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airespring Welcome!

 Welcome to AirePBX

* This Basic User training is designed to

help you get comfortable with your new
Cloud Hosted IP PBX.

« With an amazing number of features, the
AirePBX System will empower you to be
more efficient in your day-to-day activities.



airespring Ready Start!

* AireSpring created this Ready Start! Guide
to assist you with the initial setup of your
new AirePBX ICM User.

« Setup Voicemail Greetings.

« Overview of frequently used ICM CommPortal
functions.



alrespring Resources

» User Information Page.

« This page contains links to a number of documented
resources like phone guides and CommPortal training.

* Airespring.com/ip-PBX-customer

e CommPortal

* Online web based portal to manage your voicemail,
contacts, and call features such as Find Me Follow Me.

o https://commportal.airespring.com/#login.html

e Customer Care
. 888-288-5010
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airesprings AirePBX Components

* The Phones

« There are a number of different phone options with the AirePBX.

* Quick guide reference information for your specific model can be
found on the user information webpage.

 Voicemall

« Accessible through your phone, remotely, and online via the web
CommpPortal.

e CommPortal

* Online web portal which allows you to:
» Access your voicemall
« Set up voicemail for email forwarding or notification
« Set up incoming call management, Find Me Follow Me, Forward, etc.
* Retrieve contact information
* View received, missed and Dialed calls and Faxes
« And use many other features.



airespring Voicemail

 Voicemall Access
* Via your SIP Phone dial *98

* Via remotely:
 Call your office telephone number.
« When your greeting answers push the * button.
* You will then be prompted to enter your PIN.

* First Time Login
* You will receive prompts for the following actions:
» Recording your greeting
* Recording your name

« Changing your PIN
« Must be between 6 and 20 digits long
« Cannot be part of your telephone number
« Cannot repeat a single digit more than two (2) times
« Cannot be a sequence of numbers such as “123456”



airespring CommPortal

« CommPortal is an online portal which allows you
to manage your communications from anywhere
you have Internet Access.

« Enables you to do the following actions:

« Access voicemail
« Set up voicemail for email forwarding or notification

« Set up incoming call management, Find Me Follow Me, Forward,
etc.

* Retrieve contact information
* View received, missed, Dialed calls and Faxes
« And use many other features

« Note that you will still be able to use many of the
* code features you were able to use previously.



airespring Logon to CommPortal

— =% Eol =x=)
‘5 & ‘l & httpi//commportal.airesp.. 20 ~ & X H @ Airespring Phone settings ‘ ‘ A ok

* Goto:
http://commportal.airespring. : . |
com/#login.htmi AirePBX "Aire fpring

* You will be prompted for:
* Number
 Password ST

customer support.
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CommPortal ICM Basics

Overview of
TS
calls, &
settings

Mobile
Phone

Messages &
Call History

Store, Create,

& Retrieve
Contact Info
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| @ Airespring Phone settings x | + l
immportal.airespring.com/#session44c26487009e8ecc/line & ‘ “9.’* Yahoo /Oi f |
l_éb Most Visited | | Getting Started &3 Airespring Phone setti... "} Home - Smartsheet »» [E3 Bookmark ‘

Q! ~ | O Yahoo! Search

Missed Call

AirePBX"
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My Mobile
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e 6 messages '

Messages & Calls

me of call

Training Room 11/21  3:27 pm
Training Roog 11f21  2:30 pm
Training on: ..... 11f21  2:28 pm
(8 .... 93 5221 1121 1:32pm
518) 793 5221 11/21  1:24pm
Training Room 11f20  4:54 pm
Ed Holt 11/20  10:09 am
(818) 793 5221 11/15  2:22pm
{818) 793 5221 11/14  5:31 pm
(818) 793 5221 11/14  4:05 pm

SEARCH ~ ]@- .mv@ E L &

" Aip€pring”

al | v

Call Manager Apps Groups Settings

A\

Contacts

Contacts

| Search for...

| First Name:  AireSpring

* Last Name:
(4 Organization:

AireSpring
ARIMN

hiFfalabrictes b

Call Manager Settings
& When I receive a call
Ring my phone

Change settings

Manage
Incoming Call
Treatment

Download
Desktop Apps
& Widgets

Call Groups
List MLHGS,
CPUGs

Access &
Change Call
Service

settings



airespring: ICM Dashboard

Most commonly used functions sit under the Dashboard tab when logged in.

AirePBX" " Aire Spring’

R ' Click2Dial

My Mobile Messages & Calls Contacts Call Manager Apps Groups Settings

Voicemail
You have 6 messages

Contacts

l 'Siarch for... I First Mame:  AireSpring

------------------------------------- #  Last MName:

Agent_recrmt _____________ ‘:[ Organization: CO nta Ct I I St
: : AgentSupport .
Missed Call Time of call S s, Telephone Nitlicis a n d d eta | IS
Training Room 11/21  3:27 pm alrecare ...................... rf:h
Training Room 1121 2:30 pm AlreSpnng ...................
Training Room 1121 2:28 pm
Misse d Ca 1 6) 793 5221 /21 1:3zpm | AR
{818) 793 5221 1121 1:24pm oAl ctee it
Log Training Room 11/20  4:54 pm Call Manager Settings C urre nt Ca I I
Ed Holt 1120 10:09 am ‘. Whes Tveceivaa call Management
(818) 793 5221 11/15  2:22pm Ring fny phone .
(818) 793 5221 1114  5:31pm Setti ngs

(818) 793 5221 11/14  4:05 pm Change settings




airespring' Click2Dial

{

gl{\‘ ‘-;)[ & http:/fcommpaortal.airesp.. 0 ~ & X l

File Edit View Favorites Tools Help

& Airespring Phone settings X ’ ‘ L 203

95 v Home - Smartsheet g] Web Slice Gallery v

AirePBX"

(818) 738 1981 ~

Click2Dial

My Mobile Messages & Calls Make a call to:
{enter number to call

Select
another

You have 4 messages (1 new)

Last Name:
phone from I Organization:
po p u p tO Missed Gall Time of call e M oL E nte r
818) 793 5221 My Phone (818)7387223 [ b
change the i | My Mobile (S61) 449 7186 | number to
phone you G | Oher (BO1 602462 call and click
. (818) 793 5221 en' era newrnu EI'./;;UN _______________ d . I Y
are calling P i e = ial. Your
fro m (818) 793 5221. ..... 11/2 12:31pm Call Manager Settings p h one Wi I I
(818) 7935221 112 12:31pm St .
(818) 793 5221 10/30  10:10 am Ring my phone ring an d th S
(805) 522 3322 10/30 8:31am n u m be r Wi | I
(818) 793 5221 10/29 4:12 pm Change settings

be called




@irespring” My Mobile Tab

oo/

Q | & hrtp:-“:":C'"l‘!-"ﬂPli‘ffif-aifes_pm P~CX ‘ & Airespring Phone settings
File Edit View Favorites Tools Help

o Ad d O r re l I I Ove yo u r 1= ¢ |Tabs v Home - Smartsheet 2| Web Slice Gallery v & Airespring Phone settings a:ls index

mobile number. . ™ —— |
| AirePBX Aire Gpring
* Fuse your mobile to

your AirePBX B e [ g e
Voicemailbox

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

 Mobile provider VM St g

= Automatically recognize your mobile when retrieving messages.

fOI’W&I’dII’]g ‘ :Wmvwmn;mn:::o:;:bkm‘smmsem&
Instructions

* Mobile Setting —
Options
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My Mobile Tab Cont.

< lE

File Edit View

Favorites Tools Help

% ©)Tabs v Home - Smartsheet 2 Web Slice Gallery v

@ Airespring Phone settings

Once a mobile number is
entered Tab Page will

ol
asce

index

AirePBX"

Welcome to My Mobile

" Aire Spring’

o i o File Edit View Favorites Tools Help
(& McNei \ cal >4 =
=) L= 5 v Home - Smartsheet &) 'Web Slice Gallery v
Dashboard Messages & Calls Contadts Call Manager Apps Groups Settings

change

Q‘ || & http/fcommportalairesp.., O ~ & X B Airespring Phone settings l

This service you vith several features to help you use your mobile phone
with your mailbox on (818) 738 1981:

= Automatically recognize your mobile when retrieving messages.
= Optionally use your mailbox for your mobile phone’s voicemail service.
To begin, enter your mobile number below:

] [ ContmueJ

AirePBX"

" Aire Spring’

(818) 738 1981 ~ | |G-
Dashboard Messages & Calls Contacts Call Manager Apps Groups Settings

My Mobile Number Fuse My Mailbox

(818) 867 5309 To use your mailbox on (818) 738 1981 to take messages from callers to your
mobile, you will need to set up call forwarding on your mobile. For instructions

Remove on how to do this, please select your mobile provider from the list below.

v

Enter your

mobile
number

Hint: You can retrieve messages
and access mailbox settings by
calling (818) 742 1372 from your
mobie.

Add it as a speed dial or contact on
your mobile to save you having to
remember it.

Mobile Settings

[F] skip PIN

F Auto-Play Voicemail
[F] Auto-Play Fax

Voicemail Playback:
Details and Message




airespring Fuse My Mobile

Airespring Phone settings

@ 1. Select Carrier
from drop
down menu »

2. Click View Instructions.

Q\L 2)| @ httpy/fcommportal.airesp... P~ X H =iv'\'respring Phone settings \

File Edit View Favorites Tools Help

b7 3 SJ Tabs  Home - Smartsheet ;J Web Slice Gallery v Ajrespring Phone settings 4% index

Messages: Calls  Contacts Call Manager Apps Groups Settings

My Mobile Number

= ™
AirePBX
(818) 867 5309 To use yq mailbox on (818) 738 1981 to take messages from callers to your

mobile, yofwill need to set up call forwarding on your mobile. For instructions

on how to qAthis, please select your mobile provider from the list below.

Hint: You can retrieve age:

" Aire Spring’

(818) 738 1981 ~

and access maibox settings by

caling (818) 742 1372 from your Dashboard Messages & Calls  Contacts  CallManager » ps  Groups  Settings

mobie. Verizon{CDMA)

2 . Verizon(TDMA

Add a5 a speed dial or contact on BlueGra(:;Dor Izlid‘.'.'est Wireless My Mobile Number Fuse My Mailbox

your mobie to save you having to Celicom

remember & Cincinnati Bell (562) 225 6145 To use your mailbox on (818) 738 1981 to take mess@es from callers to your
Us Cellular mobile, you will need to set up call forwarding on yourGkobile. For instructions

| Other Remove | | on how to do this, please select your mobile provider fi@in the list belows.

Auto-Play Voicemail

Hint: You can retrieve messages e e

Auto-Play Fax @ and access mailbox settings by
calling (818) 742 1372 from your View Instructions
mobite.
Voicemail Playback: : = x
Detais and Message v Add it a5 a speed dial or contact on | Mobile Settings

Fuse My Mailbox: AT&T Cingular, T-Mobile, GSM network

Please follow the steps below to activate or deactivate call forwarding
ﬁmmmohlehmmatoxon(ala)mlsm.

() Activate Call Forwarding
psima R i e =
3. Execute Instructions Hints you can check thi has worked by caling your mobie and lesving

[T] skip PIN

[ Auto-Play Fax

to forward mobile to
mailbox




airespring Messages & Calls Tab

¢ S pri n g th roug h yo u r @.‘ ,‘" & http://commportal.airesp.. 0 ~ & X H @ Airespring Phone settings l ’ L

. 1 File Edit View Favorites Tools Hel
VO I Ce m al |S " <5 v Home - Smartsheet £ Web Slice li:w'a!lgler;,-' v
» Listen to voicemail in

any order you choose by AirePBXm " Aire Jpring’
clicking the arrow next to

the number or name. (818) 738 1981 + e

Dashboard My Mobile Contacts Call Manager Apps Groups Settings

* View all calls under PR (o | s | D | Recvas |t | oo
additional sub tabs. T — ——
 Faxes
* Missed
* Dialed
* Received
* Rejected
» Deleted Messages e tocornt ) _pete




airespring”  |Vlessages & Calls Cont.

e

===

Ql:'l & http:/fcommportal.airesp.. 0 ~ © X’ i Ajrespring Phone settings ‘ ‘ (0 2.0 528
File Edit View Favorites Tools Help
Missed Ca”S 5% v Home - Smartsheet £ Web Slice Gallery v
Sub Tab
= ™ o >
AirePBX Aire fpring

keAd

Settings

\ call

Groups

Click VM
Arrow Button
to launch VM ‘ — :

Pop Up \ o s Action
Buttons
Launches

Contacts Call Manager

Apps

Deleted

Messages (0 New) | Faxes (0 New) | Missed | Dialed | Received | Rejected

From: (818) 793 5221 x
Tue 10/30 10:10 am 00:00 / 00:05

> o w8 g Pop Up
\ . - Menu.

Forward as Email

Forward as Voicemail FO rwa rd a S
Save File .
- Email or VM
etc.

[ New Voicemail ][ Delete All ]




airespring”  Additional Call Actions

oo ]

V< = 5 3 ~ S
QL» ,II & http:/fcomrmportal.airesp.. O ~ & X’ @ Airespring Phone settings l ‘ Il 2. 502

File Edit View Favorites Tools Help

9 v Home - Smartsheet 2 Web Slice Gallery v

AirePBX" " Rire Spring

(818) 738 1981 ~ \cal| | Gv

Dashboard My Mobile Contacts Call Manager Apps Groups Settings

Listen to VM
by clicking

a r rOW Messages (7 New) | Faxes (0 New) | Missed | Dialed | Received | Rejected | Deleted

B | (818) 793 5221 Mon 10/15, 10:53 am i} |2
o (818)793 5221 Mon 10/8, 1:36 pm 43 ‘E
(818) 793 5221 Mon 10/8, 12:02 pm @3‘ ‘_

Dial (818) 793 5221 from (818) 738 1981 Mon 10/5, 12:01 prm oy

pial (818) 793 5221 from other number... Tue 10/2, 2:02 pm QS\

CI iC k2 D i a I """ ~"| Add to contacts

Add to VIP callers

Fri 9/28, 5:12 pm &

number to (818) 793 52{ Add to Unwanted callers Fri 9/28, 3:22 pm 45 EXpO rt to
call back or Gioymsaz Fr9/25, 3:22 o 8 Excel list of
(818) 793 5221 Fri 9/28, 10:43 am 3 .
Create (818) 793 5221 Fri 9/28, 10:38 am & |nC0mlng

CO nta Ct fo40\ 702 £ Eri G/ 1020 am o Ca | |s




airespring Contacts Tab

G- _.’ i httpi/fcommportal airesp... P~aX H i Airespring Phone settings ’ l FU J? c:)
File Edit View Favorites Tools Help

* Allows storage of &+ Home:Swarshees 5] e e ety =
contact information in
the portal to easily ID AirePBX" " Aire Spring
callers within call list
and to use the e ~
click2dial feature. R oeive | otmcre | o coie

Contacts & Groups

° Ad d new Co ntacts 71| search for... || You have 300 Contacts and 2 Groups.

— @24 e Select a contact or group to view or edit details.
o ted calle w2
B e Search for a specific tem using the search box to the top left.

manua”y or by g@wpcauers @ | e Select multiple contactsor groups using Ctrkcick and Shift-clck shortcuts
Importing a csv file. Ep—
- Export contacts from
portal to Outlook or =
Excel.

Ko Ad

[ New Contact ][ New Group ][ Import ” ExportAIl]




airespring Contact Sub Tabs

Create t =8 EcR ==
reate two {-’iﬁl & hitp:/fcommportal.aires v A i i X Ini 0] .
. Q‘.\_;..I 3] } tpi//co .L tal. p. P~ CX ” & Airespring Phone settings C ‘ ‘ L ﬁi\f 503 Extens|ons
d |g|t Speed File Edit View Favorites Tools Help

d |a| for 95 v Home - Smartsheet g] \Web Slice Gallery v a nd Short

Codes are
frequently rented b
called y

Business
numbers :
Group Admin

Dashboard My Mobile Messages & C-". call Manager Apps

Search for a : , A
Contact List | Speed Dials | Extensions | Short Codes
CO nta Ct Contacts & Groups Robins, Andrew I m po rt or

within s | vt s : Export
Contacts ° Arthen | & 8 contacts from
e
(24 arobins@telecoast.com Ot h e r a p ps

Create new
Contacts and
Groups :

Edit or Delete
Contacts

New Contact] New Group] Import




airespring Speed Dials Sub Tab

QI‘_“;}' e i‘»ttp:).y;.:ommpu:urtal.airesp... ,o v C X ” i Airespring Phone settings % ‘ ‘ 1:r:L| .‘:_;? 5:?,"5
File Edit View Favorites Tools Help

5% v Home - Smartsheet 2] Web Slice Gallery v

AirePBX" " Aire Spring

(818) 738 1981 - v |
Settings E nte r

Contact List | Speed Dials | Extensions | Short Codes n U m be r,

number es dining faster by alloviing you to assign a one of two dig code to speed dialto dfferent telephone numbers. code to be

Speed Dial
code and
associated

Dashboard My Mobile Messages & Calls Call Manager Apps Groups

dWNjal Number New Speed Dial assigned'

~ | Speed Dial: v H
2 867 5309 X # a4 click button
to add

Number: 9035768

Add
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Call Manager Tab

Call Manager allows you to control how incoming calls are handled

AirePBX"

" Aire pring

(818) 738 1981 ~ A\ Call oA
Dashboard My Mobile Messages & Calls Contacts Apps Groups Settings

Summary | Rules | Weekly Schedule | Special Days

When I receive a call -

@ Ring my phone

(©) Forward to [ <enter a number> v

@) Send to voicemail

") Usemy Normal ¥ rules (or set up new rules)

(@) Handle depending on the time or day

Set a weekly schedule to apply different rules based lin time, or day of the week.

~ Additional options

/hese options apply i ail cases where you ve chosen have your phone rng.

If I don't answer:

() Forward to | <enter a number> v

Current Normal Call Handling and

additional option choices

AirePBX"

" Aire pring

(818) 738 1981 ~ A\ Call o3
Dashboard My Mobile Messages & Calls Contacts Apps Groups Settings

Summary | Rules | Weekly Schedule | Special Days

(©) Usemy Normal ¥ rules (or set up new rules) -
") Handle depending on the time or day

Set a weekly schedule to apply different rules based on time, or day of the week.

~ Additional options

These options apply in alf cases where youve

If I don't answer:

(7) Forward to | <enter a number> v

@ Send to voicemail

m

If I'min a call:
) Forwardto [ <enteranumber> v

@ Send to voicemail =

Additional Call treatment Options
for no answer and on a call handling



airespring”  Call Manager Tab Cont.

Qi» 3  ' & http:/fcommportal.airesp.. 0 ~ & X H & Airespring Phone settings ‘ ’ I (o) 2.g 503
File Edit View Favorites Tools Help

= éj Tabs " Home - Smartsheet ;—_‘.‘:] \Web Slice Gallery » & Airespring Phone settings

Rules Sub List of existing

_ - " : Rules built in
Tab AirePBX Aire pring selected Set

Dashboa, !

My Mobile = Messages &Calls  Contacts I LR L ') Add o new rule to the "Screen Calls” set of rules

Names of | i sl e
Summary Rules = Weekly Schedule | Spedcial Days - _ : ‘
o) anindividual contact: <Select> ~ |
C u r re nt Rules give you advanced options for handling incoming calls. You#®an choose which set gifliles is active fromthe @ :mhds: <Select> -

Summary tab.

R u I e S Sets Sets of Rules Screen Calls

-

Normal WhggT receive a call from an anonymous number, ask the caller to %
@ their name before I accept the call

Reject Cals Defauilt: The call will ring your phone using the Standard Ringtone
Screen Calls
[ < Back ][ Next > “ Finish ][ Cancel ]
- ove Up Move Do [ Edit ][ Add New Rule l
Popuptoadda EREIITIEETE & Pop up to add new rule to

the selected Rule Set

new Rule Set




airespring”  Call Manager Tab Cont.

Q(\- -E:' & http:/fcommportalairesp.. 0 ~ & X l

File Edit View Favorites Tools Help

& Airespring Phone settings X ‘ I ok

<5 27Tabs v Home - Smartsheet £ Web Slice Gallery v & Airespring Phone settings

WEELY n
Schedule

Sub Tab Al rePBX"' " Aire Jpring

\_call LCLJ

Dashboard ™, Mobile Messages & Calls Contacts Apps Groups Settings

Names of

C U rre nt Using your weekly schedule, you can apply different rules at different times of day.

Summary | Rules | Weekly Schedule | Special Days

Pe ri Od S Once you have set up your weekly schedule here, you can use the Summary tab to choose which rules apply
during the periods you have defined.

Mon Tue Wed Thu Fri Sat Sun

o gl
9:am
10:zm
11 :am

P WEEY

Working Hours b4 1pm
2pm

3pm
4’pn-l=

5pm

Weekend b 4

Schedule

6 pm
2 Zoom In

|_Add New Period || Rename |_Apply || Cancel |




airespring Call Manger Tab Cont.

(€ )®

File Edit View Favorites Tools Help

& http:/fcommportal.airesp.. 0 v & X l

# Airespring Phone settings X l ] {0 28 203

75 £]Tabs v Home - Smartsheet £ 4Web Slice Gallery v & Airespring Phone settings

WEELY ’
Schedule Sub = ™ w . _
Tab AirePBX Aire $pring

\_call &

Dashboard My Mobile Me..~aes & Calls Contacts i Apps Groups Settings

Add Public
Holidays Pop
Up. Scroll

Special Days are exceptions to your normal weekly schedule. a n d Se I e Ct

For example, vacations or business trips are special days, when you may want to handle calls in a different way.
You can use the Summary tab to choose a different rule which applies for the whole of these days.

Summary | Rules | Weekly Schedule | Special Days

to choose

Click a date on the calendar to make it a special day, or click an existing special day to make it normal again. You
can also click and drag to change several days at once.

October 2012 November 2012 December 2012 :
Mon Tue Wed Thu Fri Sat Sun | Mon Tue Wed Thu Fri Sat Sun | Mon Tue Wed Thu Fri Sat Sun :
P L Sl 7 1 2 3 4 1 2 B 01, US Public Holidays 2012 -}
8 9 10 11 12 13 14 5 6 7 8 9 10 1 3 4 5 6 7 8 9 F

02. US Public Holidays 2013 ‘

« 15 16 17 18 15 20 21 12 13 14 15 16 17 18 10 11 12 13 14 15 16 @ £
Scroll months : |

2 23 % 5 2% 2 28| wowea 2o mos|az a8 s 200 28 22 23 [ 03 Endishend WelhPubbe Holdays 2012 =
d I. k t 30 31 26 27 28 29 30 24 25 26 27 28 29 30 04. English and Welsh Public Holidays 2013

| 05. Northern Irish Public Holidays 2012

select a
speciﬂc day [ GoToToday || Clear ll |[ Add Public Holidays | [ Apply || cancel |
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g(‘ | & http:/fcommportal.airesp.. 0 ~ & XI & Ajrespring Phone ¢

File Edit View Favorites Tools Help

55 v Home - Smartsheet 2] Web Slice Gallery v

Call Me button AIrePBX

can be added (818) 738 1981 S

to e m a I | Dashboard My Mobile Messages ® 7. Cor’Lus Call Manaoe-

signatures

Coputer

CommPortal Assistant

(Recommended)
QuickDial CommPortal Assistant offers instant
access to your most frequently used Des kto p
features and settings. You can search and - — \'
dial contacts right from your desktop, just Incoming Call: .
like you \_-:ould from your mobile phone. Michael Ferguson @ Da S h bO a I"d
Notifications tell you when you have an Y
Down Ioa d incoming call or a new message. A :::n:“ — Ap ps .
) ) ra Hurst o
O XP / vista / Windows 7 Mobile (253) 113 8284 .
Desktop App of Home (503) 41 1532 Dialer
(501) 233 5897
CommPortal

Voicemail
Call Lists

3 Send to voicemail




airespring CommPortal Assistant

EsEmcoiy ) Click Save on Windows Security Pop Up
Q(._;II & http://commportal.airesp.. 0 ~ & X ” # Airespring Phone settings b ‘ ‘ ini sz §::
File Edit View Favorites Tools Help

5% v Home - Smartsheet _5_] Wifeb Slice Gallery w

AirePBX" " Aire Spring’

(818) 738 1981 ~

Dashboard

ToolbarInstaller.exe (.42 MB) commportal.a
& This type of file could harm your computer.

Run Save v Cancel

3. Click Run on Windows
download Pop Up

A cal fo 3’

My Mobile Messages & Calls Contacts Call Manager

The Toolbarlnstaller (1).exe downl|@gd has completed.
Apps on your

d com puter Run Open folder View downloads
vicel
s CommPortal Assistant
call
s (Recommended)

QuickDial CommPortal Assistant offers instant N =a N
access to your most frequently used E‘EJ CommPaortal &ssistant Setup E &= ‘@
features and settings. You can seargg¥nd < -

gy Incoming Call: '@\
Hichacipeyton Welcome to the CommPortal
L Assistant Setup Wizard
- ) Sandra Hurst {203) 443 5434
2 XP / Vista | Windows 7 Mobile (253) 113 8284
Home (503) 441 1592 CommPortal Assistant is already installed on your computer,
(501) 233 5897 The Setup Wizard will allow you to remove CommPortal
2 Iy Assistant from your computer. After it has been removed,
& Send o vokcal e vou can reinstall by running the installer again. Click Next to
- continue or Cancel to exit the Setup Wizard.

4. Follow
instructions from
the Windows _
Installer Pop Up ook |[hetn ] [ concd

1. Click to download
desktop app of
CommPortal Assistant

Aire Opring’
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Voicemail Widget

1. Click on System
you want to
download Widget to.

(818) 738 1981 ~

Dashboard My Mobile Messages & Calls Contacts Call Manager Groups settings

=

© windows 7
0
0

Widget will
launch
(Small view)

Click to
expand to
large view.

Windows Internet Explorer.

For Window 7
this Pop Up
will launch

What do you want to do with voicemall s

Size: 11.7 KB
From: commportal.airespring.com

= Open

The file won't be saved automatically.

< Save

< Save

3. Click
Open

The voicemail (3).gadget download hag cg cted.

-

Open Open folder View downloads

D | Ed Holt Tue 11/20, 10:11 am, 1 min

| [> | Training Room Wed 11/14, 2:25 pm, 1 sec 55!

D | (818) 793 5221 Fri 11/9, 11:19 am, 8 secs 45

| > | (818) 793 5221 Tue 10/30, 10:10 am, 5 secs g

> | (805) 522 3322 Tue 10/30, 8:32 am, 29 secs &

D | (818)793 5221 Mon 10/15, 10:54 am, 8 secs &

Note: follow same steps for other widgets
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=

<5

) }'«t‘tp:,-'v."'v: ommpo ttal.ai ca" Me BUtton: Choose BUtton Style
[oH] [ ALY Coisorites Step 3
Call Me Button: Specify Options ) e Choose button p Please dioase your preferred button style

To create a Call Me Button, please provide the following information. C||Ck next o - @

Step 1 SR
Enter the telephone number you would like to be called on when a user = 1| Click here to
dlicks your Call Me Button. | ] !:! call 62 e ’ »
8675309

CALL e
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Messages & C=": Contacts Call Manager Groups

Can also be used in non-HTML e-mails | <Back [[ Next> [ Close |

Apps on your —
Computer \ @ \

Call Me Buttons

| < Back l[ Next = ][ Close]

Make it easy for people to reach you by using Call Me Button: Ready to Usel
hical buttons that you can add to a webpage or CA
ignature. When someone dlicks the button, To add to an HTML email:
enter a phone number and we automatically You can copy and paste the button below into a web page or email signature.
call when you answer. E Learn more

Click to launch
Call Me setup: e

gette this HTML into your website.
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and past into email
Signature [ < Back ” Next > ][ Close ]

click next
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List of Groups

you are a
member of
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& Ajrespring Phone settings X I
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File Edit View Favorites Tools Help

54 v Home - Smartsheet 27 Web Slice Gallery v

AirePBX"

(818) 738 1981 ~

Dashboard My Mobile

The table below lists the MADN, MLHGs and Call Pickup Groups (CPUGs) you are a member of. Click on one of the

groups to view detailed information.
Group Membership

m o

Messages & Calls Contacts

CPUG: Network Engineering

Call Manager  Apps Settings

WAireﬁpr/ng"

L\ Col L&

Department: None

Number of Lines: 5

Number Extension Name

(818) 738 1906 234 JonH B
(818) 738 1908 250 Dumitru B

(818) 738 1919 353 Brent S

(818) 738 1920 397 Miguel V

(818) 738 1981 499 Charles M

Other
members of
the group
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AirePBX" " Aire fpring

(818) 738 1981 ~ \Cal| |&~

Pe rSO n a I Dashboard My Mobile Messages & Calls Contacts Call Manager
D eta i IS Ca n Account | Calls | Messages | Notifications
Personal Details edit Q .
only be Name Charles M Securlty'
ed ited by Department AirespringNET... Ch a nge
BGAdmin Security Password and
Account Password change
Call Services PIN change P I N S
Voicemail PIN change
Devices
Desk Phone (818) 738 1981 set keys
S h ortcut to My Mobile (818) 867 §309 edit

My Mobile
Tab

To access

Phone key
setup
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File Edit View Favorites Tools Help
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& Airespring Phone settings . ‘ |

File Edit View Favorites Tools Help
9% v Home - Smartsheet £ Web Slice Gallery v WiV Hoingromaohes @ IWEDSIce Sl

Ai e P BXW g Aire Spring’ Ai re P B)(Wl " Aire Jpring

(818) 738 1981 ~ Lcal| (B {518) 36 1961 RTNE=3

Dashboard My Moble ~ Messages&Calls  Contacts  Call Manai Apps  Gr
Dashboard My Mobile Messages & Calls Contacts Call Manager Apps Groups s My 529 5 izl PP i

Account | Calls | Messages | Notifications
Account | Calls | Messages | Notifications

- » General
v General

wer my phone for dick-to-dial calls =

The c sfer number is set to (818) 738 1897
phone numbers you may want to transfer calls to.
Nithhol " I
Withhold cX@ier ID when making calls [ i, :}
1f not withR@ld, signal my name as: Charles McNeil
Display caller n) for incoming calls &
Display caller nu r for incoming calls )

» Call Jump \ nable Call Me Butto

Cancel Existing Button: \

» Call Me Buttons

Call Me Call Jump

Buttons Enter frequently

Enable or used call jump
Cancel Existing numbers

General Call

setup options
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Settings - Calls
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= File

55 v Home - Smartsheet é] Web Slice Gallery l

v g

7‘5 v Home - Smartsheet é:] \ifeb Slice Gallery v

Edit View Favorites Tools Help
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Personal ®

AirePBX"

(818) 738 1981 ~

Dashboard

My Mobile Messages & C7 s Contads Call Manager

Account | Calls | Messages

v General

]

Enable live screening

O3

Forward messages af

add an email address

"Airefpr/'ng

System

Groups

Apps

~ Extended Absence
Forward all calls

System with name *
System with number

PBX"

" Aire Spring’

Greeting Recorder

Messages & Calls Conta

Personal

» General

Account

10:00 / 00:01

g %

Calls Pages | Notifications

® <)

» Mailbox Access

save || Cancel

~ Voicemail Greeting

Leave original in Inbox [

v Mailbox Access
Skip PIN ]
Fast Login 7
Auto-play voicemail =
Auto-play Fax [

Voicemail playback Details and Message v

» Voicemail Greeting

General
and Mailbox
Access setup

Options

| Apply

H Cancel |

Use the greeting:  Personal *

v more options
[T use a different greeting wheYl'min a call. record
[ use different greeting outside Biiginess hours,

[E] use different greeting within my

record

D\iness group. record

Voicemail
Greetings

and setup
options

Pop Ups for greeting
choices and to
record personal

greetings
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File Edit View Favorites Tools Help File Edit View Favorites Tools Help
9% v Home - Smartsheet £ Web Slice Gallery v 5 v Home - Smartsheet £ Web Slice Gallery v
i " " Aire fpring Ai " " AireSring
Aire Airepring ire Airepring
(818) 738 1981 ~ \cal| |($~ (818) 738 1981 ~ A call fo R4
Dashboard ~ My Mobile ~ Messages&Calls  Contacts  CallManager  Apps  Groups Dashboard My Mobile  Messages&Cals  Contacts ~ CallManager  Apps  Groups

Account | Calls | Messages | Notifications

Account Calls Messages Notifications

MWI | Email | Outdial | Override MWI | Email | Outdial | Override
[¥] Send phone notification of i i to the following phone numbers [¥] Send email notification of incoming to the following add:
Phone Number AllFaxes Urgent Voicemail All Voicemail Email Address AllFaxes Urgent Voicemail All Voicemail
(818) 738 1981 7] 7] F x * charles. meneil@airespring. com 7] & ¥ x

[ only

Message Waiting

Indications | Send notifications of
messages to a email

Send notifications of
messages to a Phone
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i - o Outdial Notification Schedule
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File Edit View Favorites Tools Help Define when you want to receive notification of incoming messages.
5% v Home - Smartsheet £ Web Slice Gallery v " To begin, you can start with:

= An empty schedule

AirePBX" " Aire Spring’ ereeimpe

(818) 738 1981 ~ \call| |3

Dashboard My Mobile Messages & Calls Contadts Call Manager Apps Groups

Account | Calls | Messages | Notifications

MWI | Email | Outdial | Override

i} Send outdial notification of incoming messages, according to the schedule;

Spedify the phone number to send outdial notifications to: I:I

Choose the incoming messages that should be notified to the specified phone number:

[T]  urgent Voicemail [ Auvoicemail [F]  AlFaxes
Set a retry limit and delay between retry attempts until the message is marked as read:
Number of outdial retry attempts: D @) Stop retries when you answer the call Outdlal NOtIﬁcatlon SChedule
Delay between retries (minutes): () Stop retries only when you access your voicemail Mon Tue Wed Thu Fri Sat Sun
© @ T T : - . =
o A
=1
-1

Pop Ups to Create Key: . Notifications Enabled Notifications Disabled
schedule for
notifications

Outdial notification

setup options




airespring Settings - Notifications

—~ - T Override Notification Schedule

{ “M @ http/fcommportal.airesp.. 0 ~ & X I & Airespring Phone settings ‘ I L g 208 i |
File Edit View Favorites Tools Help Define when you want to receive notification of incoming messages.
3% v Home - Smartsheet £ Web Slice Gallery v To begin, you can start with:

= An empty schedule
— il by: : = Office hours only
AirePBX Aire Spring
ire irejpring o A full schedule

\cal

Contacts Call Manager Apps Groups

(818) 738 1981 ~ L

My Mobile

Dashboard Messages & Calls

Calls Notifications

Account Messages

MWI | Email | Qutdial | Override

[¥] override your outdial and pager notificati ding them ding to the schedule:

While the override profile is active, notify me by:  Outdial Expiry date: ﬁj =

month  day year

Specify the phone number to send outdial notifications to: ‘:—,

Choose the incoming messages that should be notified to the specified phone number:

L~ = zf)

m

Override Notification Schedule

7] urgent Voicemai [T Allvoicemai 7] AnFaxes

Set a retry limit and delay between retry attempts until the message is marked as read:

Number of outdial retry attempts: Ij @ Stop retries when you answer the call a
Delay between retries (minutes): D *) Stop retries only when you access your voicemail -
o

|z

LS

-

2 Zoom In

PO p U pS to cre ate 7 Key: - Notifications Enabled Notifications Disabled
override schedule of |

Override — outdial

and pager notification
setup options

notifications
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File Edit View

55 £]Tabs v Home - Smartsheet £ Web Slice Gallery v

Favaorites

Tools

Help

@ Airespring Phone settings

AirePBX"

(818) 738 1981 ~

My Mobile Messages & Calls

You have 7 messages (7 new)

Missed Call Time of call
(818) 793 5221 10/26  5:47 pm
(818) 793 5221 10/26  5:45pm
(818) 793 5221 10/26  5:45pm
(818) 793 5221 10/26  5:36 pm
(818) 793 5221 10/26  2:57 pm
(818) 793 5221 10/26  2:54 pm
(818) 793 5221 10/26  2:50 pm
Jason X 10/25 4:20 pm
John F 10/17 3:14pm
(818) 793 5221 10/15 10:53 am

Contacts

Contacts

First Name: Abuse
[(Abese [
=1

Administrator

Agent_recruit

AgentSupport

airecare

AireSpring

ARIN

Call Manager Settings

Ring my phone

Call Manager

When I receive a call

ImAireﬁpring"

Apps
Refresh

Logout

Last Name:
Organization:

Telephone Numbers

Change settings

Additional HELP!

Onboard Help Pop Up

= Help - Dashboard - Micras

ernet Explorer provided by AireSpring

Mairespring.com/session3fa2ic7518b10b16/line/help-dashboard.html

My Mobile
Messages & Calls
Contacts

Call Manager
Applications
Groups

Settings

Tutorials

Making a call

Checking your voicemails
Creating a voicemail greeting
Ringing multiple phones

Do Not Disturb

Forwarding calls

Changing your account
password

Importing contacts
Installing apps

Dashboard

The dashboard provides a way to quickly access some of your key features.

Messages

This shows at a glance how many new messages you have, and your total number of
messages.

You can dlick on the link to go and manage those messages.

Missed Calls

Shows your recent missed calls.

If calls are from people in your contact list, their name is displayed along with their
phone type. Click on a caller's name to jump directly to their contact list entry.
Contacts

Provides an easy way to look up a contact by name and view their details. For more
information, see the help for the contacts page.

Call Manager Settings

Shows you how your incoming calls are handled. You can change this by following the
“Change Settings” link through to the Call Manager tab.

Settings

Shows the current settings for some of your key services.

To change the settings for any of these services, dlick on the name of the service to
jump directly to the relevant configuration.

Click to Dial

You can use phone numbers on this page, (including any numbers which have been
recognized via your contacts and thus displayed as a name rather than a number) to
directly place a phone call via Click to Dial.

Clicking the phone number brings up a menu of options. The menu includes an entry to
make the phone call. On names that have been recognized from your contacts, the
menu additionally offers the choice of displaying the full contact entry for that name.

A Click to Dial call

= first calls your phone
= when you answer that, places the call to the target phone.

m

www.youtube.com/user/builtonmetaswitch?feature=results_main
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