felesystem Blue Platform

Hosted VolIP Phone System Quick Reference Guide

Adding an Administrator Using the Hosted VolP Admin Portal

The following procedure provides users with the appropriate access and the ability to add Group and Department level adminis-
trators to existing Hosted VolP Phone System accounts.

The Group and Department level administrators will only have the ability to make changes to the Group or Department they are
given access to.

= e:elesystem 1. To add a new group or departmeljt adminis-
trator to an already existing group, first navigate
Welcome MarketingLabAdmin to the Group Profile tab from the left side panel.

MarketingGroup (Marketing)

Marketing Lab (Marketing)

All Users

!: Dashboard

2. From the Site Info menu, select

Group Profile Administrators.

SITEINFO ™ TIME SCHEDULES

Location Info
Change Password
Service Authorizations
Numbers
Password & Passcode Rules
Administrators

L hdain Mumbar Drafila

Administrators 3. From this page, you may choose to Add, Edit,
or Delete an existing Group Administrator.
ProductLabAdmin K ADD g p

Edit
ProductLabAdmin
ProductGroup

ProductGroup

SHOW/HIDE PASSWORD
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Add a Group Administrator

Administrators 1. Click the Add button.

ProductLabAdmin - ADD

2. Enter in the following information:
Administrator ID (this will also become the user
name that the administrator will use to login).
New » Last Name

* First Name

-Administrators

* indicates required field.
* Initial Password

* Re-type Initial Password

* Administrator IC Note: The password must contain a
minimum of 12 characters and include at
least one of each of the following items:
uppercase letter, lowercase letter,
number, and special character.
» Language
* Administrator Type

- Group

- Department

» Choose Department the administrator
will be able to control.

combuckeye com

SHOW/HIDE PASSWORD

English

® Group

O Depanment

Department Name (Mark: =

3. Click the Save button to finish creating the
new Administrator.
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Edit an Existing Administrator

1. Use the drop-down box and choose the

Administrators Administrator ID from the list.

ProductLabAdmin - ADD m

Edit

ProductLabAdmin

2. In the Edit box, you may make changes to the
available fields:
» Last Name
 First Name
E¥OMCIEr 0t « New Password
* Re-type Password
Note: The password must contain a
minimum of 12 characters and include at
least one of each of the following items:
uppercase letter, lowercase letter,
number, and special character.
 Language
Note: The Administrator Type cannot be changed.
SHOW/HIDE PASSWORD In the event that the incorrect permissions were
applied to a user when the account was created,
you must delete the administrator and then create a
new one.

ProductGroup

Delete an Existing User

1. Use the drop-down box and choose the
Administrator ID from the list, then click the
Delete button. The page will refresh and then
Prociactt S j oo Administrator ID will no longer be available.

'Adminisuators
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