling Plans
llessaging
Company Direclory

-

Speed Dial Dialing Prefix. **

Delete Speed Code [4] Phone Number Description Edit

] 23456789 Hom Edit
11 02456789 Andy Tam Edit
oK Add Cancel

b) Check the Delete box next to the entry that needs to be deleted.

c) Click the Apply button to delete or click the OK button to delete and go back
to the previous level.
Note: The delete action is not reversible.

3.13. Personal Phone Book
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3.13.1. Add contact to Personal Phone Book
a) Follow 3.11 a) procedures.

" POCCW’

Company - Users : 36645911

Welcome

Logout]

Options:

Profile
Incoming Calls

B Outgoing Calls
Call Contral

Outgoing Calls
Basic Advanced

Personal Phone Book
Configure a list of numbers to allow quick dialing.

Hide Caller ID - Off
Prevent your phone number from being displayed when calling other numbers

Calling Plans
llessaging
Company Directory

Speed Dial
Dial a pre-defined number by dialing 3 Speed Dial prefix and two digits

b) Click Personal Phone Book.

Company = Users : 36645911

Welcome

Logout]

Options:

Personal Phone Book

Profile

Incoming Calls
® Outgoing Calls
Call Contral
Calling Plans
Messaging

Personal Phone List allows you to store frequently called numbers to be dialed. You can also import multiple numbers for this list quickly by loading them from a CSV file.

Company Directory

c) Click Add.

"4 PCCW'

Company > Users ; 36845911
Welcome

OK Apply Add Cancel
Import Phone Book
Delete Name (4] Phone Number Edit
il Joe CW Lee 25651234 Edit
O JoeLee 63451233 Edit
il John Chan 95551231 Edit
Il John HY Chan 92341232 Edit
F] Ken Chow 28341235 Edit
i Ken Law 29341236 Edit
il Peter Chow 91234567 Edit
0K Apph Add Cancel
Help - Home
Logout]

Options:

Profile
Incoming Calls
Outgoing Calls
Call Control
Calling Plans

L4

Company Direclory

Personal Phone Book - Add

Add a personal phone entry

* Mame: [7

*Phone Number, i ‘

d) Enter name of contact.
e) Enter phone number.
f) Click the OK button to save and go back to the previous level.

3.13.2. Modify contact in Personal Phone Book.
a) Follow 3.13.1 a) to b) procedures.
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| ®
"' PCCW -

Company = Users : 36645911
Welcome ILogout]

Options:
Profile
Incoming Calls

Outgoing Calls OK. Appk Add Cancel
Lall Control

Calling Plans
Messaging Import Phone Boaok

Company Directory

Personal Phone Book

Personal Phone List allows you to store frequently called numbers to be dialed. You can also import multiple numbers for this list quickly by loading them from a CSV file

Delete Hame [&] Phone Number Edit
D Joe CW Lee 25551234 Edit
O Joe Lee 63451233 Edit
l John Chan 95551231 Edit
ol John HY Chan 92341232 Edit
F Ken Chow 28341235 Edit
O Ken Law 29341238 Edit
l Peter Chow 91234567 Edit
OK I Add Cancel

b) Click Edit next to the contact that needs to be modified.
| ®
..-| mw Help - Home

Company > Users : 36645911

Welcome [Logout!
Options: ..
= Personal Phone Book - Modify
\ncoming Calls Modify or delete a personal phone entry
» Outgoing Calls 0K Delete Cancel
Call Control
Calling Plans o
* Name: | Joe Le|
Company Direclany *Phons Humber: 63451233 |
OK Delete Cancel

c) Edit name of contact (if needed).
d) Edit phone number (if needed).
e) Click the OK button to save and go back to the previous level.

3.13.3. Delete contact in Personal Phone Book
a) Follow 3.13.1 a) to b) procedures.

| ®
-.ﬁ Pccw Help - Home

Company > Users : 36645811
Welcome Logout]

Options:
Profile
Incoming Calls

® Outgoing Calls oK Appl Add Cancel
Call Control

Calling Plans

Personal Phone Book

Personal Phone List allows you to store frequently called numbers to be dialed. You can also import multiple numbers for this list quickly by loading them from a C3V file

Import Phone Book

Company Directory

Delete Hame (4] Phone Humber Edit
Joe CW Lee 25651234 Edit
Joe Lee 63451233 Edit
John Chan 95551221 Edit
1 John HY Chan 92341232 Edit
| Ken Chaw 28341235 Edit
] Ken Law 29341236 Edit
I:‘ Peter Chow 81234567 Edit
oK App Add Cancel

b) Check the Delete box of the contact to be deleted.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.
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Note: The delete action is not reversible.

3.13.4. Import contact list to Personal Phone Book
a) Follow 3.13.1 a) to b) procedures.

| ®

Company = Users : 36645911
Welcome ILogout]

Options:
Profile
Incoming Calls

Outgoing Calls OK. Appk Add Cancel
Lall Control

Calling Plans
Messaging Import Phone Boaok

Company Directory

Personal Phone Book

Personal Phone Listallows you to stere frequently called numbers to be dialed. You can also import multiple numbers for this list quickly by leading them from a CSV file

Delete Hame (3] Phone Number Edit
D Joe CW Lee 25551234 Edit
O Joe Lee 63451233 Edit
|l John Chan 95551231 Edit
ol John HY Chan 92341232 Edit
F Ken Chow 28341235 Edit
Fi Ken Law 20341236 Edit
O Peter Chow 91234567 Edit
oK I Add Cancel

b) Click Import Phone Book.
_H ®
'_-H PCCW o - Home

Company » Users : 36645911
Welcome ILogoutl

Options:
Frofile
Incoming Calls

B Outgoing Calls OK et e
Call Control
Calling Plans
Messaging = Select a Phone Book File: ‘ ‘[ Browse_ ]
Company Directory

Personal Phone Book Import

Import personal phone book entries from a CSV file. For details about the CSV file, click on the Help link for this page

QK Appl: Cancel

c) Click Browse to select the CSV file that contains contacts (in the format
below) to upload.

“Name”, “Number”

For example:

“John Chan”, “95551231”
“John HY Chan”, “92341232”
“Joe Lee”, “63451233”

“Joe CW Lee”, “25551234”
“Ken Chow”, “28341235”
“Ken Law”, “29341236”

d) Click the Apply button to save or click the OK button to save and go back to
the previous level.

Note: Import Phone Book will append existing Phone Book. If the same
contact exists in the newly-imported phone book, it will be stored again.
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3.14. Fixed-maobile convergence
(Only applicable to Boss/Secretary plan. Executive/Operator plan users

should contact their PCCW account manager or Of/1€ communications
service hotline 1833111 for subscription)

Fixed-mobile convergence enables your mobile number to be called
simultaneously when an incoming call rings your desk phone. With this
arrangement, you can pick up the call using either your desk phone or mobile.
You can also “pull” a call from your mobile to a desk phone, or vice versa,
without interrupting the call (Call Pull).

a) Follow 2.1 a) to c) procedures, then select “Call Control” option.

| ®
=4 POCCW b -

Company = Users : 36645912
Welcome Logout]

Options:
Profie Call Control

Incoming Calls Basic Advanced

Mol Nane ofthe menu items in this category are enabled. Fixed Mobile Convergence

Call Control Configure the fixed and mabile phones you would like te link to this account.
Calling Plans
Messaaging
Company Directory

b) Click Fixed Mobile Convergence.

Company = Users : 36645911

Welcome Logou
Options: . .
TE Fixed Mobile Convergence
\ncoming Calls Configure the fixed and mobile phones you would like to link to this account.
Qutaoing Calls OK 2 Gl
B Call Control
Calling Plans
Messaging i Alert all locations for Click-to-Dial calls
Company Directory
Phone Number [4] Description
93456789 Mobile Edit
[Page1af1]
[Fhone Number |+ | [ Starts With ] [ | Find  FindAl
OK Appl Cancel

c) Click Edit next to the mobile phone number entry.

| ®
=" POCW

Company = Users : 36645911
Welcome Logoutl

Sl Fixed Mobile Convergence Phone Number Modify

Frofile
Incoming Calls Allows Fixed Mohile Convergence Phone Number to be cenfigured along with multiple selective criteria for each phone number
Incoming Galis

Dutgoing Calls
_ OugoingCalls | OK Appl Cancel
» Call Control

Calling Plans
Messaging Phane Number: 93455789

" CompanvDiredlon | Description: [Mobile

~/ Enable Fixed Mobile Convergence

1 Cancel

d) Check the “Enable Fixed Mobile Convergence” box to turn ON the function
(or uncheck to turn OFF).
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e) Click the Apply button to save or click the OK button to save and go back to

the previous level.

3.15. Collect Calls

a) Click Calling Plans under Options Menu on the left.

| ®

Company > Users ; 36645911

Welcome Logout
Options: 5

ol Calling Plans

Incoming Calls Incoming Plan

qoing . A

futapinnCals Incoming Calling Plan

CalCONTos Digplay the type of phone numbers you can receive calls from.
» Calling Plans

lessaging

Company Direclory

b) Click Incoming Calling Plan.

| ®
4" PCCW e

Company = Users : 36645911

Welcome [Logout]
e Incoming Calling Plan

ncoming Calls

Incoming Calling Plan allows you to view the calling plan rules far your incoming calls. Only your administrator can change the call types that are permitted

Outgoing Calls

OK Apph Cancel

Call Contral
Calling Plans
Messaging
Company Directory

c)
d)
e)

V‘ Custom Settings

Permitted Hame
O Collect Calls
OK App Cancel

To change the default setting, check the Custom Setting box.

To allow Collect Call, check the Collect Calls Permitted box.

Click the Apply button to save or click the OK button to save and go back to
the previous level.

Voicemail
Follow 2.1 a) to c) procedures, then select “Messaging” option.

®

Company = Users : 36645911

Lagouf]

Welcome
Options: "
Profile Messaglng
Incoming Calls Basic Advanced
Qutgoing Calls Voice Mail - On Mone ofthe menu items in this category are enabled
el Gonlrol Record for calls that are not answered within a specified number of rings or
Calling Plans far busy calls,
® Messaging

Company Directory

b)

Click Voicemail.

Web portal guide for administrator

copyright © 2009 PCCW Page 35 of 52



Pth B

| ®
" PCCW b - o
Company > Users : 36598702
Welcome [Logout)

Options:

Profile
Incaming Calls Woice Mail allows you to specify how to handle your messages. You can also just choose to send the message to your e-mall and nat use the phone

- for messaging.
Qutigoing Calls

e =

Calling Plang
» Hlessaging

Company Directory Voice Mail: on O off
[ Send Al Calis to Voice Mail

Send Busy Calls to Voice Mail
Send Unanswered Calls to Voice Mail

Voice Mail

[ send the message (in wave file format) to the following ermail address

[ Atlow caller to press 0" and reach your Phone Nurmner of

= i

c) Turn Voicemail On or Off.

d) Select types of calls that will be sent to voicemail (all calls, busy calls,
unanswered calls).

e) Select option to allow voicemail to send a copy in wave format to user’'s
dedicated email address.

f) Select option to allow the caller to press "0” at your voicemail and forward to
another phone number (User is advised to record his / her own busy greeting
at the voicemail to mention this feature)..

g) Click the Apply button to save or click the OK button to save and go back to
the previous level.

Note: To set voicemail language, please refer to section 2.1 — “Edit user calling-
line display name and language preference”.

3.17. Company Directory
a) Follow 2.1 a) to c) procedures, then select “Company Directory” option.

.| ®
" POCW e

Company = Users : 36645911
Welcome Logout]

Options: =
Frolle Company Directory
Incoming Calls Basic

_ Outooingcalls |
Call Control
Calling Plans
Messaaing

B Company Directory

Company Directory
Display the Company directory list.

b) Click Company Directory.
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=i POCCW'

Company - Users : 36645911
Welcome Logout

Options: Company Directory

Profile

Incoming Calls Displays the company directory listing. A summary of the company directory can he generated, which can be easily printed and a detailed phone list can be generated.
Dutgoing Calls

Outgoing Calls oK
Call Control

Calling Plans
Messaaing
B Company Directory

Company Directory Summary Company Directory Detail

Enter search criteria below

Searcn

LastName __1+| [ Starts With (v ] |
c) Click Company Directory Summary to view basic contact information within

the company.
d) Click Company Directory Detail to view details of contact information within

the company.
e) Select option to send copy of voicemail by email.

f) Click the OK button to go back to the previous level.

4. Configure group settings

4.1. View Group Profile

Options:

Company
Logoui]
B Profile PrOﬂle

Welcome
Senices I Basic

Company Direclory Users
Modify users.

Advanced

Mone of the menu items in this category are enabled

Profile
‘iew er modify vour company profile infermation.

Change Password

Change your password.

a) Click Profile under Options, then Profile to view and modify company profile
information.
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_n ®
" POCW
Company
Welcome

o Profile
» Prof

=4 anly by your

Defsult Domain:

Company Neme

Company Caller D Nam

Contact E-mail: |

Time Zons

User Limits

jser5:200

Maximum nu

Current number of users: 23

Asditionsl Information

Address:

4.2. Change Company Caller ID
[}

®

"4 PCCW e
Company
Welcome [Logout]
Options: I

Profile

® Profile
Basic Advanced

Sompany Directory Users Mone of the menu items in this category are enabled
Modify users.

Profile
View or maodify your company profile infarmation.

Change Password
Change your password

b) Click Profile under Options, then Profile to view company profile information.
..ﬂ. :: I'e
Gﬂﬁfﬂe

Hele

o
Profile

Visw or magiy

Options

Company
Defeult Domain,

Company Name

Company Caller 1D Nam

Compsny Caller ID Numbsr

ntact Nam:

tact Phen:

Contact E-mail

Time Zon

User Limits

525200

Maximum numb:

Cumrent nw of users: 22

Additionsl Information
Address:
City:  StaaiProvinos:

Zio/Pastal

Country
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c) Under “Company Caller ID Number”, select any phone number to display
whether a particular user chooses to follow the company caller ID number.

4.3. Change company administrator password
| | ®

Company

Welcome [Logout]

P
I Profile

¥ Profile
Senices
Company Directory Users Mone of the menu items in this category are enabled

Basic Advanced

Madify users.

Profile
View or modify your company profile infermation.

Change Password

Change your password.

d) Click Profile under Options, then Change Password to change company
administrator password.

& Pccw —_—
Compaﬂ[

Welcome [Logout]
Speons IChange Password

» Profile
Senices
ompany Di v
Company Directon oK | Cancel

Change your password.

Administratar ID: groupadmin

* Current Password: | |

* Reset Password: ‘7 |

* Re-type new password: | |

OK | Cancel

e) Administrator needs to enter the current password, then

f) Enter new password, then

g) Re-enter new password to confirm

h) Click the Apply button to save or click the OK button to save and go back to

the previous level.

Remarks: Password must be 6-digit numeric.

4.4, Set Call Park Recall Timer

Call Park Recall Timer is the time a call is “parked” in the system before returning
to the user’s phone set. Company administrator can set duration to ensure
sufficient time for the user to retrieve the call.
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m
..i mw Help - Home
Company
Welcome Logout
Options: -
e Services
P Services Basic Advanced
e Call Park Customize Connecting Tone
Set call park attributes. Define the connecting tone to be played to callers to members or
services of your company.
Hunt Group
Automatically process incoming calls received by a single phone
number by distributing them among a group of users or agents.
a) Click Services under Options, then Call Park to change recall timer time.
" H ®
- Help - Home
Company
Welcome Logout
Options:
F Call Park
Profile
P Stnices Configure Call Park settings for your company's user.

Recall Timer. !Eli-‘seconds

N T

b) Entertime (any time between 30 to 600 seconds) for Call Park Recall Timer.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.

4.5. Hunt Group Configuration
Hunt Groups enable you to redirect overflow calls to a destination when the
group cannot accept calls.
Note: To form a new/additional Hunt Group, please contact your PCCW account

manager or ONE communications service hotline on 1833111.

4.5.1. View/Modify Hunt Group Profile
a) Click Services under Options.

Web portal guide for administrator copyright © 2009 PCCW Page 40 of 52



COMMUNICATIONS

“a" PCCW'

Help - Home
Company
Welcome Logout]
Options: -
T Services
» Services Basic Advanced
Company Directory " .
e Call Park Customize Connecting Tone
Set call park attributes. Define the connecting tone to be played to callers to members or
services of your company.
Hunt Group

Automatically process incoming calls received by a single phone
number by distributing them among a group of users or agents.

b) Click Hunt Group.
_H ®
ge PCCW Sl

Company
Welcome Legout]

Options:
Profils
P Services
Company Directory T

Hunt Group

Manage existing hunt groups. Defining hunt groups allows you te redirect overflow calls to a destination when the group cannat accept calls.

Cancel
Group Hame Phone Humber: Extension Department Edit
HuntGroupA 36645910 10 Edit
Group B 36645003 03 Edit
1 Cancel

c) To temporarily suspend the Hunt Group, uncheck the Active box next to the

group.
d) To modify the Hunt Group, click Edit next to the chosen group.

] ®

Company > Hunt Groups : HuntGroupA

Welcome L agout]
P
» Profile PrOﬂle

Incoming Calls Basic Advanced

Calling Plans

Profile Mone ofthe menu items in this category are enabled
Display and configure information such as, Caller ID display name and No Answer
settings for this hunt group

e) To view or modify the Hunt Group profile, Click Profile.
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Company = Hunt Groups : HuntGroupA

B Profile
Incoming Calls
Lalling Plans 2
Calling Plans oK Aneih

Madify the selected hunt group.

Cancel

Hunt Group ID: HuntGroupA
*Name: | HuntGroupA

* Caller ID Last Name: | Group A

Language: | English v
Time Zone: | (GMT-+08:00) Asia/Hong_Kong ~|
Group Pelicy: Circular

Help - Home

Lagout]

Welcome
Options: Hunt Group Profile

—No Answer Settings
Skip to next agent aﬂeri:gfil rings

] Forward call after waiting 30 | secands

Calls Forward to: "83366451 |

I Cancel

f) Edit Hunt Group name and Caller Line Display name.
g) Click the Apply button to save or click the OK button to save and go back to

the previous level.

4.5.2. Call Waiting and No Answer Settings

a) Click Services under Options.

..il : o

Company
Welcome
Options: "
i Services
B Services Basic
Lompany Lirectory
Company Directo Call Park
Set call park attributes.
Hunt Group

Automatically process incoming calls received by a single phane
number by distributing them among a group of users or agents.

b) Click Hunt Group.
" POCCW'

Company
Welcome

Options:
Profile
B Services

Hunt Group

Company Directory T gt
Group Name Phone Number
HuntGroupA 36645910
Group B 36645903
] Cancel

Help - Home

Logout]

Advanced

Customize Connecting Tone
Define the connecting tone to be played to callers to members or
services of your company.

IManage existing hunt groups. Defining hunt groups allows you to redirect overflow calls to a destination when the group cannot accept calls.

Help - Home

Lagoutl
Extension Department Edit
10 Edit
03 Edit

c) To modify the Hunt Group, click Edit next to the chosen group.
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| ®
..i mw Help - Home

Company = Hunt Groups - HuntGroupA
Legouf]

Welcome
Options: I
Profile

» Profile

ncoming Calls Basic Advanced
Lalling Plans Profile Mone of the menu items in this category are enabled

Display and configure information such as, Caller ID display name and No Answer
settings for this hunt group.

d) To view or modify Call Waiting or No Answer settings, click Profile.

- | ®
" POCCW .-

Company = Hunt Groups : HuntGroupA
Logout]

Welcome
Options: Hunt Group Profile

B Profile
Incoming Calls
Calling Plans 0K Appl Cancel

Wodify the selected hunt group.

Hunt Group ID: HuntGroupA
IpA

i * Caller ID First Name: éHLmt I

* Name: | H

* Caller ID Last Nam

Language: | E :_|
0200) Asia/Hong Keng v

Time Zone: | (¢

Group Paliey: Circular

— Mo Answer Seftings
Skip to next agent afte

[] Forward call after wait

Calls Forward to: 95366451 ]

|rings

seconds

1 Cancel

e) To enable Call Waiting on agents under Hunt Group, check the “Allow Call
Waiting on agents” box.

f) Ensure the “Skip to next agent after x rings” box is checked. Number of
rings can be set according to user needs.

g) To forward incoming calls to other phone numbers (or voicemail) after
completing the hunting sequence, check the “Forward call after waiting x
seconds” box and enter the phone number (or voicemail box number) to
which calls should be forwarded.

h) Click the Apply button to save or click the OK button to save and go back to
the previous level.

4.5.3. Hunt Group All Call Forwarding

a) Click Services under Options.
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|
=& POCW

Company

Welcome Logout]

Options: -
Profile Services

Basic Advanced
Call Park Customize Connecting Tone
Set call park attributes. Define the connecting tone to be played to callers to members or

services of your company.
Hunt Group

Automatically process incoming calls received by a single phone
number by distributing them among a group of users or agents.

Company Directory

b) Click Hunt Group.
_H ®
ge PCCW Sl

Company
Welcome

Options:

Hunt Grou

Profile P

» Services Manage existing hunt groups. Defining hunt groups allows you te redirect overflow calls to a destination when the group cannat accept calls.
Company Directord

Appl: Cancel
Group Hame Phone Humber: Extension Department Edit
HuntGroupA 36645910 10 Edit

Group B 36645003 03 Edit

1 Cancel

c) To modify the Hunt Group, click Edit next to the chosen group.
L] ®

Company > Hunt Groups : HuniGroupA

Welcome u
Options: I
» Profile PrOﬁIe

Incoming Calls Basic Advanced

Calling Plans

Profile MNone of the menu items in this category are enabled.
Display and configure information such as, Caller D display name and No Answer
settings for this hunt group

d) Click Incoming Calls under Options.

| ®
"4 PCCW .

Company = Hunt Groups : HuntGroupA
Welcome

Options: )
Profile Incoming Calls

» Incoming Calls Basic Advanced
Calling Plans

All Call Forwarding - Off MNone of the menu items in this categary are enabled
Autermnatically forward all yourincoming calls to a different phone number.

Busy Call Forwarding - On
Autemnatically forward your calls to a different phone number when your phone is busy,

e) To view or modify All Call Forwarding, click All Call Forwarding.
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o o o
& POCW -

Company = Hunt Groups : HuntGroupA
Logout]

Welcome
Options: All Call Forwarding

Profile
¥ mcomEnCalls All Call Ferwarding allows you to forward all your incoming calls to a different phone number, such as your heme office or mohile phene. You can alse make your primary phone
Incoming Lalls emit a shortring burstto inform you if you are next to your phone when the call is forwarded by using the Ring Reminder. This is important when you have forgotten the semvice is
Calling Plans turned on and you are atyour primary phone waiting to receive calls. Note thatthe phone number you farward your calls to must be permitted by your autgeing calling plan. You can
also setthe phone number to forward ta using the voice portal or on the phone using the feature access code.

OK | Cancel

All Call Forwarding: () on @) of
* Calls Forward to phone number. i

I:‘ Play Ring Reminder when 2 call is forwarded

Cancel

If All Call Forwarding is turned On, no Hunt Group agent will be ringed and
the call will be forwarded to the designated phone number.

g) Phone number must be entered in “Calls Forward to phone number” if All
Call Forwarding is turned On.

h) An optional ring reminder can be set to ring the first agent once when Call
Forward Unconditional is turned on. If this feature is needed, checked the
“Play Ring Reminder when a call is forwarded” box.

i) Click the Apply button to save or click the OK button to save and go back to

the previous level.

4.5.4. Hunt Group Busy Call Forwarding

a) Click Services under Options.

- i ®
Company
Welcome Logout

Options:

R Services
» Services Basic Advanced
L.ompany Directory " i
SO TR Call Park Customize Connecting Tone

Set call park attributes. Define the connecting tone to be played to callers to members or

services of your company.
Hunt Grou;

Automatically process incoming calls received by a single phane
number by distributing them among a group of users or agents.

b) Click Hunt Group.
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Company

Welcome

Options:
Profile

Hunt Group

IManage existing hunt groups. Defining hunt groups allows you to redirect overflow calls to a destination when the group cannot accept calls.

P Services

! ¢ Directo

Company Directory i Gl
Group Name Phone Number Extension Department Edit
HuntGroupA 36645910 10 Edit
Group B 36645903 03 Edit
t Cancel

c) To modify the Hunt Group, click Edit next to the chosen group.
=& POCW’ i fim

Company = Hunt Groups : HUNtGroupA

Welcome Lagouf]
Options: I
B Profile PrOﬂle

Incoming Calls Basic Advanced

Calling Plans Profile Mone of the menu items in this categary are enabled

Display and configure informatian such as, Caller ID display name and No Answer
settings for this hunt group

d) Click Incoming Calls under Options.

u ®

Company = Hunt Groups ; HuntGroupA
Welcome

Options: .
Profile Incoming Calls

Basic Advanced

ncoming Calls

Calling Plans All Call Forwarding - Off None of the menu items in this categary ars enabled

Autematically forward all your incoming calls to a different phone number.

Busy Call Forwarding - On
Autematically forward your calls to  different phone number when your phone is busy

e) To view or modify Busy Call Forwarding, click Busy Call Forwarding.

u ®
" peccw .

Company > Hunt Groups : HUNtGroupA
Welcome Logout]

Options: Busy Call Forwarding

Profile
b Beoiing Calls Busy Call Ferwarding allows you te forward all your incaming calls te a different phone number if your phone is currently busy. Use this senvice when you would rather have a
secretary or co-worker receive the call instead of the caller keing sent to your voice mail box. Mote that the phone number you forward your calls te must be permitted by your
Calling Plans outgoing calling plan. You can also setthe phone number to forward to using the feature access code

OK. I Cancel

Busy Call Forwarding: (®) on (O of

* Calls Forward to phone number. iEB

OK App Cancel

f) If Busy Call Forwarding is turned On, and when ALL agents in the Hunt
Group are busy, the call will be forwarded to the designated phone number.

g) Phone number must be entered in “Calls Forward to phone number” if
Busy Call Forwarding is turned On.

h) Click the Apply button to save or click the OK button to save and go back to
the previous level.
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4.6. Customize Connecting Tone

Customize Connecting Tone is a paid-for feature. To subscribe, please
contact your PCCW account manager or ON€ communications service

hotline on 1833111.

a) Click Services under Options.

..il CIA '

Company
Welcome

Options:

Services
B Services Basic
Company Directory Call Park
Set call park attributes.
Hunt Group

Automatically process incoming calls received by a single phane
number by distributing them among a group of users or agents.

Profile

b) Click Customize Connecting Tone.

Company

Logout]

Advanced

Customize Connecting Tone
Define the connecting tone to be played to callers to members or
services of your company.

Welcome
ST ICustomize Connecting Tone

Praofile

Configure the connecting tone to be played to parties calling your company.

OK I Cancel

Customize Connecting Tone: (O op @ o

OK I Cancel

¢) Turn Customize Connecting Tone On or Off.
d) Click the Apply button to save or click the OK button to save and go back to

the previous level.

4.7. Common Phone Book

4.7.1. Add contact to Common Phone Book
a) Click Company Directory under Options.
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Company

Welcome [Logout]

Options:

Profile Company Directory
DEnices Basic Advanced
Rea bl Common Phone Book None of the menu items in this category are enabled

Display or modify common company phone lists

Company Directory

Display the company directory listing

b) Click Common Phone Book.
_H ®
" PCCW -

Company
Welcome [Logout]

Options:
= Common Phone Book
rofile
e Stare frequently called numbers for the company so that they can be easily dialed. You can also quickly add numbers to this st by importing a phone book and
loading the numbers from a CSV file

B Company Directory
- T T

Import Phone Book

Delete M@ Phone Humber Edit
David Ho 88776655 Edit
[F] Felix 22334455 Edit

Select All Deselect All

= N

c) Click Add.

_m
"a PCCW o -t
Company
Logout

Welcome

Optisns: Common Phone Book Add

Erofile
Senices

" Phone Number" \

Add a common phone number to the list

d) Enter Name and Phone Number for the contact.
e) Click the Apply button to save or click the OK button to save and go back to

the previous level.

4.7.2. Modify contact in Common Phone Book
a) Click Company Directory under Options.

COMMUNICATIONS
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|| ®
" PCCW i - e
Company
Welcome [Logout]

Options:

Profile Company Directory
DEnices Basic Advanced
Rea bl Common Phone Book None of the menu items in this category are enabled

Display or modify common company phone lists

Company Directory
Display the company directory listing

b) Click Common Phone Book.
_H ®
" PCCW -

Company
Welcome [Logout]

Options: Common Phone Book

Profile

Senices

Stare frequently called numbers for the company so that they can be easily dialed You can alsa quickly add numbers ta this list by imparting a phone book and
loading the numbers from a CSV file

B Company Directory
- T T

Import Phone Book

Delete M@ Phone Humber Edit
David Ho 88776655 Edit
[F] Felix 22334455 Edit

Select All Deselect All

= N

c) Click Edit next to the contact that needs to be modified.

_. ®
"' POCW -

Company
Welcome

Logout

Spiofs: Commeon Phone Book Modify

Profile
Senicas Modify or delete the selected commen phene list entry.

* Nal

d) Edit Name and Phone Number for the contact.
e) Click the OK button to save and go back to the previous level.

4.7.3. Delete contact in Common Phone Book
a) Click Company Directory under Options.
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|| ®
" PCCW i - e
Company
Welcome [Logout]

Options: 2,
Profile Company Dlrectory

Services Basic Advanced

B Company Directory

Common Phone Book None of the menu items in this category are enabled
Display or modify common company phone lists

Company Directory
Display the company directory listing

b) Click Common Phone Book.
_H ®
" PCCW -

Company
Welcome [Logout]

Options:
Profile
Senices

B Company Directory

Common Phone Book

Stare frequently called numbers for the company so that they can be easily dialed You can alsa quickly add numbers ta this list by imparting a phone book and
loading the numbers from a CSV file

i T T

Import Phone Book

SelectAll Deselect All
Delete Name (4] Phone Number Edit
David Ho 88776655 Edit
[F] Felix 22334455 Edit
Select All Deselect All

= N

c) Check the Delete box next to the contact to be deleted.
d) Click the Apply button to save or click the OK button to save and go back to
the previous level.

4.7.4. Import Contact List to Common Phone Book
a) Click Company Directory under Options.

"u PCCW' o s
Company
Welcome Logout

Options: 2
Profile Compﬂﬂy Dlrectory

Services Basic Advanced
B Company Directory

Common Phone Book None of the menu items in this category are enabled
Display or modify common company phone lists

Company Directory
Display the company directory listing.

b) Click Common Phone Book.
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| ®
"d PCCW T

Company
Welcome [Logout]

Options:
= Common Phone Book
ot Store frequently called numbers for the company so that they can be easily dialed. You can also quickly add numbers to this list by importing a phone book and
loading the numbers from a CSV file

» Company Directory
= T T

Import Phene Book

Delete Name [4] Phone Number Edit
il David Ho 86776655 Edit
[ Falix 22334455 Edit

Select All Deselect All

N T T

c) Click Import Phone List.

_H ®
" PCCW e
Company
Welcome Logout

Dptor=: Common Phone Book Import

Profile
Senices Import common phone list entries from a CSV file. For details about the CSV file. click on the Help link for this page.

Select a Phone Book File: | [ Browse. |

= T

d) Click Browse to select the contact listin CSV format.
Required file format:

“Name”, “Number”

For example:

“Andy Chan”, “21118899”
“Andy CK Chan”, “22445566”
“David Lee”, “66554422”
“Eddie Ng”, “98765432”

e) Click the Apply button to save or click the OK button to save and go back to
the previous level.

4.8. Company Directory
a) Click Company Directory under Options.
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Company
Welcome

Options:

Profile Company Directory
Senvices Basic
LB I Common Phone Book

Display or modify common company phone lists

Company Directory

Display the company directory listing

b) Click Company Directory.
" PCCW

Company
Welcome

Help - Home
Logouf
Advanced
None of the menu items in this category are enabled
Help - Home
Logout

Options: Company Directory

Erofile
Senices

® Company Directory

generated

Company Directory Summary Company Directory Detail

Enter search criteria below

TagtName 1| [ starts With ~ |

Displays the company directory listing. A summary of the company directory can be generated. which can be easily printed and a detailed phone list can be

] * Search

c) Click Search to list all contacts in the company or enter search criteria to

search for specific contacts.

d) Click Company Directory Summary to view basic contact information within

the company.

e) Click Company Directory Detail to view details of contact information within

the company.

f) Click the OK button to go back to the previous level.
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