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· To administrate your system, open an internet explorer from any PC on your network and go to https://phonesystem.goodsmillwork.com  and click on “PBX Administrator”.  Your Admin username is goodsadmin Your Admin password is xCor7yFmEb2
· Each user has a personal log in to the system that allows him to see his call logs, set presence, program call routes, view the manual etc.  To administrate your personal phone, go to https://phonesystem.goodsmillwork.com and click on “User Control Panel”, enter your extension as your user name and enter your password as 0xxx where xxx is your extension number e.g. (User: 103 Password: 0103)
· Or to see who is on the phone, call recording, etc, log into the operator’s Xactview panel https://phonesystem.goodsmillwork.com and click on Operator Panel.  This function is only available to users who have been assigned Xactview access by the administrator under the user’s profile.
· Your ringing schedule works as follows.  All calls are handled by the Inbound Routing by DID number.  Your system has been set up on an automated schedule that can be administrated under Modules > Applications > Time Groups.  You may add time ranges for any date or times that you desire the system to be in night mode.  Hit “Submit” & “Apply”
· Snow days or anytime you wish to have the system play an Auto Attendant that is different from the day or night Attendants requires use of the “Call Flow Control” feature.  Your system has been set up with “Call Flow Control” with feature code *280.  You can toggle this snow day feature on or off by dialing the *280 feature code from any phone.  If you don’t have access to a phone, you can browse to your system admin portal and go to Modules > Applications > Call Flow Control > edit *280 > hit the “Normal/off” or “Override/On” > Submit > Apply
· Lines:  Your system is connected to (0) copper lines and (3) Voice Over IP lines 

· Your fax service will be discontinued.
· To change your Company Auto Attendant (IVR) greetings.
· From the admin portal go to Modules > Admin > System recordings > click on the edit icon to change a greeting.
· Your Customer Service Call Que Welcome greeting should sound something like this:

· Thank you for calling Good’s Millwork.  Please hold for the next available customer service representative.
· Your Auto Attendant greeting for Que opt out should sound something like this:

· If you no longer wish to hold, press 0 for the main menu.

· Your day greeting should sound something like this:
· Thank you for calling Good’s Millwork.  If you know your party’s extension, you may dial it at any time.  For Bryan in sales, press1, Troy in sales 2, Justin in sales 3, Joe in estimating 4, Tim 5, Elizabeth in Accounts Payable 6, Emma in Accounts receivable 7 or 8 to leave a general message.

· Your night greeting should sound something like this:

· Thank you for calling Good’s Millwork.  If you know your party’s extension, you may dial it at any time. Normal office hours are 8-5 Mon.-Fri.  For Bryan in Sales, press1, Troy in sales 2, Justin in sales 3, Joe in estimating 4, Tim 5, Elizabeth in Accounts Payable 6, Emma in Accounts receivable 7 or 8 to leave a general message.
· Your snow greeting should sound something like this:
· Thank you for calling Good’s Millwork.  Please note that our offices are closed today for the holiday.  If you know your party’s extension, you may dial it at any time.  For Bryan in Sales press1, Troy in sales 2, Justin in sales 3, Joe in estimating 4, Tim 5, Elizabeth in Accounts Payable 6, Emma in Accounts receivable 7 or 8 to leave a general message.
· To remotely access voicemail when outside the office
· Call 573-378-2580. When you hear the Auto Attendant, dial *404.  If a live person answers the call, ask to be transferred to *404. It will prompt for your extension xxx and then your voicemail password (0xxx)   e.g. 115 Password: 0115
· Transferring directly to a voicemail box:  While on a call hit transfer * > extension number > transfer.  An alternative is to hit transfer vmail button on screen followed by the extension.
· Parking a call:  

· From IP phone hit park button while on call
· From your cell phone press ##700 
· Retrieving a parked call:

· From an IP phone hit call parking button to retrieve > Use the up/down arrow and the select key to retrieve the call of your choice.  Alternatively you may press call park location buttons on the top left of your phone.  e.g. Park 701
· Paging:

· To page from any phone dial 460 for all page.  This will be a one way page
· Music on Hold: You may play music from internal memory of the PBX by logging in to the phone system and browsing to Settings>Music on hold > Click on – next to all existing music files to delete them > Click Browse and select a music file of your choice > Click upload > Wait for upload to complete > Place a call and test your music volume > Adjust volume as needed.
· To retrieve a call ringing at another extension dial *8+ extension

· Zulu:  Zulu is a computer application that allows you to make calls from your computer.   Click-To-Dial from a browser is also a capability.  It can be used as a softphone or as a dialer only.  We recommend using as a dialer only so that you can take advantage of the better call quality provided by the desk phone.  

· You may download Zulu from: https://www.sangoma.com/products/zulu/
· Log into your phone system with user: yourusername@phonesystem.goodsmillwork.com e.g. 101@phonesystem.goodsmillwork.com
· Enter your user password
· Special mailboxes:
· To setup your mailboxes: Dial *404 from any phone or follow the instructions above to remotely access voicemail.  After logging into the mailbox select option 0 > 1 to record your unavailable message.
· General Mailbox (101)
· You’ve reached the General Mailbox and Accounts Payable Mailbox…..
Support:

Call (717) 665-2141 with any questions.

We offer 10 Minutes of free support per incident. 
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304 N Main Street Manheim PA 17545 Ph: 717-665-2141 Fx: 717-406-1948








