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1. General Information
This user's manual provides information on how to use VOIPE effectively,
in a way that is easy to understand.

1.1 Introduction
VOIPE provides great flexibility, by offering data, voice, video and multimedia using a
single network. This PBX software helps users to connect
anytime, from anywhere as it helps bridge the remote networks. It is scalable,
reliable and secure PBX software. It revolves around the requirements of dynamic
enterprises. With the help of virtual Private Branch Exchange system, all remote
collaboration and telephone communication needs of businesses are fulfilled in a
trenchant way.

1.2 Logging in
Go to: www.hx01.voipe.co.uk
Select the type of Login from the drop‐down menu. There are two types of login.
 Web Login
 Extension Login
To login as a tenant, login with web login.
 Select 'Web Login'
 Enter username and password
 Click on 'SIGN IN'

1.3 Forgot Password
In case if password is forgotten, following steps will set a new password.
 Click on the link named 'Forgot Password?'

 Fill in the username or e‐mail address. If only the email is entered and it is not
unique then username will be required.
 Select 'Web Login'.
 Click on 'Submit'

After this, an e‐mail will be sent to the specified e‐mail address. Click the link given
in the mail, and it will open VOIPE platform.
 Fill in the new password
 Click on 'SUBMIT'

2. Dashboard
2.1 Account Status (Please ignore if you pay by Direct Debit).
Dashboard has the following parts.
The first two tabs show the balance and bill details.

The first tab shows the balance details of the tenant account as follows‐
Credit/Available Balance: This shows the amount available in tenant's account. If the
account is prepaid, it will show available balance. If it is postpaid, it will show credit
balance.
Alert Balance: This shows the amount at which the tenant admin will be sent a
notification regarding the low amount.
The second tab shows the billing details as follows‐
Amount‐ If there are any unpaid bills then the amount which is shown is the sum of
all the unpaid bills. If all the bills are paid then the amount shows the bill amount of
the last paid bill.
Last Bill Date or Last Paid Date: If there are any pending unpaid bills, then it will
show last bill date of the bills pending. If all the bills are paid then it will show the
date of last bill that has been paid.
Due Date or Paid Date: If there are any unpaid bills, it will show the show the due
date of the latest unpaid bill. If all the bills are paid, it will show the date at which
the latest bill was paid.
Adjust Balance: The difference between available balance and the total bill amount
to be paid is the adjust balance. It is displayed only if it is a positive number. Bill
Amount: If there are any unpaid bills, this will show the sum of all the unpaid bills
amounts. If all the bills are paid, it will show the bill amount of the latest paid bill.
Call Amount: If there are any unpaid bills, this will show the sum of all the unpaid
bills' call amounts. If all the bills are paid, it will show the call amount of the latest

paid bill.
Previous Balance: If there are any unpaid bills, this will show the sum of all the
unpaid bills' previous amounts. If all the bills are paid, it will show the call amount of
the latest paid bill.
The counters display the number of extensions, conferences, IVRs, queues, DIDs,
video call extensions, playbacks, ring groups and voicemail extensions.
Only the counters of those services will be shown which are assigned to that
particular tenant. Same is with the main menu on the left side of portal. It will show
only those services.

The extension status chart displays the status of all non‐deleted extensions of the
tenant. If the extension is registered, it will be green as shown in the snapshot below
for 1575, otherwise it will be red.
The calls per hour chart displays the number of calls per every hour on the selected
date for that particular tenant. The date can be changed from the datepicker.

Live calls of this Tenant along with call start time. Extension status is having different
colors based on the status.
Green – Extension is registered.
Red – Extension is not registered.
Blue – Extension is busy.
Black – Extension is on DND mode.
Orange – Extension is on hold.

2.2 Extensions Status
This page will show you the status of all registered extension as below image.

3. Config
3.1 ACL List
VOIPE will accept calls from only those IP Node (or Addresses) which are specified in
ACL list.
IP Node(or Addresses) which are allowed to access VOIPE platform are specified by
Admin through this page.

It will show a list of all the IP Nodes that have already been added.
Adding ACL‐
If a new address has to be added, click on the 'Add ACL' button and a popup will
appear as shown below.

Enter the required details and click on 'Create' to add the address to the list.

Deleting ACL‐
If a particular IP node has to be deleted, click the little red icon for that node in the
grid. It will delete the node.

3.2 Prompt List
This page lists out the prompts that can be used in the tenant for different purposes
such as IVR's prompts, playback prompts or MOHs.
The page it divided into two sections.
 Search‐ It is for searching the prompts by name, language and type. Language
filter will be enabled only when the type id prompt.


Prompt List ‐ This section lists out the prompts that have been created till
date.

Adding a prompt‐
To add a new prompt, click on the 'Add Prompt' button above the grid. It will open a
create form as shown below.

 Type ‐To select whether the uploaded file will be used in prompts or MOH. If
the type is 'Prompt', then the file will not be listed as an option for MOH, and
same goes for MOH. If ' MOH' is selected then the file will not be displayed in
list for selecting prompts.
 Upload File ‐ Click on 'Select File', it will open a dialog box to upload your
prompt file.
 Language ‐ Select the language of the prompt.

Editing a prompt‐
To edit the details of a particular prompt, click the little blue icon for that prompt in
the grid. It will open an update form which is the same as create form. However, the
name and language of a prompt cannot be edited.
Deleting a prompt‐
To delete a particular prompt, click the little red icon for that prompt in the grid. It
will delete the prompt.

3.3 Plan
This page lists out all the plans that would be available for extensions of that
particular tenant. A plan describes what call features are available for the extension,
and which are not.
The page it divided into two sections.
 Search‐ It is for searching the plans by name.
 Plan List‐ This section lists out the plans that have been created till date.

Adding a plan‐
If a new plan has to be added, click on the 'Add Plan' button above the grid. It will
open the create form. Enable the features that are needed in the plan and click on
'Create'.

Editing a Plan‐
If the details of a particular plan needs to be edited, click the little blue icon for that
plan in the grid. It will open an update form which is the same as create form.
Deleting a Plan‐
If a particular plan needs to be deleted, click the little red icon for that particular
plan in the grid. It will delete the plan.

3.4 Group
This page lists all the call groups that have been defined till date. This group will be
assigned to extension in extension creation process. The extensions that are in the
same group can answer calls for each other remotely.
The page it divided into two sections.
 Search‐ It is for searching the groups by name.

 Group List‐ This section lists out the groups that have been created till date.

Adding a group‐
To add a new group, click on the 'Add Group' button above the grid . A popup will
open. Fill in the details and click 'Create'.

Editing a group‐
To edit a group, click on the editable field in the grid itself that has to be edited.
Make the required changes and click on the check‐mark button to save the changes.

Deleting a group‐
To delete a group, click the little red icon for that group in the grid. It will delete the
group.

3.5 Device
This page lists all the devices that have been provisioned. It also gives an option to
add devices.

The page it divided into two sections.
 Search ‐ It is for searching the devices by MAC Address.
 Device List ‐ This section lists out the entries that have been created till date.
To see the details of any particular device, click on the little gray plus icon in the first
column of that device. It will display the details as shown below.

Adding a device ‐
To add a new device, click on the 'Add Device' button above the grid. It will open a
create form as shown below.
The fields in the form are as follows‐
MAC Address‐ The MAC address of that device.

Brand ‐ The brand of device. Select from the available options.
Model ‐ The model of device.
Line ‐ Number of lines that are available for that device.
Extension ‐ Select the extension which will be registered with that device.
Fill the required details and click on “Create” to add the new device.
Editing device‐
To edit the line and extension details of a device, click on the little blue icon in the
first column of that device. A form shown as below will open.
Only the line and extension can be edited. To add a new line and extension, select
the required values from respective drop downs and click “Assign”.

To delete any line, click on the little red icon in the first column of that line.
Deleting a device‐
To delete a device, click on the little red icon in the first column of that device.

4. Timing
4.1 Time Condition
This page lists out the shifts that have been created till date. These shifts will be
assigned to extension in the extension creation process.
The page it divided into two sections.
 Search‐ It is for searching the plans by name.

 Shift List‐ This section lists out the plans that have been created till date.

Adding a Time Condition ‐
If a new shift has to be added, click on the 'Add Shift' button above the grid. It will
open a popup as below. Fill in the details and click on 'Submit' to add the new shift.

Editing a Time Condition ‐
If a shift needs to be edited, click on the editable field in the grid itself that has to be
edited. Make the required changes and click on the check‐mark button to save the
changes.
Deleting a Time Condition ‐

If a particular shift has to be deleted, click the little red icon for that shift in the grid.
It will delete the shift.

4.2 Shift
This page lists out the shifts that have been created till date. These shifts will be
assigned to extension in the extension creation process.
The page it divided into two sections.
 Search‐ It is for searching the plans by name.
 Shift List‐ This section lists out the plans that have been created till date.

Adding a shift‐
If a new shift has to be added, click on the 'Add Shift' button above the grid. It will
open a popup as below. Fill in the details and click on 'Submit' to add the new shift.

Editing a shift‐
If a shift needs to be edited, click on the editable field in the grid itself that has to be
edited. Make the required changes and click on the check‐mark button to save the
changes.

Deleting a shift‐
If a particular shift has to be deleted, click the little red icon for that shift in the grid.
It will delete the shift.

4.3 Weekoff
This page lists the week offs for that particular tenant. When there is a week off, the
extensions would not be able to make an outbound call, and the incoming calls will
be handled as per the settings of individual extensions. If there is no setting in an
extension, then call would go to that extension.

This page has just one section listing the days which are declared as week offs.

Adding a week off‐
To add a new week off , click on the 'Add weekoff' button above the grid. It will open
a pop‐up form as shown below.

Editing a week off‐
To edit a week off, it can be edited by clicking the field, which will open a pop up.
Make required changes and click on the check mark button to save the changes.

Deleting a week off‐
To delete a particular week off, click the little red icon for that week off in the grid. It
will delete the week off.

4.4 Holiday
This page lists out the holidays that are declared for that particular tenant. When
there is a holiday, the extensions would not be able to make an outbound call, and
the incoming calls will be handled as per the settings of individual extensions. If
there is no setting in an extension, then call would go to that extension.
The page it divided into two sections.
 Search‐ Holidays can be searched by group name, group extension and type.
 Holiday List‐ This section lists out the holidays that have been created till date.

Adding a holiday‐
To add a new holiday , click on the 'Add Holiday' button above the grid. It will open a
pop up form as shown below.
Repeat is to tell whether the holiday would be repeated again or not.

Editing a holiday‐
To edit a holiday, it can be edited by clicking the field, which will open a pop up.
Make the required changes and click on the check mark button to save the changes.

Deleting a holiday‐
To delete a particular holiday, click the little red icon for that holiday in the grid. It
will delete the holiday.

5. Service
5.1 Extension
This page lists out the extensions of that particular tenant.
The page it divided into two sections.
 Search‐ It is for searching the extensions by extension name, extension
number, plan , status, shift and group.
 Extension List‐ This section lists out the extensions that have been created till
date.

Adding an extension‐
To add an extension/extensions, click on the 'Add Extension' button above the grid.
It opens a create form as shown below.

Other than the self‐explanatory fields. The fields are as follows‐
Plan‐ A plan has to be selected from the available plans. It will decide what features
will be available to the extension according to the features that have been set in that
particular plan.
Status‐ Select whether the extension will be active or not.

Type‐ This field gives an option to enter a single extension or a range of extensions.
Extension Number‐ If the type is just number, enter a single number. If it it a range, it
will give two text fields to specify the start and end of the consecutive number
range.
Shift‐ Specifies the shift that will be applicable to the particular extension. The
extension would be available only for the time specified in the particular shift. After
that, all incoming call to that extension will be processed based on setting done in
that extension. If there is no setting for Shift Forward then call will go to that
extension. Extension will not be able to do outbound call if its shift is over even if it
has access to outbound calls.
Extension Name‐ This field is by default set the same as the extension number, but a
specific name or number can be inserted in case it is needed.
Group‐ The call group to which the extension would belong has to be selected in this
field. Members of the same call group can answer each others calls remotely.
Extension Password‐ This password is used to register sip account.
Language‐ System will play prompts to this extension in selected language.

Web Password‐ This password is used for logging in the extension portal.
Caller ID name‐ This is the name that would be displayed as a caller id name to the
person who the caller will be calling via this extension. It will get least priority which
means if extension number is not saved in any phone book then and only then this
name will be displayed as caller id name.
For outbound calls this Caller ID will get third priority, if caller id is not set in
extension configuration and tenant profile then this will be set as External Caller ID
Number.
VM Password‐ User will be prompted to enter this password when he wants to listen
to the voice mails from phone call. This field is compulsory only if voicemail is
enabled for this extension/s.
External Caller ID Name‐ When an extension will make an outbound call, it will first
be matched with a specified rule and through that the number will be dialed. If the
rule will have a set caller ID, then the callee will be displayed that ID, but if it does
not have a set caller ID then the caller ID that will be entered here will be shown.
Another important point to note is that whether the caller ID will be displayed on
the other end or not mainly depends on the carrier.
This Caller ID is having Highest, if this is set then system will not consider any other
External Caller ID settings (Tenant Profile, Main Extension Name and Outgoing Rule).
Email ‐ The id specified here will be used in case of a forgotten password and
whenever anyone leaves voice mails to this extension, system will email that
recorded message to mentioned email address.
Voicemail ‐ Specify whether voicemail will be activated for this/these extension/s or
not.
Video Calling ‐ Specify whether video calling will be activated for this/these
extension/s or not.
External Caller ID Number ‐ When an extension will make an outbound call, this
number will be displayed to the callee. If a it will first be matched with a specified
rule and through that the number will be dialed. If the rule will have a set caller ID,
then the callee will be displayed that ID, but if it does not have a set caller ID then
the caller ID that will be entered here will be shown. Another important point to
note is that whether the caller ID will be displayed on the other end or not mainly
depends on the carrier.
Note : This option only will be available if Admin has enabled it for this Tenant. If

Admin has enabled “DID” then only the DID which are available for this Tenant can
be set as Caller ID Number, If Admin has enabled “Any” then any number can be set
as Caller ID Number.
Audio and Video codecs‐ Tenant will have selected codecs, and only the codecs that
have been selected by extension's tenant will be listed here. The option to select
video codecs will be shown only if video calling is enabled.
Dial‐out ‐ Specify whether outbound calls will be activated for this/these extension/s
or not.
Extension Auto Recording ‐ Choose which calls should be recorded automatically. All
calls, external or internal.
Timeout ‐ Specify whether outbound calls will be activated for this/these extension/s
or not.

Editing extension/s‐
To edit a particular extension, click the little blue icon for that extension in the grid. It
will open an update form which is the same as create form.
To edit multiple extensions simultaneously‐
Select the extensions that are to be edited by checking the checkbox in the first
column of that extension.
To select all that extensions, click on the checkbox in the first row. It will select all the
extensions.

After selecting the required extensions, click on the “Select Action” button. It will

give a drop‐down with an option “Update All”.

Clicking on that will open an update form.
Check the field/fields that has to be edited. Make the required changes and click
“Update”. The changes will be made in all the selected extensions.
To cancel the edits, click on “Cancel”.

Deleting extension/s ‐
To delete a particular extension, click the little red icon for that extension in the grid.
It will delete the extension.

To delete multiple extensions, select the required ones by clicking on the check box
in the first column of their row. To select all of them together, check the check box in
first row of the table. After selecting the required extensions‐
 Click on the “Select Action” button. It will show a drop‐down menu as shown
above.
 Select “Delete All”. It will delete the selected extensions.

5.2 Fax
This page lists all the Fax destinations that have been created till date. This Fax
destinations can be assigned to DID destinations so, if any fax comes to that DID
corresponded email id will receive a fax. Multiple email Ids can be assigned to single
extension.
The page it divided into two sections.
Search‐ It is for searching the groups by name.
Fax List‐ This section lists out the groups that have been created till date.

Adding a fax ‐
To add a new Fax, click on the 'Add Fax' button above the grid. A popup will open,
just fill up the details and click on 'Create'.

Editing a fax ‐
To edit a group, click on the editable field in the grid itself that has to be edited.
Make the required changes and click on the check‐mark button to save the changes.

Deleting a fax ‐
To delete a fax, click the little red icon for that fax in the grid. It will delete the fax.

5.3 Playback
This is a list of all the playbacks, depicting which playback would be played for a
particular extension. The playback files are selected from the prompt list of the
tenant. File will be played in extension's language. If playback's extension is called
externally, then it will be played in default language which is English. If it is called
from IVR, then file will be played in IVR's language.

The page it divided into two sections.
 Search ‐ Playbacks can be searched by name and extension.


Playback ‐ This section lists out the playbacks that have been created till date.

Adding a playback‐
To add a new playback, click on the 'Add Playback Extension' button above the grid.
It will open a pop up form as shown below.

Editing a playback‐
To edit any particular field of a playback, you can edit it online by clicking on that
field it will open a pop up, make the required changes and click on the check mark
button to save the changes. For example, the snapshot shown below shows how to
edit the playback file.

Deleting a playback‐
To delete a particular playback, click the little red icon for that playback in the grid. It
will delete the playback.

5.4 Queue
This page lists the queues that have been created, describing the strategy that would
be used for each queue. When an extension is assigned to a queue, and a call is
made to the extension, the call is kept in the queue and is redirected to the agents
that have been selected for the queue according to the strategy selected for it.
The page it divided into two sections.
 Search‐ Queues can be searched by name, extension and strategy.
 Queue List ‐ This section lists out the queues that have been created till date.

Adding a queue‐
To add a new queue, click on the 'Add Queue' button above the grid. It will open a
create form as shown below.
Apart from the self‐explanatory fields, the fields are as follows‐
Strategy ‐ Select the strategy by which each agent in the queue will be called. The
strategies are as follows.
 Ring all‐ Rings all agents simultaneously.
 Longest Idle Agent‐ Rings the agent who has been idle the longest.
 Round Robin‐ Rings the agent in position but remembers the last tried

agent.

 Top Down‐ Rings the agent in order position starting from 1 for every
member.
 Agent with least talk time‐ Rings the agent with least talk time.
 Agent with fewest calls‐ Rings the agent with fewest calls.
 Sequentially by agent order‐ Rings agents sequentially by tier & order.
 Random‐ Rings agents in random order.
MOH(Music On Hold)‐ The file selected here will be played as the music, when a
caller is waiting in the queue to talk to an agent.
Max Waiting Calls – How many calls could be in waiting in this Queue.
Timeout‐ If a caller is in a queue for more that what is specified in the timeout then
the call is dropped automatically.
Wrap Up Time – After how many seconds next call should come to the Agent.
Recording‐If this switch is enabled, then all the calls on this queue will be recorded.
Auto Answer Agent Call – If this option is enabled, agent calls will be answered
automatically.
Exit Caller If No Agent Available – If this option is enabled then, then if there is no
agent available in this Queue then call will be disconnected.

Play Position on Enter ‐ If this option is enabled, System will play caller position when
user enters in Queue.
Play Position – If this option is enabled, System will keep playing caller position
while his call is getting answered.
Play Position Duration – After what time interval system should play caller position
while he/she is in waiting.
Agents ‐ Select the agents that will be handling this queue.
On Fail Activity ‐ If this option is enabled then call can be forwarded to Another
Extension, Queue, Ring‐Group, Voicemail etc when call is not answered.
On Fail Activity Type ‐ Select the activity where you want to forward your call i.e
Extension, IVR, Ring‐Group etc.
On Fail Activity Number – Specify the extension number for selected activity type.
Display Name in Caller‐ID – Whether to display name in Caller‐ID or not.
Editing a queue‐
To edit the details of a particular queue click the little blue icon for that queue in the
grid. It will open an update form which is the same as create form. However, the
name of a queue cannot be edited.
Deleting a queue‐
To delete a particular queue, click the little red icon for that queue in the grid. It will
delete the queue.

5.5 IVR (Interactive Voice Response)
This page lists out all the IVRs.
The page it divided into two sections.
 Search‐ IVRs can be searched by name, extension and language.

 IVR List‐ This section lists out the IVRs that have been created till date.

Adding an IVR‐
To add a new IVR, click on the 'Add IVR' button above the grid. It will open a create
form as shown below.

Apart from the self‐explanatory fields, the other fields are as follows‐
 Welcome prompt‐ This prompt will be played when a person first enters the
IVR.
 Repeat prompt‐ When a person is asked to enter a digit and he fails to do so

within some time then the repeat prompt will be played, which will be the
prompt same as before, asking for an input from the caller.
 Invalid prompt‐ This prompt is played when the digit entered by the caller is

invalid.
 Timeout Prompt ‐ If there is no response from the caller within this time then
the IVR asks for input again. The timeout would be in milliseconds.
 Exit prompt‐ This prompt is played when a caller exits the IVR.
 Language‐ This sets the language for the IVR.
 Digit Timeout(Sec) ‐ Number of seconds during which caller needs to select

IVR options after that Timeout prompt will be played.
 Inter‐Digit Timeout(Sec) ‐ If Direct Extension Call is enabled then number of

seconds during which caller needs to enter the Extension number. If caller fails
to enter number during specified time duration then whatever number he has
entered will be dialed.
 Max Timeout Try – If caller fails to input anything in given seconds then call

will be forwarded as per Max Timeout Try action. i.e call can be forwarded to
Ring‐Group, Queue, IVR etc after specific duration of time.
Note : If max timeout destination is set then call be forwarded to timeout
destination on first timeout. It will not consider the number of timeout retries
in this case but it will when timeout destination is not set.
 Max Invalid Try – Maximum number of invalid try, if caller enters invalid input

after specified number of tries call will be forwarded as per the Invalid
Destination configuration. i.e call can be forwarded to Ring‐Group, Queue, IVR
etc.
Note : If max invalid destination is set then call be forwarded to invalid
destination on first invalid try. It will not consider the number of invalid
retries in this case but it will when invalid destination is not set.
 Direct Extension Call‐ If the caller knows which extension it needs to call and
doesn't want to go through the IVR, then he can directly call that extension, if
the 'Direct Extension Call' is enabled.
When an IVR is successfully added, the page will be redirected to it's configuration
page.

Editing and Configuring an IVR‐
To configure an IVR, that is to assign each digit with it's action, or to change it's
prompts, click on the blue edit button beside the name of that IVR in the grid, it will
open a page as below to help in configuring the IVR.
IVR Tree‐ The tree on the leftmost side of the page lists out the IVR and the actions
each digit is assigned to in the IVR. If there is a sub‐menu attached to any digit, as
described below, then click on that digit, it will open the settings for that sub‐menu.
The digit which will have a sub‐menu will have a small folder icon besides it. Click on
it to edit the sub‐menu. If there is no sub‐menu then the digit simply depicts what
action it performs.

Settings for IVR‐
The first part of this form is the same as create form for IVR. The prompts , max try ,
and timeout can be edited from here. IVR Name, Extension name and Language
cannot be edited.

The section below that is for setting the actions for each digit.

 Select an action from the drop‐down
 Select the appropriate prompt for that action from the drop‐down in 'Value'
column.
The different actions that could be selected are as follows‐
 No action‐ As the name suggests, it won't perform any action.

 Playback‐ To play a playback which will be selected in the drop‐down in 'Value'
column.
 Queue‐ The call will be lined in the queue that will be selected from the drop‐
down in 'Value' column.
 Submenu‐ If submenu is selected, then a new submenu needs to be created.
To create a new submenu, select 'New' in value.

It will give an option to create a new IVR submenu. Enter a new name and select IVR
File from the available prompts. The language of submenu will be set the same as
it's farthest parent i.e. root.
This submenu setting can also be edited from the IVR tree as explained above. It will
open a settings form for the submenu, the same way as it opens for the main IVR.
Actions for each digit can be edited from there.
 IVR‐ To set an existing IVR as the action on that particular digit. It could also be
set in any submenu. Only the root IVRs which are listed on the main page, will
be displayed as options.
 Previous Menu‐ This action is used for returning to the previous menu in the
IVR. But it is only available when configuring a submenu. It is not available for
the main IVR.
 Repeat‐ This action will repeat the current IVR again.
After the IVR is configured (the same applies while configuring submenus), click on
'Save settings for..' button to save these configurations.
Deleting an IVR‐
To delete a particular IVR, click the little red icon for that queue in the grid. It will
delete the IVR.

5.6 Conference
This page lists out the conferences. When someone needs to make a conference call,
they need to dial the extension for that particular conference. Now if someone
wants to join that conference call, the caller should know the pin for that
conference.
The page it divided into two sections.
 Search‐ Conferences can be searched by name, extension and pin.
 Conference List‐ This section lists out the conferences that have been created
till date.

Adding a conference‐
To add a new conference, click on the 'Add Conference' button above the grid. It will
open a pop up
form as shown
below.
Pin
is
the
number by which
a caller can enter
the conference.

Editing a conference‐
To edit any particular field of a conference, you can edit it online by clicking on that
field which will open a pop up. Make the required changes and click on the check
mark button to save the changes. For example, the snapshot shown below shows
how to edit the extension.

Deleting a conference‐
To delete a particular conference, click the little red icon for that conference in the
grid. It will delete the conference.

5.7 Ring Group
This page lists out the ring group for extensions. A ring group is a group of
extensions that would be called when the extension assigned to it is called.
The page it divided into two sections.
 Search‐ Ring groups cane be searched by name, extension and pin.
 Ring Group List‐ This section lists out the ring groups that have been created

till date.

Adding a ring group‐
To add a new ring group, click on the 'Add Group' button above the grid. It will open
a create form as shown below.

Extension ‐ This is the main extension that will be dialed to call the ring group.
Type ‐ This field specifies the pattern in which the extensions in the ring group will
ring. It could be either 'Simultaneous' or 'Sequential'. In Simultaneous, all the
extensions start ringing at once, and when one picks it up, all other extension stop
ringing. And in sequential, all the extensions ring one by one.
Extensions ‐ Select the extensions that belong to the ring group.
On Fail Activity ‐ If this option is enabled then call can be forwarded to Another

Extension, Queue, Ring‐Group, Voicemail etc when call is not answered.
On Fail Activity Type ‐ Select the activity where you want to forward your call i.e
Extension, IVR, Ring‐Group etc.
On Fail Activity Number – Specify the extension number for selected activity type.

Editing a ring group‐
To edit the details of a particular ring group, click the little blue icon for that ring
group in the grid. It will open an update form which is the same as create form.
Deleting a ring group‐
To delete a particular ring group, click the little red icon for that ring group in the
grid. It will delete the ring group.

5.8 DID (Direct Inward Dialing)
Direct Inward Dialing (DIDs) are the numbers which are used to access
VOIPE platform externally. DIDs can be added and deleted only by the admin. Tenant
cannot edit a DID number, it can only edit the other configurations. Admin can edit
all the configurations.
You cannot add or delete a DID from tenant portal.
Note: A particular DID of a particular tenant has to be first redirected to VOIPE
Platform. In other words, If tenant wants to add a particular DID to access
platform,tenant must first purchase that DID from DID
service provider , redirect it to platform and then ask Admin of platform to
Add DID.

The page is divided in two parts as shown in the snapshot above‐
 Search‐ It is for searching among the list of DIDs by Number and Destination.
 DID List‐ This section lists all the DIDs. Also if a particular field has to be edited,
click on it and a popup will open, make the required changes there.
In Tenant login, DID number cannot be edited, only the other
configurations can be edited. Description field is self‐explanatory. The
other two fields are as follows‐
 Number – DID Number.
 Description – DID Description.
 Destination‐ This field says what will be the destination of a call when a person
dials that particular DID. For example, if a call has to be diverted to
any/another/a particular extension when someone dials the DID number,
select Extension in destination field and select the extension number to whom
the call will be redirected in adjacent field named 'Extension'. The same is the
case with other destinations. Possible selection in destination is as follows








Extension
Conference
IVR
Queue
Ring‐Group
Playback
FAX

 Extension – Extension number which is mapped with this DID. It could be
Queue Extension, Ring Group Extension, IVR Extension etc.
 Recording – If you want to record calls of this DID.

Editing DID‐
To edit any field of a DID, click on that field. A pop‐up will open, make the required
changes and click the check mark button to save the changes. To cancel the changes,
click the cross button.
To edit multiple DIDs simultaneously‐
Select the DIDs that are to be edited by checking the checkbox in the first column of
that DID.
To select all that DIDs, click on the checkbox in the first row. It will select all the DIDs.

After selecting the required DIDs, click on the “Update All” button. Clicking on that
will open an update popup.
The pop‐up will be as shown below. Check the field/fields that has to be edited.
Make the
required changes and click “Update”.

6. Contacts
6.1 Phone book
Phone book will list all the contacts added in that particular tenant. Numbers added
in the tenant will automatically get listed in all its extensions.

The page it divided into two sections.
 Search ‐ It is for searching the extensions by phone number and display name.
 Import Numbers ‐ Click on “Add file” button to select a file to upload. After the
file is selected, click on “Import Numbers” to import the file. It will display in a
flash message how many numbers from the file were added and how many of
theme were faulty numbers.
To download a sample file, click on “Download Sample File”.


Phone book ‐ This section lists out the entries that have been created till date.

Adding a phone book entry‐
To add a new entry to phone book, click on the 'Add Number' button above the grid.
It will open a create form as shown below.
Fill in the required details and click on 'Create' to submit a new phone book entry.

Editing a phone book entry‐
To edit an entry, click the little blue icon for that entry in the grid. It will open an
update form which is the same as create form.
Deleting a phone book entry‐
To delete an entry, click the little red icon for that entry in the grid. It will delete the
entry.

6.2 Speed Dial
This page lists out the numbers that are blacklisted. The numbers listed here will not
be able to contact the extensions of this tenant. The constraints on calling will be
decided by the 'Type' as explained further. This page is divided into three parts.

6.3 Blacklist
This page lists out the numbers that are blacklisted. The numbers listed here will not
be able to contact the extensions of this tenant. The constraints on calling will be
decided by the 'Type' as explained further. This page is divided into three parts.
 Search‐ Blacklisted numbers can be searched by number and type.
 Import Numbers‐ A .csv file can be imported with a list of blacklisted numbers
by using this section. When “Add File” is clicked, it will open a dialog box for
choosing the file to be uploaded. When it is uploaded, click on “Import
Numbers”. It will display a message saying how many numbers were
successfully added and how many of them were faulty numbers. A sample file
can also be downloaded to know the format of .csv file.
 Blacklist‐ This list displays all the blacklisted numbers.

Adding a blacklisted number‐
Click on 'Add Blacklist Number' . It will open a popup as below. Fill in the details and
click on 'Create'.

The use of 'Type' field, as explained above, is as follows‐
Type‐ There are 3 types.
 'IN' means that incoming calls from that number will be blocked.

 'OUT' means outgoing calls to that number will be blocked.
 'BOTH' means both incoming and outgoing calls from and to that
number will be blocked.
Editing a blacklisted number‐
To edit a field, click on it. It will open a popup to edit the content. Click on the tick
mark button to save it, or on the cross button to cancel the changes.

Deleting a blacklisted number‐
To delete a particular number, click the little red icon for that number in the grid. It
will delete the number.

6.4 Whitelist
This page lists out the numbers that are whitelisted. If this feature is enabled, only
the numbers from this list will be able to call the extensions of tenant. This page is
divided into three parts.
 Search‐ Whitelisted numbers can be searched by number and type.
 Import Numbers‐ A .csv file can be imported with a list of whitelisted numbers
by using this section. When “Add File” is clicked, it will open a dialog box to
choose the file to be uploaded. When it is uploaded, click on “Import
Numbers”. It will display a message saying how many numbers were
successfully added and how many of them were faulty numbers. A sample file
can also be downloaded to know the format of .csv file.


Whitelist‐ This list displays all the whitelisted numbers.

Adding a whitelisted number‐
Click on the 'Add whitelist Number' . It will open a popup as below. Fill in the details
and click on 'Create'.

Editing a whitelisted number‐
To edit a field, click on it. It will open a popup to edit the content. Click on the tick
mark button to save it, or on the cross button to cancel the changes.

Enabling/Disabling
whitelist feature‐
To enable or disable
the whitelist feature
for a particular
tenant, click 'Enable/Disable whitelist feature ' on the top of grid. It will open a pop
up confirmation window as shown below. The button will toggle between 'Enable'
and 'Disable' accordingly.

Whitelist will only be enabled if there is at least one number in the list. If there are
numbers, and are deleted later, then when the last number will be deleted, whitelist
will be disabled by itself.
Deleting a whitelisted number‐
To delete a particular number, click the little red icon for that number in the grid. It
will delete the number.

7. Payment
7.1 Invoice
This page lists all the invoices that have been generated till date for the tenant. This
page is available only is 'Payment' option is activated for the tenant.
It's divided into two parts as follows‐
 Search‐ It helps to search through the list of invoices by invoice ID, tenant
name, from ‐to that is the time interval for the invoice date and status of the
invoice.
 Invoice List‐ This list displays all the invoices. If the payment has been made by
a tenant then the field 'Payment Details' will display the transaction ID. If it is
paid by admin it will display 'Paid By Admin'.

Making payment for an invoice‐
If an invoice has the status 'unpaid', payment can be made using this page. When a
bill will be unpaid, the status column in the grid will provide a link to the following
page through which payment can be made.

All fields except remark are disabled. Enter the remark and click on next. It will go to
the screen for step‐2.

It will display the total amount to be paid.
Click on 'Back' to return to the last step if any changes required.
Click on 'Pay Now', which will redirect to the payment portal.

7.2 Balance
This page lists out the balance details of all tenants. It also gives an option to add
balance. This page is available only is 'Payment' option is activated for the tenant.
It's as follows‐
 Balance List‐ This list displays all the balances. If the payment has been made
by a tenant then the field 'Payment Details' will display the transaction ID. If it
is paid by admin it will display 'Added By Admin'.

Adding Balance‐
To add balance to any tenant, click on the “Add Balance” button above the grid. It
will open a form as shown below.

Fill in the required details and click on 'Next' to go to step 2 as shown below.

It will display the total amount to be paid.

Click on 'Back' to go back to the last step if any changes required.
Click on 'Pay Now', which will redirect to the payment portal.

8. Recording
This page lists out all the recordings of this Tenant, which includes Auto Recordings,
DID, Queue and Ring Group.

Recording can be searched by different recording type, date, caller and callee name.

To listen to the recording, play the required file.
To download the file, click on the green download button.

9. Reports
9.1 Call Details

This report gives the details of all the calls related to the tenant by which is logged
in. The report could be searched as caller, callee, start date and end date. The report
is divided into two parts.

 Search
 CDR Details
Exporting a report‐
Whole report can be exported in a .csv format to the device by clicking the 'EXPORT'
button in the search tab.
Also, the report needs to be filtered by caller, callee, start date or end date, then the
criteria can be entered in the search tab. Then export the report, which will export
only the filtered report.

9.2 Fax Details
This report gives the details of all the fax which is sent or received by this tenant..
The report could be searched based on fax type (mail2fax, fax to mail) and fax status.
The report is divided into two parts.

 Search
 Fax Details
Exporting a report‐
Whole report can be exported in a .csv format to the device by clicking the 'EXPORT'
button in the search tab.
Also, the report needs to be filtered fax type and fax status, then the criteria can be
entered in the search tab. Then export the report, which will export only the filtered
report.

9.3 Features List
This is a list of all the features for the tenant, the codes used to access them and the
details of the feature.

9.4 Outgoing Rules Details
This report lists all the outgoing rules of the tenant. The report could be searched on
rule name and rule pattern. The report is divided into two parts.
 Search
 Outgoing Rules Details

Exporting a report‐
Whole report can be exported in a .csv format to the device by clicking the 'EXPORT'
button in the search tab.
Also the report needs to be filtered by rule name or rule pattern, the criteria can be
entered in the search tab. Then export the report, which will export only the filtered
report.

9.5 Blacklist Details
This report lists all the blacklisted numbers. The report could be searched on
number, type, and login name. The report is divided into two parts.
 Search
 Blacklist Details

Exporting a report‐
Whole report can be exported in a .csv format to the device by clicking the 'EXPORT'
button in the search tab.
Also the report needs to be filtered by number, type or login name, the criteria can
be entered in the search tab. Then export the report, which will export only the
filtered report.

9.6 Bill Plan Details
This report lists all the bill plans of the tenant. The report could be searched on
name, type, period, currency and status of the bill plan. The report is divided into
two parts‐

 Search
 Bill Plan Details
Exporting a report‐
The whole report can be exported in a .csv format to the device by clicking the
'EXPORT' button in the search tab.
Also, if the report is to be filtered by name, type, period, currency or status of a bill
plan then the criteria has to be entered in the search tab and then export the report,
which will export only the filtered report.

9.7 Rate Plan Details
This report lists all the rate cards of the tenant. The report could be searched on
name and status. The report is divided into two parts‐
 Search
 Rate Plan Details

Exporting a report‐
The whole report can be exported in a .csv format to the device by clicking the
'EXPORT' button in the search tab.
Also, if the report is to be filtered by name or status then the criteria has to be
entered in the search tab and then export the report, which will export only the
filtered report.
Details of a Rate Plan‐
To check the details of any particular rate plan, click on the “Details” link for that rate
card. It will open a page displaying it's details as follows‐

To see the details of any particular rate card, click on the Grey toggle button in the
first column of that rate card.

To export the details of that particular rate plan, click on “Export”.
To return to rate plan report, click on “Back”.

9.8 Invoice Details
This report lists all the invoices of the tenant. The report could be searched by date,
invoice id, status and tenant. The report is divided into two parts.
 Search
 Invoice Details ‐ If the payment has been made by tenant then the field
'Payment Details' will display the transaction ID. If it is paid by admin it will
display 'Paid By Admin'.

Exporting a report‐

The whole report can be exported in a .csv format to the device by clicking the
'EXPORT' button in the search tab.
Also, if the report is to be filtered by date, invoice id, status or tenant then the
criteria has to be entered in the search tab and then export the report, which will
export only the filtered report.

9.9 Balance Recharge
This report lists all the balances of the tenant. The report could be searched by date
and tenant. The report is divided into two parts.
 Search
 Balance Recharge

Exporting a report‐
The whole report can be exported in a .csv format to the device by clicking the
'EXPORT' button in the search tab.
Also, if the report is to be filtered by date or tenant then the criteria has to be
entered in the search tab and then export the report, which will export only the
filtered report.

9.10 Failed Transactions

This is a report of all the failed transactions for balance and invoice payments for the
particular tenant. The report is divided in two parts.
 Search
 Transaction Report‐ The 'Payment Detail' section will show the additional
details regarding the failed transaction.

Exporting a report‐
The whole report can be exported in a .csv format to the device by clicking the
'EXPORT' button in the search tab.
Also, if the report is to be filtered by date range or entity then the criteria has to be
entered in the search tab and then export the report, which will export only the
filtered report.

9.11 Billing Summary
This report lists the billing details of the tenant grouped on dates.
 Search
 Billing Summary

Exporting a report‐
The whole report can be exported in a .csv format to the device by clicking the
'EXPORT' button in the search tab.
Also, if the report is to be filtered by date range then the criteria has to be entered in
the search tab and then export the report, which will export only the filtered report.

10. Profile
To edit the profile of tenant, click on the drop‐down on the rightmost top corner of

the page. It will open a small menu. Select 'Profile'.

If the customization option for tenant would be enabled, then the profile will be
divided in three parts‐ 'Tenant Profile', 'Low Balance Notification' and 'About Tenant'.
If the option is disabled, there will be no about us section.
Tenant profile‐ This part is for editing the details of tenant profile.
Only email id, MOH and profile picture of tenant can be edited from this page.

External Caller ID Number ‐ Caller ID to be displayed to callee when making
outbound calls.
Note : This option only will be available if Admin has enabled it for this Tenant. If
Admin has enabled “DID” then only the DID which are available for this Tenant can
be set as Caller ID Number, If Admin has enabled “Any” then any number can be set
as Caller ID Number.

This Caller ID is having second priority if this option is not set in Extension Settings
then this caller ID will be set.

Low Balance Notification‐ This part is for viewing the low balance notifications.
These settings are applied to all the extensions this tenant. The different settings are
as follows‐

 Mail Alert‐ Displays whether the mail notifications will be enabled or not.
 Current Balance‐ Displays the current balance of the tenant.
 Alert Balance‐ The balance at which the notifications will be sent.
 Call Alert‐ If the call alert is 'Off', no file will be played to alert about the low

balance. If it is 'All', the alert file will be played before the extension places any
call whether it is internal or external. If 'External' is selected, then the file is
played only when the extension makes an outbound call.
About Tenant‐ This part is for adding a logo and description of the tenant. The logo
and description entered here will be displayed in all the extensions' 'about us' that
belong to this tenant.

11. Change Password
To change the password for tenant login, click on the 'Change Password' option in
the drop‐down menu as shown below.

In the form that opens. Enter the required details and click on 'Submit' to enable the
new password settings.

12. Change Language
To change the language of the portal click on the the language drop‐down menu on
the top right corner, right beside the tenant id display.

13. About Us
To get general information about the tenant, click on the 'About Us' button on the
drop‐down menu of top rightmost corner as shown below.

It will give the general information about the tenant as shown below.

14. Log out
To log out of the tenant portal, click on the 'Log Out' button in the drop‐down menu
of top rightmost corner as shown below.

