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How TO USE THIS DOCUMENT

This document is designed to provide instructions on how to use most of the basic features on
the VIRTUAL OFFICE User Portal. It is recommended that you review this material before using
the portal. It is important to read this document from start to finish, since many concepts will
be introduced early in the text, and referred to later on.

IMPORTANT! The images presented in this guide are provided for guidarnce only! This
document contains a large number of images and screenshots to help you along. The site is
constantly changing as we add new features and improvements. Therefore, do not be
discouraged if what you see in this guide is slightly different from what you see on the screen.

If you have thoroughly read this guide and still have questions, please contact your
administrator for assistance.

WHAT IS VIRTUAL OFFICE?

Virtual Office is an internet-based corporate phone system. With this type of phone service,
each user (extension owner) has the ability to change settings for their own extension, listen to
email, view call history, and other features.

LOG IN

To log in to the My Extension dashboard, go to home page of your Virtual Office provider
provided by your Administrator. If a login form is not visible on the screen, find the “Logirn”
button to load the login form.

Once you see the login form, you will need to enter the Company ID, Username, and Password
provided to you by your administrator.

Account Login

Company Code

Username: |

Password: |

Fargol your passwaord?
1. Login Form

1. In the Company Code (or Company ID) field, enter the Company ID provided by
your administrator. All users in a company will share the same Company Code/ID.

2. Enter the case-sensitive username and password provided by your administrator. The
first 3 digits of the user name are the same for everyone in your company. The last 3
digits are your extension number.



3. Click the “GO” button.

If your login fails, please double-check your Caps Lock key. Remember, your username and
password is case-sensitive.

If you forget your password, click on the “Forgot your password?” link. Your password will be
reset and sent to the email address associated with your username.
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YOUR USER PORTAL

The My Extension Portal provides the tools you need manage your phone extension. You can
forward calls, set your hold music, and manage voice mail without installing software.

Navigation

When you are on the Dashboard screen, the Ny Extension tab is selected on the 7ab Menu.

2. Tab Menu

The currently selected tab is displayed in blue, while jnactive tabs remain black.’
When you move your mouse over a non-selected black tab, it will also change color until you
move away from it.

Breadcrumbs Menu

When you click on one of the black tabs, the Breadcrumbs Menu (circled in orange below), is
updated to reflect the current location.

Call Forward Call Detail Record Music on Hold

Call Forward Summary Call Forward Settings

3. Breadcrumbs Menu

The Breadcrumbs menu is used throughout the Admin Portal to denote your current location on
the site. Each item in the breadcrumb list is hyperlink for easy, backward navigation.
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MY EXTENSION

The first screen you see after logging in to the User Portal the Dashboard. The Dashboard
contains an overview of your extension configuration.



Call Forward Conference Call Detail Record Music on Hold

Welcome Call Forward Settings Conference Alerts
Local Extension 0 Conference No. 8909

] | =3 = -

LoginID: 102105 bl | (=] START 2008-10-31 12 10,00

E-Mail EMND: 2008-10-31 15:10:00

Mobile . 090909090
SIP Sarver localhost Advisories

SIF UseriDc 102105 There areé cumently no atisores

Vaoice Mail Passwoard
Voice Mail

You have 0 voice massages

Directory Listing

Extansion Name Mobile Mo E-Mail Stalus
100 Admin +BE02445555 thatguy Ehisdomain, zz X
101 Wancis +6508802222 thatguyagain@hisdomain,zz W
102 hajie +5588883333 thatguy fihisdomain, zz U
103 jirmmy +6538884444 thalguyagain@hisdomain. zz X

4. User Dashboard on the myExtension tab

The MYy EXTENSION screen displays several boxes of information with an overview of your
extension and configuration.

1. User Information—Basic information about your identity and extension. From here,
you can click the “Update My Profile” button to change your password and other personal
information.

2. Call Forward Settings—If you have set up call forwarding, a brief overview of the
settings will be displayed here.

3. Advisories—Important announcements about the phone system, status, and other
important notifications.

4. Voicemail Count—Shows the current number of new voice messages and provides
access to listen to your messages.

5. Conference Alerts—Status & notifications for scheduled conference calls.

6. Directory Listing—Lists all assigned extensions and associated information. This
provides an easy way to look up the extension for anyone in the company.
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EDIT YOUR PROFILE

Your profile contains personal information associated with your extension. Several elements of
your profile can be changed.

To update your profile, click the “Update My Profile” button in the User Information box on
the myExtension tab.

X Ipdate my Profile J

5. The "Update My Profile" button in the User Information box



The Edit Profile screen loads an editable view of your profile.

Edit Profile
Details for extension 124

Display Mame Debbr |
Extension Password |’ """ |
Mobile; (+65) ISS:&.EEIS% |
E-Mail [dwperin@yahoo.com |
Vigicemail Fassword: [3568 |
DD CreditLimit (5,00 |

| Update Extension >> |

6. Edit Profile

e The Display Name is the name other users see in the extension list and on Caller ID.
This can be changed to make it easier for others to identify you.

e Your Extension Password is used to log in to the Virtual Office User Portal. It is
recommended that you change your password immediately on your first login. Your
password is case-sensitive and may not begin with a number.

Caution! If you type your new password incorrectly, you will not be able to log in!
¢ If your Mobile phone number changes, you can update it here. Currently, only local
Singapore numbers are supported.

e Your E-mail address is used to confirm changes in your account and for conference and
other notifications.

e The Voicemail Password is used to check messages via your softphone or an IP phone.
You can use any 4 digits you like.

e Your IDD Credit Limit is assigned by the administrator. Your IDD Credit is used to
access premium features, such as long distance calling.

When you are done updating your information, click “Update Extensior’” to commit the

changes.
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NAVIGATION

To access different features, use the Portal Tab Menu bar (Fig. 7).

m Call Forward Conference Volcemall Call Detall Record Music on Hold

7. Voice Mail tab

Some features have more than one page tab.



Call Forward Summarny Call Forward Settings

Your Current Call Forward Settings

8. Page Tabs in the Call Forward feature

In Figure 8, the “Call Forward Summary” page tab is selected. Additional options are accessible
by clicking the “Call Forward Settings” page tab.

VOICEMAIL

To access your voicemail, click “Check Now?!”” on the myExtension screen, or click the
“Voicemail’ tab.

Voice Mail
You have 0 voice messages

Check Mow! I

9. "Check Now" button
The Voicemail tab (Figure 7) allows you to view a list of received messages, listen to voice mail
and delete items from the voice mailbox.

The Voice Mail Surmmary, below, displays the list of voice messages you have received. If no
items are listed here, there are no voice messages.

-E-mmm

July 02 2008 06:04:22 Pl 999" <102999>
July D2 2008 DE:02:17 FM 089" =102995>

10. Voicemail Summary
To listen to a message, click the - Play icon.

To delete a message, select its De/ete checkbox, as shown below.



11. Delete voice mail item
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CALL FORWARDING

To change your Call Forwarding options, click the “Cal/l Forward” tab.

m Call Forward Conference m Call Detail Record Music on Hold

12. Call Forward tab

To enable call forwarding:

On the Call Forward Settings page tab, select the Forward All Calls option to enable call
forwarding.

Call Forward Summary Call Forward Settings

1] My Call Forward Number: | ]| SetmyCaliForward Mumber J

To forward to an international #, use the following format "+ o> couniry code <> 8reéa code <> number

If forwarding to a local (Singapore) number, please use B-digils

Forward Calls to H Initial Forward Fails, Forward to
3] & Do Mot Forward
" Forward All Calls MyCallForwardMumber = | [MyVeicemail ]
 Call Foreard If ) L _ -
™ Busy | MyCalForwardNUmber - | | MyWoicemail =
™ Unanswered [ MyCallForwardNUmber | [ MyVaicemail =]
™ unreachable MyCallForwardiUmber MyVoicemail =

13. Call Forward Settings

In section 0 enter the number where calls will be forwarded to.

Calls can be forward to:
e any local number



e an internal 3-digit extension

e an in-network 6-digit extension - forward call to another company who also uses
Virtual Office by entering the 3-digit company ID, followed by the 3-digit extension

¢ an international number — enter a plus “+” sign in front of the international number

In section 9 in the first drop down list, select where you want your calls to be forwarded.
Calls can be forwarded to your forward number (entered in Section 0) or your voice mail.

In the right-hand column, select how you want calls to be handled if the initial forwarding
attempt fails. These options include Voicemail or simply hanging up.

If you only want calls forward in certain situations, select the Cal/l Forward If option button.
You can choose to forward calls when any or all of the follow conditions apply:
e the line is busy

e call is unanswered
e your extension unreachable

Don’t forget to click Set Call Forward to apply your settings.

Once you have enabled call forwarding for your extension, the information is displayed on the
“Call Forward Summary” page tab.

Your Current Call Farward Settings

Extension Forsrard if UMARNSWERED to Then
100 l:w MyCallForwardhumber E‘h Myoicarmail

Extension Forward if UNREACHABLE to Then
100 w MyCallFarwardhumber E‘P MyvVaicemail

Extension Fomward it BUSY to Then
100 > MyCallForwardhumber e myvoicemail

14. Call Forward Summary
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USAGE REPORT

To view you call history, click the “Call Detail Record” tab.

The Call Detail Record is a complete history of your calling activity.



Call Detail Record

Sep 2008 || view )

CALL DATE FROM TO COUNTRY DURATION [in mina) CALL COST
20050803 145719 100109 100200 Local Extersicn 1 Q
20068-05-03 145200 100100 0w Locel Extersicn a Q
ZO0E0203 144213 100109 200 Local Extardicn 1 o
20080503 14:35:10 100100 100300 Local Extension 1 o
200808023 14:32:38 100100 200 Local Extersicn 1 =]
20080803 14:20:04 100109 100200 Lecal Extersion 1 e

155. Call Detail Record

By default, the previous month is displayed. To view your call history for a different month,
select a month from the drop down list and click “View”.

[Sep 2008 ]| view )
Sep 2008
Aug 2008
Jul 2008 DATE
Jun 2008 14:57:19
May 2008  [14:52:00
Apr 2008 14:42:12
Mar 2008 14:39:10
Feb 2008 14:32:35
Jan 2008

14:20:04

16. Select a month to view the call history
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CONFERENCE

From the “Conference” tab, you can schedule phone conference and send email invitations.

m Call Forward Wm Call Detail Record Music on Hold

17. Conference tab

The Conference Summary page tab displays the list of your conferences.

- Add New Conference

§500 20080807 140000 ZOOS-05-0B 140000 Asia/Singspers 3 N x| '
_ L8901 20084031 120000 20084031 160000 MsmSingmpere 3 O 1
Hallowesn All Hands  §815 20081031 120000  2008-10-31 15:00:00 Asis/Singapore a2 & 09 '

[ e [[wn | mestes] 1zvove | zmstosn 151000 fwasingen | 4 L[| O] 1

18. Conference Summary

From here, you can edit a conference, delete a conference, and send notifications to attendees.



To change details of a conference, click the “Edit’ # icon. See “Add a New Conference” for

more info.

Pasecion | eorm | oeLere | wore|
s e |

19. Edit icon

To delete a conference, click it's “Delete” & icon (circled below).

20. Delete icon

CAUTION! Once the @ icon is clicked, your conference will be deleted!

To notify conference participants, click the “Notify” ! icon. (See also “Add a New Conference”).

Zz | a (1)

21. Notify icon

Add a New Conference

To create a new conference, click the “Add New Conference” tab.

Aclr

[ Conterence Summany ]f Add New Conference 1

Conference Mame |Tra|ning Seminar
Conference MNumber EE
Confarence Description nual staff training conferance |
Conference Pin 421 |
DrateiTime Start Manith | Jun 'I- Date|26 - H’Earlm 'I-|14 "I- 00 "I
CrateTirme End: Month [ Jun |- DatelEE‘r 'I— ‘rear|2m3 '|- | 16 '|- 00 "'|
Timezone | AsiajSingapure "l
Number of Participant E
[[Mext>>] |

22. Add a conference

When you click “Next”, you will enter the name and email address of each participant.

10



Please Enter name and E-mail of participants:

Recipient Mame: |J|_|Iia Gonzalez E-mail: huliag@nnbndy.cum
Recipient Mame: |Debbi Walker

| |
| |
Recipient Name:| | E—mail:| |
| |
| |

E-mail: |dwperrin@yahnu.cnm

Recipient Hame:| E—mail:|
Recipient Name:| E—mail:|

23. Select conference participants

Verify that the email addresses are correct before clicking “/Not/fy”.

24. Send notifications
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MusiC ON HOLD

As the name implies, this is the music callers hear when they are placed on hold. Click the

Music on Hold tab to get started.

miyExtension Call Forward Conference Voleemail Call Detail Recornd Music on Hold

25. Music on Hold tab

Each user can have his or her own hold music. Use this feature to manage your hold music files.

Music on Hold Summary Add Hew Music on Hold File
MOH File Delete
bigyellow.mp3 (%)

26. Music on Hold summary

Note that you also delete music by clicking the @ icon. Once clicked, Yyour music will be
immediately deleted!

Upload Hold Music

Click the “Add New Music on Hold File” page tab to upload audio files.

Music files must be in the .wav or .mpa3 file format. The maximum file size allowed 4
megabytes.

Only one music file is allowed per user.

$24

To select a music file, click “Browse. . .”.

11



| sty = - =zEr=s: —
BT, G g

(<10 = Sounds = -~ @ [ (0]
" Add New Music on Hold File I Organize ~ Views - New Folder 7]
Mame = |=| Daste modified | =] Type || Size I~
Upload a Music File from your comput 10,000 Graphics Pack Seunds |#| Gilligan - Trapped On Internet 1.wav
. Chess Match & Giligan - Trapped Oin Intemnet 2wav
Haunting Sounds 2 ot TakeoH ey
Please choose afile | Screen Crestor Sounds & Max Side Swam.mp3
Splash \# Mouse.mp3
Uplo Water of Life |#| Need User Name.mp3
2 BOL Sucks.mp3 2| NerdBlues,mp3
.4, CBC_Radio_lrrelevant_Shew.mp3 & | Rockelley Everest May2003.mp3
\#| Conga.way || Screwing.mp3
| Downloads-tt |#| Speak to Manager.mp3
| Fax Me.mp3 | Super.mp3
4| Ghetto Boy Lmp3 | = BE Twwiliph

.#| Ghetto Boy 2mp3

Fie niame: [Twiight Zone waw =] [MFies =]

27. Browse to select music file

Browse, select the file you wish to upload, and click “Operr.

[ WMusic on Hold Summary || Add New Music on Hold File |

Upload a Music File from your computer to pfingo Biz Music on Hold senver

Please choose afite: firainier\Camp Muin\Grag] [Browse__| |

28. Music on Hold Upload

Click “Upload” to upload the file.
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GETTING HELP

The Support Center contains a complete library of resources. If you have questions,
documentation is available on a variety of hardware, software, and other devices. In the
Support section, you can find answers to common questions and learn how to configure your
particular system.

To access the Support center, click on the “Support” button at the top of your screen.

(:_SI.JF"F"ORT :) My EXTENSION My OFFICE LoGgour

29. Support Center link

If you have pored over the documentation, FAQs and other support materials on the site, and
still need immediate assistance, the exclusive Click 2 Call service is available.

With Click 2 Call, there is no need to phone our support center and no waiting on hold.
Instead, our support staff will call you! That’s right! We’'ll call you!

The “Click 2 Call” button is available from the Support Center.

12



o
'

D,
click 2%call

Wl %

30. Click 2 Call button

You will be greeted with a pop-up window:

— Click 2 Call

Please choose department vou wish to speak
to:

' Support " Sales

Please enter your number where we can
contact you:

| Call Me!

Close Window

31. Click 2 Call form

Enter the phone number where you can be reached and click “Call Me!”
Stay near the phone, and a support specialist will call you momentarily.

NOTE. To enable our support specialist to assist you efficiently, please have the feature you are
troubleshooting open in your browser.

BEFORE YOU CLICK 2 CALL! Our support staff is working hard to assist many customers. Before
taking advantage of Click 2 Call, please scan the materials available on our support website.

There is a good chance your question(s) will be answered here.
Back to Contents

IMPORTANT SECURITY MEASURES

When you are finished using the User Portal, it is very important that you Log Out of the
system and close the browser window. Failure to log out will compromise the security of
your extension. Anyone with (potential) access to your computer can listen to voicemail, or
change your password and other settings if you fail to log out.

13



Additional Security Measures

Never leave your computer with an active, logged in session. Anyone who approaches
you computer will be able to administer your phone system.

Do not write down your password where others can find it. If you must write it down,
store it in a password-protected file.

Do not give your password to anyone else. If you need a backup administrator, assign the
necessary privileges to their account.

Back to Contents

"'Your user interface may have a different appearance (layout, style & color scheme) than the
example.

14
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