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1. Getting Started

Welcome to PCCW Convergence Administrator Portal.
PCCW Convergence Administrator Portal allows you to
manage your company settings — including user accounts
and corporate phonebook — anytime anywhere at your
fingertips!

Simply follow the below procedures to set up PCCW
Convergence service for your company!

1.1 Login Administrator Portal
Follow these three steps to login Administrator Portal.

Step 1

Connect your PC to internet and launch browser.
PCCW Convergence Administrator Portal supports
Microsoft® Internet Explorer 6.0 or above. Screen
resolution of 1024 x 768 or above is required.

Enter this URL to go to the Administrator Portal.
http://webadmin.pccw-convergence.com

Step 3
Enter User Name and Password, then click [IEETN -

If you have forgotten your PCCW Convergence
Administrator user name or password, please contact our
Customer Service to reset the password for you.

1.2 Change Administrator Password

You will be asked for your initial administrator ID and
password in the service subscription form.

During your first time login to Administrator Portal, you will
be asked for changing your password. Furthermore, you
are recommended to change your password periodically.
Simply follow these two steps to change your password.

Step 1
Go to  Change Password

Step 2
Enter your old password, then enter your new password

twice. Password should be at most 16 letters of
alphanumeric. Then click Save .

PCCW Convergence® el e e e el
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1. Getting Started

1.3 Add User Accounts —
For Company Using Citinet/Direct
Exchange Line

If your company is using PABX or Keyline, please visit the
next session 1.4 Add User Accounts — For Company Using
PABX/Keyline.

If your company is using Citinet or Direct Exchange Line,
simply follow these four steps to add new users.

Step 1
Go to  User Accounts . Then click [7AGERIEES .

Step 2
The Add User screen appears. Input the following
mandatory fields:

Directory Number — Select from the Drop-down box to
choose the user’s telephone number.

Login name — at most 15 letters of text (e.g. paulwong).
This is the user name for the user to access the User Portal.

Password — at most 16 letters of text (e.g. hkl1234). This is
the password for the user to access the User Portal.

First Name and Last Name — at most 20 letters of text
(e.g. Paul Wong). This is the name displayed in the User
Portal after user login.

Email Address — at most 50 letters

(e.g. paulwong@company.com). This is where the user’s
incoming Personal Faxmail and Voicemail will be sent to.
PCCW Convergence supports any email service, such as
Business NETVIGATOR mailbox or your company email
server. Simply check if the email address is correct and
accessible by the user.

Step 3
Input the following optional fields if applicable:

Voicemail password — Only applicable if line is subscribed
to PCCW Convergence Voicemail service. Enter a

four digit PIN for users to access the voicemail system

by phone (from his office phone or remote access by
28883888 (Chinese) & 28883838 (English)).

PCCW Convergence® BNl el de el
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Subiscription Frofile oo Change Password

Citinet/ DEL DDUIDAF Group  Exchange Direstary Number  Sub-group
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Page: 1 Recorts pr page: [ 10 ]

_ [Recora Director
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11118 |[esee ftx-il-160 |l1118 [11118@cvg.com | [22261118 ¥] Ed

1119 | T | [[iis | [n119@0vgcom | [22081310 v]

[11120 [[oese [fxil-160 | [le2261120] [11120@evg.com | [22261120 v|
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Corporate

Subscription Profile || UserAccounts omordts Change Password

Citinet/ DEL DDVIDAP Group  Exchange Directary Number £ Sub-group

Add User Selact Line Type and Group no.  Line type: [Citinet/DEL =]  itessub-Group : [T~
Create user sccount for Phone no.  CiineliDEL:

Part 1. User Information - Enter the following mandatory information =
LoginName: [~ atmosti5letters oftext (e.0. paulwong)

Passwort: [ atmosti6letters oftext(e.0. hki1234)

FirstName: [ atmosta0leters oftext (e Pau)

LastName: [ atmost20letters oftext (.0 Wong)

EmailAgoress [ atmosts0letters oftext (=0 wono@netvigator comm)

Part l. Feature Settings and Assign Optional Features

1. Vaicernail
Voicemail: Yes  Voiccmail Password: | | (4 digit PIN)
2.4 nal Faxnumber to the user. (Select from the list of unassigned Personal Faxnumber)
Personal Fax: [(No fax no.) =] Fexplan: [l uzao =] WDFax: No Inforax: [~
3. Clickto-Call IDD sefings

No ool nfotine: S

(_save )|( cancel )

Temms of Use
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Personal Fax — Use the drop-down box to assign a Personal
Fax number and fax service class to the user. If the Personal
Fax number is subscribed to IDD Fax, select the checkbox if
you allow the user to use Infofax.

Click-to-Call IDD - Only applicable if the line is subscribed
to Click-to-call IDD. Select the checkbox if you allow the
user to click-to-call Infoline.

Step 4
Click Save . You will return fo the previous screen with the
user account created. The user can login User Portal now!
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1. Getting Started

1.4 Add User Accounts -
For Company Using PABX/Keyline

If your company is using Citinet or Direct Exchange Line,
please visit the previous session 1.3 Add User Accounts
— For Company Using Citinet or Direct Exchange Line.

If your company is using PABX or Keyline, simply follow
these four steps to add new users.

Step 1
Go to  User Accounts . Then click PAGERIEE

Step 2
The Add User screen appears. Input the following
mandatory fields:

DDI Level — Select from the Drop-down box to choose the
first six digits of user’s telephone number e.g. 255566 if
user’s telephone number is 25556688

Extension — Enter the last two digits of the user’s telephone
number e.g. 88 if user’s telephone number is 25556688.

Login name — at most 15 letters of text (e.g. paulwong).
This is the user name for the user to access the User Portal.

Password — at most 16 letters of text (e.g. hk!1234). This is
the password for the user to access the User Portal.

First Name and Last Name — at most 20 letters of text
(e.g. Paul Wong). This is the name displayed in the User
Portal after user login.

Email Address — at most 50 letters

(e.g. paulwong@company.com). This is where the user’s
incoming Personal Faxmail and Voicemail will be sent to.
PCCW Convergence supports any email service, such as
Business NETVIGATOR mailbox or your company email
server. Simply check if the email address is correct and
accessible by the user.

Input the following optional fields if applicable:

Personal Fax — Use the drop-down box to assign a Personal
Fax number and fax service class to the user. If the Personall
Fax number is subscribed to IDD Fax, select the checkbox if
you allow the user to use Infofax.
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“Logait (Fip

Corporate

Subseription Profile | User Accaunts ronea Change Password

Citinet/ DEL DDUIDAF Group  Exchange Direstory Number f Sub-group

AddUser Select Line Type and Group no.  Line tye: [DDI/IDA-P =] SitesSub-GroupiD: [2 =
Create user acoount for Phone no. DI Level: [351253 7] Extension

Part . User Information - Enter the following mandatory information a

Login Name: [ atmost15 letiers of text (e.0. paulwong)

Paseword: [ atmost16 lefters oftext (e.0. hki1234)

Firsthame: [ atmost20 lefters oftet (e.0. Paul)

LastMame: [ atrost20letiers oftext (2.0 Wongh

EmailAddress: [ atmost&0 lefters oftext (e.g. wong@netvigator.corm)

Part l. Feature Settings and Assign Optional Features:

i~ Rosian Persoral Fax na mbar o e User (Select fom e st of nasaianed Fersonal Fax numben)
: [Nofanno) =] Faspian: [low ioage =] IoDFax No Infotas: [
2. Clckto-Call 10D setings
Allow Click-to-Call IDD (00100603 [~ Allow Click-to-call Infoline: [~
3. Other feature settings -
Caller number display for click-to-call [User Phone no. =] _ =
[ save }Can:el

Temms of Use

& © et

Click-to-Call IDD - Only applicable if the DDI Group is
subscribed to Click-to-call IDD. Select the checkbox if you
allow the user to click-to-call IDD and Infoline.

Caller number display for click-to-call — Only applicable
if the DDI Group is subscribed to normal Caller Number
Presentation function. You can set the caller display for
click-to-call to User Phone Number or Company Prime
Number. Note - For PABX/Keyline using DDI line, the
caller number presentation would be set to Out-of-area
during service subscription.

Step 4
Click Save . You will return to the previous screen with the
user account created. The user can login User Portal now!



1. Getting Started

PCCW Convergence® eIt itei e d el
1.5 Upload Corporate Phonebook

PCCW Convergence Corporate Phonebook is a database
of useful contacts. It is available to everyone in your
organization using PCCW Convergence.

2 PCCW Convergence - Admin Portal - Microsoft Internet Explorer

fle Edt Uew Favrtes Iods e L
sives: @1 i 2>

Simply follows two steps to add one entry into your AR
Corporate Phonebook.

Subscription Profle | UserAccounts o Change Password

Browse Phonebonk  Upload from CSVFile | Exportto C8V File
Total number of Corarate Phonebook Entres : 58
Ste '| Number of Filtered Enries : 58

Filter by Full Name: All /4 BCDEEGHIJKLMNOPQRSTUVWXY Z Others

Search

. ' —
Click B2¥EN in the Phonebook to go to the Add Contact fae Gt

General | Cortet | Compeny
po g € M — MH
2 15850@cvg.com 171

T mee”™ |Ftx-bgl-ca1-ccn1-170| (22215850
focbal S8 2002 |Fi bl-cat-cc02-170| 22215651 15851 @cvg.com d

focbo 0312005 [t bgl-ca1-con3-170| (22215852 | |Is852@Cv.com | &
2201 [Pty -hgl-caz-co01-170| (22215853 | Is853@Cvg.com |

“ |Fex-bgl-caz-cc02-170| (22215854 | [Is854@cva.com | &

- Foubglos2 cc03-170] 22215055 | [Manog| | 5855@0vg.com i

-bol-cad-ceni- =

B e ee™ |Fu-bgl-ca3-con1-170] 22215856 | [Manag| [15856@cvg.com 7]
Foccbgl-cad-cen2-

D abee’ |Frxbol-caz-cc02-170| 22215057 | [wanag| [1sas7@eva.com 7] 5

Sododcoc@ocEl
3cE
H

[ sa T oekie T peo st ] (_save ) (_cancel )
& @ Internet
S 2 A PCCW Convergence - Admin Portal - Microsoft Internet Explorer,
te D Fle Edt Uew Favortes Toos el &
address [@) M, VB

Input the contact information and click Save
The following fields are mandatory:
e First name and Last name (at least one) S, o e

Phonebook

=" POCW Convergence”

Browse Phonebosk  Upload from CSVFile | Exportto C8V File

® Phone numbers (at least one) I

First Name:™ 50 letters of alphanumeric
Last Name:* 50 letters of alphanumeric
Tie:

Emall Address:

Business Fax atmost 20 digits ;for overseas number, start
with *+"

Company 100 leters of alphanumeric
Department 100 leters of alphanumeric
Offce Narme:

Adress:

O
=
Caomeer)
& @ irteret
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1. Getting Started

1.5 Upload Corporate Phonebook
Import Corporate Phonebook

You can import a CSV file from local hard disk into your
Corporate Phonebook. On the right is a sample template
of a CSV file. You are recommended to use this template
and then add the relevant data.

* Max. no# of Corporate Phonebook is up to 1000
records per upload.

The following phonebook fields are mandatory for each
record:

e First name and Last name (at least one)

® Phone numbers (at least one)

Step 1

Select CSV file for import

Click = Upload from CSV File in the Corporate
Phonebook. Then click Browse to choose the .csv file in
your local hard disk for uploading. Then click Upload
Note: Tick i First row of CSV file is column header box

Step 2
Map the Column Header with Phonebook field

Map the Column Header of CSV File with Phonebook field.

Then click Save to continue.

Step 3

Select Records to Import

Select which records to import or select all to import all
entries. Then click Save to confirm the import into the
database.

You will return to the previous screen with the phonebook
entries created. All users in your organization can see the
phonebook now!

PCCW Convergence® el e e e el

B (c[ D [ E [ F ] G e T % 5

Ready

[l4 T« T» oI Phoneheok Terplate,

| 1 [Frst Name Last Neme | Tt Company _ Departnent Ofice Emall Ackiress Offce No Mebll Phone Home Phne  Other Phane  Business Fax Adeless

[ 2 |senior  Execuve Executve  Certral everts7ol@tiznehigaorcom | 29180320 90123456 28704010 S5, Ierriational Fi
| 3 |Merkeing  weanager Marketing  Quarry Bay  everts2rox@tiznehigator com | 29180334 90123457 28704011 14/F, PGCW Tower,
[ L4 |aarin  wanager Adrin  uarry Bay  aomin@ucompany com 27779003 90123458 7779004 14/F, PGCW Tower,
| 5| Secretary Tean Cuarry Bay _ secretary@cormpany com 7T 90123459 S7TPH18 14/F, PECW Tower,
| 6 |Fance Contoller Finance  Cenval fnanciai@company com 20336678 90123460 28386679 56, Inrrational Fin
{7 v Clert Glent everi52703@hiznetiigator com 29160412 90123461 23704012 20fF, Glent Tover

8 o Ghan Pater fohn@parter com 26881204 90123462 28831285 21/F, Partner Tover
9

[10]

[aL ]

[12]

13

ugmmj
I I

2 PCCW Convergence - Admin Portal - Microsoft Internet Explorer

Ele Edt Uew Favortes ook Help

acthess [

Main,

=" POCW Convergence”

Subscription Frofile | UserAccounts

rporate
Phariebook

Browse Phonebosk [Upload from CEVFile|  Exportto C8V File

Change Password

IMPORT CORPORATE PHONEBOOK
+4 Step 1 : Select CSV File for Import - Step 2 : Map the Column Header - Step 3 : Select records

CSV file to be uploaded: ,—
[¥ First rows of 8V file is column header
(Tip: A CSV'fle i a table of information that can be opened in Microsoft Excel. How o creste s 5 fle?)

20
C Upioad IT.
BEW [Comporste Phomsbock =] RO Upload ) [ cancel
e e N — |
Z

2 PCCW Convergence - Admin Portal - Microsoft Internet Explorer
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acthess [

Main,

=" POCW Convergence”

Corporate
Phaniebook

Change Password
Browse Phonebosk Upload from CSVFile | Exportto CSV File

IMPORT CORPORATE PHONEBOOK
+ Step 1 : Select CSVFile ++ Step 2:Map the Cy o c = Step3

Corporate Phonebook Header

First Name

1 First Nam <
2 Last Name. Last Name -
3 Title [iee =]
4 A7 ~ Please select — =
s Department Department <
6 office Office 2
7 Email Address Email Address <
s Default Phane Type Default Phone Type =
9 office Phone Office Phone i
10 Mobile Phone Mobile Phone <

o
[ save ) (cancel

Tems of ise

2 PCCW Convergence - Admin Portal - Microsoft Internet Explorer
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address [

Main,

D«

=" POCW Convergence”

Corporate
Phonebaok

Exportto C8Y File

Subscription Profile | UserAccounts

Change Password

Browse Phonebosk  Upload from GV File

IMPORT CORPORATE PHONEBOOK
+ Step 1 : Select CSVFile - Step 2: Map the Column Header =: Step 3 : Select no more than 1000 records to import

Filter by Full Narne: All |4 BCDEEGHIJKLMNOPORSTUVWXY Z

Page: €1 % Records per page : 100 <]

U n ai |Re
ﬂﬂ

[admin Manager sdmin@company.com 27739038 2883080

2 Financial Controller financial@company com 27739038 9641111
i Pohn Chan John@partner.com 27739038 9641111
I Marketing Manager event52702@biznetvigator.com 23704011 2918080

bl
Save )| [ cancel




1. Getting Started

1.6 Logout

We recommend you to logout Administrator Portal and
close the browser when you leave your desk. Simply click

PCCW Convergence® NeluiiE el d el

ange Password

Logout ' Help
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2. View Subscription Profile

You can easily view the details of your company’s
subscribed PCCW Convergence service by
Subscription Profile

2.1 Citinet/Direct Exchange Line

View those Citinet or Direct Exchange Lines which are
subscribed to PCCW Convergence service.

Citinet/Direct Exchange Line no. — The directory number of
the Citinet or Direct Exchange Line subscribed to PCCW
Convergence service.

In Use - Indicate if a user account has been created for
this line.

Voicemail - Indicate if this line is subscribed to PCCW
Convergence Voicemail feature.

Click-to-Call IDD - Indicate if this line is subscribed to click-
to-call IDD service.

Do not show caller number - Indicate if this line is
subscribed to Restricted Calling Line Identification service. If
yes, all click-tocall by this line will present “Private” to the
destination phone.

PCCW Convergence® el e e e el

2 PCCW Convergence - & E 55 - Microsoft Internet Explorer, [BEE]
Bl Edt e >
sress [@reoiue T VB

rporate
Phonebook

Gitinet/ DEL DDUIDAF Group Others.

Total number of CtineyDEL lines: 14 Site/Group Number. 1

Change Password

Page: €1 % Records per page: [20 <]

e
s | ] e | A

23700274 ¥ es
23700409
23700414

23700447

23700476

23700644

g zzzzzzz

Yes
Yes
Yes
23700459 Yes
Yes
Yes
Yes

27860014
27860046 Yes Yes Yes Yes No
27860114 Yes Yes Yes No No

Terms of Use

& @ nternet




2. View Subscription Profile

2.2 PABX/Keyline

View those PABX/Keyline customers which are subscribed
to PCCW Convergence service.

Total number of DDI/IDA-P Groups — Each PABX/Keyline
will require a group of DDI/IDA-P. Hence it shows the
number of PABX or Keyline in your company. Simply click
on Select Group Number to view DDI/IDA-P Group to
select which group you want to view.

The followings are information for each DDI/IDA-P Group:

Prime Number - The prime number of this DDI/IDA-P
group.

Default Number — Under most circumstances, the Default
Number is the same as the Prime Number.

Click-to-call IDD - Indicate if this group is subscribed to
click-to-call IDD service. If yes, you can then assign Click-
to-call IDD service to each user within this group in User
Accounts.

Show “Out of area” for Outgoing Caller ID - If subscribed,
all click-to-call by users in this group will present “Out-of-
area” to the destination phone. Applicable to PABX or
Keyline using DDI lines.

Restrict Caller ID Presentation — If subscribed, all click-
to-call by users in this group will present “Private” to the
destination phone.

The followings are information for each DDI number range:

DDI Level — The DDI number range subscribed to Prioritize
Plus service. Each range contains 100 phone numbers.

Hence the number range will show the first 6 digits e.g.
255566**.

No. of User Accounts — The number of user accounts
subscribed for this DDI number range. It is the number of
user accounts you can create in User Accounts for this DDI
number range.

User Accounts in Use — The number of user accounts
already created for this DDI number range in User
Accounts.

PCCW Convergence® BNl el de el

n Portal - Microsoft Internet Explorer.

(o (o

@ e

eeeeeeeee

& ® et
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2. View Subscription Profile

2.3 Others

View other information about your company’s PCCW
Convergence service subscription.

Size of corporate phonebook — The maximum number of
entries in your corporate phonebook.

Personal Fax High usage plan — The number of high usage
plan subscribed. Simply assign to user in User Accounts.

Personal Fax Superior usage plan — The number of
premium usage plan subscribed. Simply assign to user in
User Accounts.

Personal Fax — Personal Fax number subscribed.

IDD Fax — Indicate if this Personal Fax number can send
IDD fax.

In Use — Indicate if this Personal Fax number has been
assigned to a user account.

PCCW Convergence® el e e e el

3 PCCW Convergence - Admin Portal - Microsoft Internet Explorer, [BEE
Ele Edt Ve Favortes Taok Help ar
: -

e pein 8

=& POCW Convergence”

(Logout (Help

€D D

Subscription Profle] | UserAccounts LD
Ciinet/DEL | DDIIDA® Group Others
Size of corporate phanebok 5000 eniries

Change Password

Personal Fax
Total no. of Personal Fax 21 [Buperior usage plan: 10 (in use: 7]
Page: 412 b Records perpage [20 7]

Yes
Yes

[High usage plan: 10 (in use:3)]

24031658 o
24034855 Mo

24034856 o Yes
24034657 No Yes
24034559 o Yes
26679566 Yes Yes

26679867 Yes Yes =
Tems ofUse

& @ Internet




3. Manage User Accounts
PCCW Convergence®

3.1 Overview

The User Accounts section of Administrator Portal let you
create the relationship between end users and PCCW
Convergence service.

A user account contains all user details relevant to the
service, including the user’s directory number, user name

and password. In this section, you can add, delete and R T EEE
Fle Edt Vew Favortes Took Help ar
edit the features and services available to end users.

7
pan Ve

Logout (Help

The user accounts are organized by telephone line types. If oo

Subseription Frofile | oot Change Password

your company is Using Citinet or Direct Exchonge Line’ Chinet/DEL  DDIIDAP Group  Exchange Difectory Nurmber Sub-group
Site/Sub-Group ID: 1
Citinet/Direct Exchange Line section list all user

Filter by Login Name

accounts using Citinet or Direct Exchange Line in one 5 e o
view. If your company is using PABX or Keyline, ’_--
u [artox #++ [festing Number 01 [ART [vc#1@biznetvigator ¢ [27860014 =
DDI/IDA-P  section list all user accounts using DDI/IDA-P N 1 e e
K . . n [artas [F++%  [resting Number 03 | [ART | [vese@biznstvigatorc [27860114 =]
exfen5|on; a nd qare orgq n |Zed n DDI/I DA—P g rOUpS. | [artoa [+ [Testing Number 04 [oRT  [webconf4@biznetvig: [27860124 x|
u [artos [+ [Testing Number 05 _ [ART [webeonfS@biznetvig: [27660142 ¥] Ld
| [arto6 [+ [Testing Number 06 [6RT [webconfE@biznetvig: [27860144 =]

| [arto7 [ [Testing Number 07 | [ART  [webeonf/@biznetvig: [27860145 v] 14 =5

The major functions in this page includes:

C Save [ Cancel

Temms of Use

User Information/Phone Services/IDD Services — Use these
buttons to navigate all the fields of the user accounts.

& © et

EH IR T - Microsoft Internet Explorer.
s Tods Heb

Main,

Search — simply enter a name or directory number for 4 PCCW Convergence
search for a user account.

Subsoription Profie. | oot Ghangs Password

Gitinet/ DEL. DDVIDAP Group  Exchange Directory Number f Sub-group

Add User — Add a new user account in the Add User e LI

Prime Number: 35126300 Default Number: 35125300 Total Number of User Accounts: 5

page. oot ko (S T i ] (W v o [T
Filter oy Login Name: All ABCDEEGHIJKLMNOEGRSTUVWXY.Z Others

Records per page :[ 10~

T e R (e H

Delete User — Check the box for the entries to delete and

. T Em [+ restngnumber1s |Jar Jfecti@biznenigatord|as1z5aM]jo1 |

click Delete User to delete the user account permanently. L o S G e E .
r == e . e il
I [artin [+ [Testing Number 16 [ART  [webconf4@biznetvig: [351253 ~] [04

Edit - Go to the Edit User page to edit this user account. e || 2 1 T | | TR | X

o]
C Save C Cancel

Save - Alternatively, simply edit the fields in this page and
click Save to save the changes. 0 s
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3. Manage User Accounts

3.2 Add User Accounts -
For Company Using Citinet/Direct
Exchange Line

If your company is using PABX or Keyline, please visit
the next session Add User Accounts — For Company Using
PABX/Keyline.

If your company is using Citinet or Direct Exchange Line,
simply follow these four steps to add new users.

Step 1
Go to ' User Accounts . Then click AGERIESTY

Step 2
The Add User screen appears. Input the following
mandatory fields:

Directory Number — Select from the Drop-down box to
choose the user’s telephone number.

Login name — at most 15 letters of text (e.g. paulwong).
This is the user name for the user to access the User Portal.

Password — at most 16 letters of text (e.g. hkl1234). This is
the password for the user to access the User Portal.

First Name and Last Name — at most 20 letters of text
(e.g. Paul Wong). This is the name displayed in the User
Portal after user login.

Email Address — at most 50 letters

(e.g. paulwong@company.com). This is where the user’s
incoming Personal Faxmail and Voicemail will be sent to.
PCCW Convergence supports any email service, such as
Business NETVIGATOR mailbox or your company email
server. Simply check if the email address is correct and
accessible by the user.

Step 3
Input the following optional fields if applicable:

Voicemail password — Only applicable if line is subscribed
to PCCW Convergence Voicemail service. Enter a

four digit PIN for users to access the voicemail system

by phone (from his office phone or remote access by

28883888 (Chinese) & 28883838 (English)).

PCCW Convergence® BNl el de el

A PCCW Convergence - ZH IR E5 - Microsoft Internet Explorer
Ble Edt ew Favortes Iook tep x

Achess | Main, v B

=" POCW Convergence”

Subseriation Profle Fhofebat

Change Password

Citinet/ DEL DDUIDAF Group  Exchange Direstary Number  Sub-group

Siessub-Group - [ 1 ]

e

Page: 41 |

Directory
Humber
| [22261118 ] &

[ [22281110 v] i

EB!M!!

|[1118 [I1118@evg.com

|l1118 | [l1119@evg.com

1118 |[esee frs-il-160
l1118 [losee | lfixeil-169

[l1120 [[eeee [fee-i-169 | lr2261120] [11120@evg.com

| [22261120 v]

(save ) ( cancel
€ © Internet
3 PCCW Convergence - Z B 5 - Microsoft Internet Explorer EEX
Fle Edt Vew Favortes Iook Help ar
adchess | Main, v B

=" PCCW Convergence’

Subscription Frofile

User Accounts, Change Password

Citinet/ DEL DDVIDAP Group  Exchange Directary Number f Sub-group

Add User Select Line Type and Group no.  Line type: [Citinet/DEL =]  Site/sub-Group : [T~

Part1. User Information - Enter the following mandatory information [~
LoginName: [~ atmosti5letters oftext (e.0. paulwong)

Passwort [ atmosti6letters oftext(e.0. hki1234)

FirstName: [ atmosta0leters oftext (e.g. Pau)

LastName: [ atmost20letters oftext (.0 Wong)

EmailAgoress: [ atmosts0letters oftext (¢.0. wono@netvigator conm)

Create user account for Phone

Part II. Feature Settings and Assign Optional Features
1. Voicemail
Voicemail: Yes  Voicemail Password: [ | (4 digit FIN)
2. Assign Personal Faxnurnherto the user. (Select fiom the ist of unassigned P ersonal Fax number)
Personal Fax: [(No fax no.) =] Fexplan: [l uzao 2] WDFax: No Inforas: [~
3. Clickto-Call IDD sefings

No ek to-callInfoline: [~ =

(_save )| (_cancel )

Temms of Use

& © ternet

Personal Fax — Use the drop-down box to assign a Personal
Fax number and fax service class to the user. If the Personal
Fax number is subscribed to IDD Fax, select the checkbox if
you allow the user to use Infofax.

Click-to-Call IDD - Only applicable if the line is subscribed
to Click-to-call IDD. Select the checkbox if you allow the
user to click-to-call Infoline.

Step 4
Click Save . You will return to the previous screen with the
user account created. The user can login User Portal now!



3. Manage User Accounts
PCCW Convergence®

3.3 Add User Accounts —
For Company Using PABX/Keyline

If your company is using Citinet or Direct Exchange Line, 3 P Comvergsnce - EIIESS Werosr et xplrer

Ele Edt Uew Favortes ook Help >

please visit the previous session Add User Accounts — For = ‘8.
. ore . . " PCCW Convergence”
Company Using Citinet or Direct Exchange Line. - .

Subscripton Frofls Somorste T change Password

IF yOUr Compdny is USIng PABX or Keyhne, Slmply follow S“E/g:r::;‘ie‘: . DDU\Di—PGWun Exchange Direstory Number/ Sub-group
these four steps to add new users.

Show Default Number for Clickto-call: [Separate assignment for each user =] JESEICH|  Filter by DDI Level: [all <

search
Records per page :[ 10~

e e ST T B
[artis [#*+ [festing Number 16 [aRT  [vc41@biznetvigator.c [351253 ] [01 |
[t [#++ [Testing Number 17 [aRT __ [vc43@biznetivgator.c [351253 ] [02 |
= [+ [rasting Nomber 18 [aR7 | [vosz@biznamvipators [1253 5] 33
[art1s [+ [Testing Number 18 [ART  [webconf4@biznetvig: [351253 ~] [04
[artzn [+ [Testing Number 20 | [ART  [webconfS@biznetvig: [351253 ] Edﬂ

]

Step 1 I
Go to  User Accounts . Then click BLGCERVETS g

Step 2
The Add User screen appears. Input the following
mandatory fields:

( save ) ( cancel

& © ternet

DDI Level — Select from the Drop-down box to choose the
first six digits of user’s telephone number e.g. 255566 if i —
user’s telephone number is 25556688

ageress | ain oo

=" POCW Convergence’

Extension — Enter the last two digits of the user’s telephone
number e.g. 88 if user’s telephone number is 25556688. suoron it [ sariome [ et | croerassus

Citinet/ DEL DDUIDAP Group | Exchange Directary Number / Sub-group

Add User Select Line Type and Group no.  Line tpe: [DDI/IDAP ¥]  SiterSub-oroup iz [2 =

Login name — at most 15 letters of text (e.g. paulwong). A g — .

Part . User Information - Enter the following mandatory information a2

. . LoginName: [ atmost15 lefters oftext (e.g. pauwong
This is the user name for the user to access the User Portal. e il

FirstName atmost 20 lefters oftext (e.0. Paul)
LastName atmost 20 lefters oftext (2.g. Wongy

Password — at most 16 letters of text (e.g. hk!1234). This is ,1,..“,.1,1 e ’

the password for the user to access the User Portal. ey ey

First Name and Last Name — at most 20 letters of text S e u (o] oy

(e.g. Paul Wong). This is the name displayed in the User —

Portal after user login. < o

Email Address — at most 50 letters Click-to-Call IDD — Only applicable if the DDI Group is

(e.g. paulwong@company.com). This is where the user’s subscribed to Click-to-call IDD. Select the checkbox if you

incoming Personal Faxmail and Voicemail will be sent to. allow the user to click-to-call IDD and Infoline.

PCCW Convergence supports any email service, such as

Business NETVIGATOR mailbox or your company email Caller number display for click-to-call - Only applicable

server. Simply check if the email address is correct and if the DDI Group is subscribed to normal Caller Number

accessible by the user. Presentation function. You can set the caller display for
click-to-call to User Phone Number or Company Prime

Step 3 Number. Note - For PABX or Keyline using DDl line, the

Input the following optional fields if applicable: caller number presentation would be set to Out-of-area

during service subscription.
Personal Fax — Use the drop-down box to assign a Personal

Fax number and fax service class to the user. If the Personal Step 4
Fax number is subscribed to IDD Fax, select the checkbox if Click Save . You will return to the previous screen with the
you allow the user to use Infofax. user account created. The user can login User Portal now!

P13



3. Manage User Accounts
PCCW Convergence®

3.4 Change Users’ Directory Number

After using PCCW Convergence service, you may wish to
change the directory number of a user account. If the new
directory number is not yet in use by any user account,
simply go to Edit User page to assign the new number.

On the other hand, there may be circumstances that you
may wish to swap users’ directory numbers without deleting
any user account. Simply follow these three steps.

Step 1
Click Exchange Directory Number/Sub-group in
User Accounts .

tep P S DR N
.

A box listing all directory numbers in use for PCCW | e
Convergence service will appear. Simply highlight the 9 S S O =

numbers you wish to swap. Then click [EEEM to add info
the Selected Directory Number selection box. Then click

elected Directory Number

Sfe 3 save ) ( cancel )
The right screen will then display the user names and
numbers of your selection. Simply choose their new 5 Sy

directory numbers from the drop-down box New Directory
Numbers then click Save .



4. Manage Corporate Phonebook
PCCW Convergence®

4.1 Overview

PCCW Convergence Corporate Phonebook is a database
of useful contacts. It is available to everyone in your
organization using PCCW Convergence.

The Corporate Phonebook screens are designed similarly
to the User Accounts screens. You can easily browse and
edit the entries easily.

The major functions in this page includes:

Fle Edt Vew Favortes Took Help

Z
s [ an Ve

=" POCW Convergence”

General/Contact/Company — Use these buttons to

navigate all the fields of the phonebook. Y e S
Upload fram CEVFile  Exportta C8V File

Total number of Gorporate Phonebaok Enties : 58
Number of Filtered Erries : 58

Logout (Help

Search — Simply enter a name or directory number to Py a2 S e
search for a phonebook entry. | [ N
Fobgleal-c0ls [prupgl-cal-ce01-170][22215850 | [Manag| [I5850@cvg.com 1=
Add - Add a new phonebook contact in the Add Contact TRV S (T | ESTEr 4
foobalesloodd [ruxbglcal co03-170| 22215652 | [Manag| [Isese@evg.com | &
poge- focbalesZecdls [riy pgl-caz-co01-170| 22215852 | [Manag| [IseS3@cva.com u

Fix-bl-ca-ce02

T el |Ftx-bgl-caz-con2-170 (22215654 | [Manag| [Ises4@eva.com -]
cad-co

- [Ftubgl-caz-cc03-170| 22215855 | |Manag| |s855@cvg.com |z

~ [Fx-hol-ca3-cc01-170] (22215856 | [Manag| 15856@evg.com | &
9% |[Fx-bal-ca3-cc2-170/[22215657 | [Manag| |IseS7@cva.com |\ 8

Coanee)

Delete — Check the box for the entries to delete and click
Delete to delete the phonebook entries permanently.

A O000000O0ml]

& © et

Edit — Go to the Edit Contact page to edit this phonebook
entry.

Save - Alternatively, simply edit the fields in this page and
click Save to save the changes.

P.15



4. Manage Corporate Phonebook

PCCW Convergence® ministrator Manual
4.2 Upload corporaie Phonebook CCnnvelgence—ldminl’nnal—MicmsnﬂIntemeiExplﬂmr

Vew Favortes Todks Help 4

aciress @) Main,

=" PCCW Convergence”

Simply follow these two steps to add one entry into your ,, o
€D D
Corporate Phonebook.

Browse Phonebosk Upload from CSVFile | Exportto C8V File

Total number of Corporate Phoneback Enies : 58
Number of Fitered Entries : 68

Seareh

St -I Fiter by Full Name: All A BCDEE GHIJKLMNO PQRSTUV WX Y Z Chinese Names | Others

Click B2¥EN in the Phonebook to go to the Add Contact . e e

=== EE
page.

Records per page

Pchgleal ee0l [prw-hl-cal-ce0 1-170][22215850 15850@cvg.com /]
foebol SS1.2002 |t bgl-ca1-con2-170| 22215051 | |Is851@Cv9.com |7
foobalestectd [rixbglcatcon3-170| (22215652 | [I5852@Cvg.com | &
focbales?ectls [riy bgl-caz-con1-170| 22215653 | |I5853@Cv.com 7]

Fx-bgl-ca2-cc02-
170 22215854

(oCERli2 st |Fon-bgl-oaz-0e03-170 22215855 | [Manag| [1s855@ev0.com 7
foobglesdeodl (o bgl-caz-co01-170| 22215656 | [Manag| [1sesé@eva.com 7]

Fx-bgl-ca3-ce02-
170 22215857

T (save ) (cancer)

Temms of Use

[Ft-bgl-caz-ce02-170| (22215854 | [Is854@cvg.com | @

ORI T BT

|Ftx-bgl-caz-ce02-170| 22215857 | [Is857@cvg.com | @

&1 @ rternet

2 PCCW Convergence - Admin Portal - Microsoft Internet Explorer
Input the contact information and click Save . caaidbue .
The following fields are mandatory: . oo

i —
Subscripton Profle | Userdccounts | (Rore Change Password

e First name and Last name (at least one) Y
® Phone numbers (at least one) e

First Name:™ 50 letters of alphanumeric
Last Name:* 50 letters of alphanumeric
Tie:

Emall Address:

Business Fax

atmost 20 digits ;for overseas number, start
with "+

Company, 100 letters of alphanumeric
Depariment 100 letters of alphanumeric
office Narme:

Address:

]
[Come ) Ceoma)

Tems of Use

& @ ternet




4. Manage Corporate Phonebook
PCCW Convergence®

4.2 Upload Corporate Phonebook -
PBRB S oo @ AN e -0
| vl arrow -1z -|B 7 U Do So-A-K 8
Jorawe 5 & | asoshopes- \ N OO
Import Corporate Phonebook IR
A B |[¢[ D [ B | F G 5 [ [ e | =
. . . . [ 4 [Admin  Manager Acinin Quarry Bay |admincompany.com 27779003 90123458 27773004 14JF, PCC Tower,
[ 5 |Secrstary Team Quarry Bay | secrefary@company com TG 90123469 27FF119 14F, PCCU Tower,
You can import a CSV file from local hard disk into your | e fon, |Gomtir eeigerpaon | 7 s i ol
. H 8 |Jon Chan Parer [ohn@parher com 28351234 90123462 28821235 21/F, Partner Tower
Corporate Phonebook. On the right is a sample template :
[10]

of a CSV file. You are recommended to use this template

<

and then add the relevant data.

* Max. no# of Corporate Phonebook is up to 1000
records per upload.

adves: [ i 25

=" POCW Convergence”

The following phonebook fields are mandatory for each

record : e M Somorate | changs rassword

. Browss Phonebosic [Uoad o GBVFIe]  Exportts Cov File
e First name and Last name (at least one) F——

+4 Step 1 : Select CSV File for Import - Step 2 : Map the Column Header - Step 3 : Select records

® Phone numbers (at least one) R — |

[¥ First rows of 8V file is column header
(Tip: A CSV'fle i a table of information that can be opened in Microsoft Excel. How o creste s 5 fle?)

2ix

o e®mckE-

Step 1

Select CSV file for import

Click = Upload from CSV File in the Corporate
Phonebook. Then click Browse to choose the .csv file in
your local hard disk for uploading. Then click Upload .
Note: Tick i First row of CSV file is column header box

3 phonsbook

Coroca )
e — opons) (conce)
Y R | L)

2

2 PCCW Convergence - Admin Portal - Microsoft Internet Explorer
Ble Edt ew Favortes Iook tep >

achess [ Main v B

=" POCW Convergence”

Step 2
Map the Column Header with Phonebook field IS T T

Browse Phonebosk  Upload from C8VFile | Exportto C8V File

Map the Column Header of CSV File with Phonebook field. e e
I T

Then click Save to continue.

1 First Name First Name
2 Last Name. Last Name i
3 Title [ie =
4 AR -- Pleass selact -- ¥
5 Department Department =
6 office. Office =
7 Email Address Ermail Address <
s Default Phone Type Default Phone Type v
9 office Phone Office Phone <
10 Mobile Phone. Mobile Fhane Bl

&
C Save i Cancelr

Temms of Use

2 PCCW Convergence - Admin Portal - Microsoft Internet Explorer

Ele Edt Uew Favortes ook Help

s [@ . VB

=" POCW Convergence”

Step 3

Subsurpton Frofle | UserAcoounts Somorate 1 Change password

Select Records to Import i TR Soe

IMPORT CORPORATE PHONEBOOK

Select Wh|ch records to import or Select G” to import G” + Step 1 Gelect CSV File - Step 2:Map the Column Header : Step 3 : Select no mare than 1000 records to import

Filter by Full Narne: All |4 BCDEEGHIJKLMNOPORSTUVWXY Z Cthers

entries. Then click Save to confirm the import into the e e e 57

S —————
database. ERE e e

v T O | s
= Do L e pe—
You will return to the previous screen with the phonebook v T —

entries created. All users in your organization can see the

phonebook now! l e Cam)

P17



4. Manage Corporate Phonebook
PCCW Convergence®

4.3 Export Corporate Phonebook to
CSV fi IeS 2 PCCW. Convergence - Admin Portal - Microsoft Internet Explorer

Fle Edt lew Favories Took Heb [
Adetess [ M, HE

=" POCW Convergence”

You can easily save a backup of your Corporate
Phonebook into your local hard disk as a CSV file. Simply e e (D (e
follow these three steps. Browe Phonebosk Upload fom o8vFils| [ EmotiocevFie |

EXPORT CORPORATE PHONEBOOK

=2 Step 1 : Map Phonebook Field with Colurnn Header of CSV File - Step 2: Download and Save

2 First Name [Frst viame
Ste ] 2 e [Cast Name
Click Export to CSV File : =

7 Company [company

5 o — [oepartmert

5 offee [offes
Step 2 ; Email Address [Ernai address
Map the Phonebook field with your preferred column :”h

headers for the CSV file. Click ~Export . o)

Temms of Use

& ® et

2 PCCW Convergence - Admin Portal - Microsoft Internet Explorer
Ble Edt ew Favortes Iook tep L
adives: @1 i 2>

Ste o 3 =" POCW Convergence”

Depending on the size of your Corporate Phonebook, wait
for a few moments for the system to make your CSV file.

Subscription Frofile | UserAccounts Change Password

ok
Browse Phonebosk Upload flom C8VFile | Exportto C8V File

EXPORT CORPORATE PHONEBOOK

After the File Download page appears, click ® Save this file S i Som s o s v e
to disk to save the file to your local hard disk. o

*fou have chosen to download a file from this location.

Corparate_Phonebook. zip fram ppadmin. pecw-cvg.com

‘What would pou like to do with this file?

" Open this file from its curent location

& Save this file to diski

¥ Always ask before opening this tupe of file

( cancel

0K I Cancel More Infa | ry

L"‘

P.18



5. Manage Administrator Password
PCCW Convergence®

You will be asked for your initial administrator ID and
password in the service subscription form.

2 PCCW Convergence - Admin Portal - Microsoft Internet Explorer,

During your first time login to Administrator Portal, you will TR T =y

gvess @ i, D>

be asked for changing your password. Furthermore, you T —

are recommended to change your password periodically.
Simply follow these two steps to change your password. )

Step 1
Go to  Change Password

||t most 16 letters of text (s.g. hki1234)

Step 2
Enter your old password, then enter your new password
twice. Password should be at most 16 letters of

alphanumeric. Then click Save .
C Sav!‘ /Cancel‘

& @ et

P.19



6. Logout
PCCW Convergence® NeluiiE el d el

We recommend you to logout Administrator Portal and
close the browser when you leave your desk. Simply click

Logout ' Help

ange Password

P.20





