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Intfroduction

This guide is intended to help you learn the new features in CommUPortal 9.4.
CommPortal is a webportal used to configure your call services. In this new upgrade
you are able to manage calls easier, export records, and even start meetings all from
your desktop. This guide will show you the key differences that were upgraded to make
navigation easier. For more information on any of our services please visit us at uyt.co
or call our customer support line at 877.965.7800. You can also take a look at the
Accession and CommPortal Quick Start Guide for a more detailed step by step guide
on these features.
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Homepage

CommPortal 9.2 - Homepage

GPBX Hosted Communications System

ELISHA = wail| g

My Mobile Messages & Calls Contacts Call Manager

You have 2 messages . Available for Calls . ‘
Incoming calls will: Ring your Account Phone |

Missed Call Time of call Contacts
BRAMDY CONSL 320 1:33pm T
CAMERIDGE, MA 33 5:37am *  |the Contacts tab to start
i adding them.
CENTRAL WALLEY 222 1:23 pm
(209) 462 7729 1/22 10:08 am

G-Portal Utility Telephone - Business Telephone and Internet

CommPortal 9.4 - Homepage:

The new and improved homepage offers a sleeker look and added features. All of
your account information will remain the same but with easier accessibility.

Home Messages and Calls Contacts

Phone Status

L, Available for Calls -

syl ISR Ring your Account Phone

A Account Phone
(209) 949 4080

If there is no answer

Forward to another phone after 36 seconds

® Send to voicemail after| 18 | seconds

Your Services

My Mobile Call Settings Message Notifications Reminders Account Codes
Settings
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CommPortal 9.2 - Available for Calls

MARCELLA GRAHAM "™ i sl

My Mobile Messages & Calls Contacts Call Manager

You have 38 messages (21 new) . Available for Calls g |

Available for Calls

Incoming ca
Do Not Disturb
Missed Call Time of call Contacts
ANGELA GALINDO 328 12:57pm | | |Search for.. | First Name: il
UNENOWN 328 1:00 pm [N D AN TR T~ Last Name:  Outdoor Adwvertising
EDDIE LOPEZ 321 1:45pm  Outdoor Sign , Jil St
SONORA,CA 321 5:48am Telephone Numbers
SONORA,CA 3/21 947 am %  (209) 846 6946
WIRELESS,CA 36 1:45 pm
JOSE IGARTA 3fe 1:10 pm
WIRELESS,CA 36 12:17 pm
WIRELESS,CA 3fe 12:16 pm
(209) 261 3320 2f26  1:15pm

CommPortal 9.4 - Available for Calls:

The new Available for Calls drop down menu comes with more options. It allows you
to choose which phone you would like to ring from. You can also forward your calls
trom here.

Home Messages and Calls Contacts

Phone Status

t. Available for Calls -

LRSNEEIERLINY  Ring your Account Phone

A Account Phone
(209) 949 4080

If there is no answer

Forward to another phone after 35 seconds

® Send to voicemail after| 18 seconds

Your Services

Iy Mobile Call Settings Message Notifications Reminders Account Codes
Settings
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CommPortal 9.2 - Call Manager

G-PBX Hosted Communications System

ELISHA TAASIN'™ ™ vaai| [+

Dashboard My Mobile Messages & Calls

.  Available for Calls v

Incoeming Call Settings
Incoming calls will: Ring your Account Phone - |

A Account Phone
(209) 949 4030

If there is no answer

' Forward to ancther phone after seconds
'®) =end to voicemail after seconds

CommPortal 9.4 - Call Manager:
The new Call Manager tab can now be found on the homepage under Phone Status.

You can customize your voice settings directly from the homepage.

Home Messages and Calls Contacts Make Call ELISHA TAASIN ~

Phone Status

%, Available for Calls -
Available for Calls
Do Not Disturb

AvLuunn Fione
A a5 040 4050

If there is no answer
Forward to another phone after 36 seconds

® Send to voicemail after| 18 | seconds

Your Services

My Mobile Call Settings Message Notifications Reminders Account Codes
Settings

Personal Details Security Support

ELISHA TAASIN Change Password Help

STOCKTON Change Call Services PIN Downloads
Devices Change Voicemail PIN Send Feedback
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CommPortal 9.2 - Do Not Disturb

G-PBX Hosted Communications System

ELISHA TAASIN ™ " [\ocall| |83~
Dashboard My Mobile Messages & Calls Contacts z
'= Incoming calls will be forwarded to woicemail

|#*| Allow priority callers to ring when in Do Mot Disturb @

Incoming Call Settings Priority Callers only

Incoming calls will: | Ring your Account Phone ||

A Account Phone
(209) 949 4080

If there is no answer

Forward to ancther phone after Sec:}nds

(®) Sand tn uniceamsil after | 17 =acnnds

CommPortal 9.4 - Do Not Disturb:

The Do Not Disturb option that was previously found under Call Manager in
CommPortal 9.2, can now be found under Phone Status on the homepage in
CommPortal 9.4.

Home Messages and Calls Contacts Make Call  ELISHA TAASIN ~

Phone Status

~ e

= Incoming calls will be forwarded to voicemail

I Allow priority callersto ring when in Do Not Disturb @

LG EELAAE  Ring your Account Phone

A Account Phone
(209) 949 4080

If there is no answer

Forward to another phone after 35 seconds

® Send to voicemail after| 18  seconds

Your Services
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CommPortal 9.4 - Make a Call:

You can now make a call from the homepage by clicking on Make a Call in the upper
right hand corner. You can then choose which contact you would like to call from in
your contact list.

Dialer

NMake a call fo:

From:
My Phone Change

CommPortal 9.4 - Start a Meeting:
If you have upgraded your account to start meetings and conference calls you will
be able to start a meeting from any device. Under Make a Call, there will be a Start

Meetings option in the dropdown menu.

Dialer

Make a call to:

From:
My Phone Change

Close
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Messages and Calls

CommPortal 9.2 - Messages and Calls

GPBX Hosted Communications System

ELISHA TAASIN =H A cal T~
Dashboard My Mobile Messages & Calls Contacts  Call Manager  Apps
Messages (D Mew) | Faxes (0 Mew) | Missed | Dialed Received Deletsd
[ [»| BRANDY CONSULTT Tue 3/20, 1:33 pm, 19 secs Actions ¥ X =
Hi Alicia this is Brandy with my flapper{?) following up with you regarding our call at
1:30 I apologize in a couple minutes late. Please give me a call back at your =arliest ¢
[ camBrIDGE,Ma Fri 39, 9:38 am, 15 secs Actions ¥ 3¢
Hi Alicia this is Ryan calling from Word Stream. I'm calling because I saw that you had
we had iris(?) for me to go owver ... Julie telecom. I do the go to meeting sst up to ho...
-

CommPortal 9.4 - Messages and Calls:

The Messages and Calls tab has a new look on how you can view messages, faxes,
missed calls, and much more. One of the best features is the ability to now export
your calls with one click. You can also record new voicemail greetings by clicking new
voicemail in the upper left hand corner.

Home Messages and Calls Contacts Make Call ELISHA TAASIN ~
= “ 1o
New Voicemail Delete All
[ e TR [ S5 | =
O T R, I B T To: | <enter destination(s)> T |
L . = ) [ Urgent [J Private -
=S e ]
Record Message
B e FEEI T ] e
SEENE N 0000/ 00:00

[ ] [ . 1)

Cancel

Personal Details Security
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CommPortal 9.2 - My Mobile

G-PBX Hosted Communications System

ELISHA TAASIN '™ "

Messages & Calls

Welcome to My Mobile

Contacts

Call Manager

phone with your mailbox on (209) 945 4080:

To begin, enter your mobile number below:

This service provides you with several features to help you use your mobile

Automatically recognize your mobile when retrieving messages.

= Optionally use your mailbox for your mobile phone’s voicemail service.

][ continue

CommPortal 9.4 - My Mobile:

The My Mobile tab can now be found under Your Services

trom the bottom of your homepage.

Your Services

Iy Maobile

Call Settings IMessage

Settings

Naotifications

Reminders

. This can be accessed

Account Codes
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CommPortal 9.4 - My Mobile:

You can now access the features in My Mobile when you click on the icon. New
teatures include adding or removing your personal mobile number.

< Back Messages and Calls Contacts Make Call ELISHA TAASIN ~
My Mobile Call Message Notifications Reminders Account
Settings Settings Codes
My Mobile

‘Welcome to My Mobile

This service provides you with several features to help you use your mobile phone with your mailbox on (209) 949 4080:

« Automatically recognize your mebile when retrieving messages
= Optionally use your mailbox for your mobile phone's voicemail service

To begin, enter your mobile number below:

Personal Details Security Support

ELISHA TAASIN Change Password Help
STOCKTON Change Call Services PIN Downloads
Devices Change Voicemail PIN Send Feedback
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Contacts

CommPortal 9.2 - Contacts

GPBX Hosted Communications System

ELISHA TAASIN ™ % =IRNE-2)

Dashboard My Mobile Messages & Calls | Call Manager Apps

Contact List Spesd Dizls Extensions Short Codes

Contacts & Groups Welcome to the Contact List

Add your colleagues, friends and family to your contact list to quickly make

Search for...
calls, see who your calls and messages are from, and more.

-

To begin, click the Mew Contact or Impard buttons below.

-

New Contact ][ New Group ][ Import ]l Export Al | | Edit || Delste

CommPortal 9.4 - Contacts:

The new contacts tab in CommDPortal 9.4 has a sleeker look and feel. You can access
your contact list, speed dials, extensions, and short codes directly from here.

Home Messages and Calls Make Call  ELISHA TAASIN ~

Speed Dials Extensions Short Codes

Contacts and Groups

Welcome to the Contact List

Add your colleagues, friends and family o your contact list to quickly make calls, see
who your calls and messages are from, and more.

Search for...

To begin, click the Mew Contact or Import butions above.

Personal Details Security Support

ELISHA TAASIN Change Password Help
STOCKTON Change Call Services PIN Downloads
Devices Change Voicemail PIN Send Feedback
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CommPortal 9.2 - Apps

G-PBX Hosted Communications System

ELISHA TAASIN ™ i

Dashboard

My Mobile

Messages & Calls

Contacts

Call Manager

CommPortal. A better way to stay
Connected

All of your devices can now work together in a
single system that's convenient, practical and easy
to use.

On your Computer...
features ars discreet and always
available when you need them.

CommPortal 9.4 - Apps:

In CommPortal 9.4 you can find your Apps by clicking Downloads, which is located
under Support on the bottom right hand side on your homepage. Here you can view
how easy it is to integrate your CommPortal Apps with your desktop, mobile, tablet,

and TV.

dc

Home Messages and Calls

CommPeortal. A better way to stay
Connected

Al of your devices can
system that's convenisnt, practical and sasy o use

On your Computer...
Deskiop features are distrest and ahways
available when you nesd them.

Incoming calls will: [fs

If there is no answer
© Forward to another p
® Send to voicemail af

On your Mobile / Tablet...
Take your desktop features with you,
wherever you go.

now work togsther in a single

—
D_n
On your Mobile / Tablet...

Take your desktop features with you,
Wherever you go.

00
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CommPortal 9.2 - Settings

GPBX Hosted Communications System

ELISHA TAASIN ™ i

Dashboard

My Mobile

Account | Calls Messages

Personal Details
Name

Department

Security
Account Password

Call services PIN

Devices
Desk Phone

My Mobile

CommPortal 9.4 - Settings:

Messages & Calls

Account Codes

ELISHA TAASIN
STOCKTON

change

change

Contacks

Notifications

(209) 940 4080 set keys

edit

Call Manager

Reminders

All of your settings can now be found under Your Services from the homepage. Here
you can access the settings for My Mobile, Call Settings, Message Settings, and

Notifications.

< Back Contacts

Messages and Calls

Ny Mabile Call Notifications

Settings

Message
Settings

Message Settings
General

#| Transcribe voicemails in your inbox
Enable live screening (2]

Forward messages and faxes as emails

Mailbox Access

Voicemail Greeting

Reminders

Account
Codes
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Business Group Admin Portal

CommPortal 9.4 - Business Group Admin Portal:

00

The Business Group Admin Portal can only be accessed by administrators who have
the ability to change and edit user settings. Here you can view all users, phones, search

call logs, edit music on hold, and much more.

Business Group Admin Portal

Groups

Groups
¥ Hunt Groups (MLHGs)

%4 Sim-Ring Groups (MADNs)

44 Call Pickup Groups

= Supervisor Dashboard [

All Lines

Hunt Groups Sim-Ring
A Lsen (MLHGs) Groups
) Attendants (MADNS)

All Lines

222 Group Access
I8 Phones
Services

i Depariments
«#» Short Codes

i= Account Codes

£ Extensions Users Aftendants
' Call Analytics
- Services
#¢ Music on Hold (%
To configure and manage further business services on your lines, se

+++ Misc. Settings

? Help
| Send Feedback

Departments Short Codes

Call Analytics Music on Hold
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CommbPortal 9.4 - Users in Department

Business Group Admin Portal ELISHA TAASIN ~

Users in Department: viewa v

Groups

v+ Hunt Groups (MLHGs) IMove selected lo: Select depariment v Download all Lines

+7% Sim-Ring Groups (MADNs)

4 Call Pickup Groups | Telephone Number Ext. Name Department
= Supervisor Dashboard (4 Search for... in any field ¥
All Lines
& Users ] 8211 {test cell} Naone Actions ¥
) Attendants ] 8212 {test} None Actions ¥
82 Group Access 8213 {8213} TRADESHOW  Actions ¥
lié Phones O 8218 {TS 8218} TRADESHOW  Actions ¥
Services = 8219 {TS 8219} TRADESHOW  Actions ¥
RUIRCDADEE 5] 8221 Jason TRADESHOW  Actions ¥
##» Short Codes
@ 8222 {custs} TRADESHOW  Actions ¥
Account Codes
@ 8223 {TRADE 8223} None Actions ¥
& Exiensions
. @ 8226 {Jim test GXP2160} None Actions ¥
' Call Analytics
S R 7] 8227 {8227} None Actions ¥
o [VoE G 8228 {8228} STOCKTON Actions ¥
? Help O 4001 {ILEC CALLBACK} None Actions ¥
! Send Feedback @ 4002 {COLLECTIONS AND PAYMENTS} STOCKTON Actions ¥
7] 4003 JERROLD LEIGH MILLS STOCKTON Actions ¥
(=] C 4004 ALYSSA GREENFIELD STOCKTON Actions ¥

CommPortal 9.4 - Phones in Department

Business Group Admin Portal ELISHA TAASIN ~
— Phones in Department:| viewa '
Groups
##s Hunt Groups (MLHGs) Select department X
+ 1 SIM-Ring Groups (MADNs)
Enter number..

2 Call Pickup Groups

- Supervisor Dashboard 7 Assign phones to lines using the table below or manage your phone profiles

All Lines LI Model MAC Address Description Assignedlo  Depariment
- Search for. in any field v
) Attendants

T =) 00:0413:23.C7:BF  Doug Desk STOCKTON Actions ¥
- @ 00:04:113:29:98:42  WAREHOUSE B STOCKTON Actions ¥
e 2 00:0413:29.9A80 WAREHOUSE A STOCKTON Actions ¥
i Departments @ 00:04:13:2E:2BAA  ACCOUNTS PAYABLE - STOCKTON Actions ¥
### Short Codes O 000413262006 LORRIE TOLES STOCKTON Actions ¥

Account Codes =] 00:04:13:2E2C6F  TONY CARONA STOCKTON

A )

- B =] 00:0413:2E:2E:36  Jim S. Desk#1 STOCKTON Actions ¥

' Call Analytics

O 0004132E2E95 FRANK WILLIAMS LOS ANGELES  Actions ¥

J< Music on Hold (%

O 00:0413:2E3B7A  BRIANA ROBINSON . STOCKTON Actions ¥

«++ Misc. Settings
— 2 00:0413:2E42DF  AARON DELL SANLUIS OBl Actions ¥
? Help
) ] 00:0413:2E:44F9  CALVIN BYRD STOCKTON Actions ¥

2 00:04132E 4508 Jim S. Home #1 STOCKTON Actions ¥
@ 00:04:13:2E:45:233  TOU THAQ STOCKTON

Tl N0Da1RPFETRD JFRROINIFIGH MITS - STOCKTON Arfinns W
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CommPortal 9.4 - Call Logs

Business Group Admin Portal ELISHA TAASIN ~

Call Analytics

Groups
Download CSV report of all calls to and from lines in your administration domain.
#s Hunt Groups (MLHGs)
. Date Range:
++s Sim-Ring Groups (MADNs)
i Call Pickup Groups Start date” it
Supervisor Dashboard (7 i day year,
All Lines End date: o
month day year
& Users
Department:
) Attendants
UTILITY TELEPHONE v

142 Group Access
Note, the data will include the chosen department and all sub departments.
I@ Phones

Services
i1 Depariments

##» Short Codes

i= Account Codes

&.. Extensions

 Call Analytics

«# Music on Hold (4
+»+ Misc. Settings
? Help

| Send Feedback
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We're Here To Help

If you don't find what you need, please
contact our friendly Customer Care staff. They
are ready to assist you, 24/7. For any network
or technical issues with your service, please
contact us at 877.965.7800 or infoQuyt.co

Visit Today
For Information!
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