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can 

Realtime Provisioning Explorer 
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optimized for desktop 
usage is 

Note: Once saved, this dialog will not display again
unless the Terms and Conditions change.

Subscriber Portal (New) 
The Cloud Services Portal emulation instance opens directly into the Locations & Groups view for
the group or Enterprise and offers access to the other Administration Tools areas within the portal via
the Admin Tools menu on the left or the Admin Dashboard.
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: Once logged in, the connection will automatically close if left idle for an extended 
period. The system first prompts the user to continue working or log out, and then offers a 
countdown period prior to automatically closing and returning focus to the Sign In page. 

Your role and authorization level determine the sections and features you may view and manage. 
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Note: To optimize response times in the portal when viewing
Call Details logs, if the call log list grows to over 10,000 records
returned, the system displays a message that the Export Call Logs tool
should be used to view the results.

Manage Registered
Unregistered Provisioned

Restricted Access. If
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also
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Emergency Call Notification Email 

Enterprise 

While viewing the Locations & Groups page: 

Edit Emergency Call Notification Email 
This is a read-only view when the Enterprise level email is in use for all locations and editing at
the Location/Group level has been disabled.

If authorized to make any changes to the email that is on file at the Location/Group level:

authorized 

 

Emergency Call Notification Email 

alternate 
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While viewing the Locations & Groups Page: 

  

Close 

Once saved, the PSAP system will validate the new address information
and update. This validation process takes approximately 10 minutes to
complete for an address. A success message displays when that
process completes, and the address is registered to the phone
number.

Some e911 address management tasks require intervention by the Service Provider to complete. 
An Authorized Contact for your organization should communicate with their assigned Service Provider 
contact (AM/PM or the Customer  Support team)  to request  assistance with those changes  that  are 
not self-managed and, where applicable, to discuss any potential additional  PSAP  registration  costs 
per Location that may be incurred by such changes. The Service Provider is standing by to assist. 
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Group Settings 
Edit

Edit

Edit

Edit
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The repository offers up to 1 GB of storage space. The total amount of storage that has been used displays for review.
Maximum file size for audio announcements is 5 MB in CCIT u-Law 8kHz, 8-bit Mono format.

CLOUD SERVICES PORTAL ADMIN GUIDE

16



as needed
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Edit 

Active  
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Edit
Auto Attendant

Edit
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Auto Attendant – Tree 

  
Set Submenus for

Submenu

Set Submenus
for

Setting 

Set Submenu for…
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Edit 

Hunt Group 

Edit
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The selected item is immediately
removed from the list and from the
system.

Edit 
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.

Edit
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Edit 
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  D
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Edit

Optional

Edit
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Edit 
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Note: Does not work with the Recurs...
settings or events spanning multiple days. Note: Set an End Announcement only if there is no
start announcement or prompt defined to begin the next event.

Never After (x # of occurrences) Date 

 

 

Edit 
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Edit

Assigned Groups
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Edit User 

should 
be 

Use caution and ensure that only the minimum level of access to either portal needed is 
granted to ensure all privacy compliance requirements are met. 
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Call Recording 
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Locate any data found within
the table below.

Poll NEPS / Broadsoft
provisioned device
registration status and
update.

The first column allows
Admins to set items as
Favorites for easy
Dashboard access.

The links under the
Service ID and Ext
columns open the User
Services Dashboard for
the selected account.
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if 

there are more undeleted messages available than can be displayed within the dashboard
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Edit

      Your account type and/or role defines the users, features, and services you may access.
Some features shown in this document may not be available to all organizations, Admins, or users.

Edit
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Locate data found
within the table below.

The link in the Location ID column
provides access to review the list of
Services & Users assigned to the
Trunk group. The Pilot DID link
opens the User Services
Dashboard and Profile for the
account.

The Edit button opens the SIP
Trunk Group settings for
review and maintenance.

Click on the Edit icon adjacent to the Trunk Group listing (far right column) to open the
Trunk Group Features page and manage the call forwarding settings and usage.

Edit
Call Forwarding Always
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Edit
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Edit

Enterprise Settings
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In the Enterprise Settings view: 

 

not 

Edit 

after 

Tip: 
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Note: Works with Auto
Attendant Tree - Set Holiday Prompts feature. Does not work with Recurs or multi-day events.
Set End Announcement only if there is no Start Announcement or prompt set to begin a next
event.

Events
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Seconds

Edit
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enable

Optional

Edit
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Example: Agent
Unavailable Code

Edit
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Common Contact Directory 
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Additional Resources  

Downloads 
Download 

Downloaded File 
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Edit Contact Center Edit 
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.

.

Contact Center Queue List

Edit Contact Center Queue

Configure Contact Center  Queue

Edit
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Users with Contact Center - Basic may be assigned to Basic Contact Centers.  
Users with Contact Center - Standard may be assigned to Basic or Standard Contact Centers. 
Users with ContactCenter - Premium may be assigned to any Contact Center.

Available Supervisors 

Assigned Supervisors
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The Administrators with access to this section must have expertise with PBX/BroadSoft
Enterprise SIP Trunk management.

Click to open a new view
and manage DID
associations for Trunk
Groups.

When changes are
made to the data in the
table, these tools
display at the top of the 
page. Click Save to
submit the changes or
click Cancel to remove
the changes.

Click the Column
Name to sort data by
column contents.

Data within the
Available/Assigned, 
Priority and Weight
columns may also be
edited using the
tools provided

The Edit button opens
the selected Trunk
Group’s settings
dialog for review or
maintenance.
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To manage this setting while working in Enterprise Trunking:

Available 
Assigned

  

Assigned DIDs

Available DIDs

Moved items are placed in the Pending DID(s) section until the user clicks Submit.
Pending

These changes are committed immediately and
the items in Pending are moved to the appropriate section for review.
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To manage this setting in the Enterprise Trunking
page:

An individual Trunk Group’s weight must be an integerbetween 1 and 65536
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Some settings shown here are read-only within the portal. Contact your telephony System 
Administrator or Service Provider for assistance with the settings you do not have access to manage. 
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Only organizations that have specialized Trunk Groups will see this section, and only authorized Admonish
manage their organization's Trunks should attempt to access to this section’s management tools.

Enter terms to locate
data found within the
table below.

Clickthe Column Name to
data by column contents.

Click the Links provided within
some of the columns to access
useful information and/or manage
the editable Trunk Group settings.

The Edit button opens the
selected Trunk Group
settings for maintenance.
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Submit

Pending DID(s) 

While working in the IP Trunk Group page: 

The current Un-Assigned, Pending, and
Assigned DIDs for that IP Trunk Location
display below.

Trunk 
Group 
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Submit

While working in the IP Trunking list: 
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The Devices section of the Cloud Services Portal is an advanced Administration tool which requires
additional access permissions to be in place and special training to be completed in order for the Admin to
see and work with the tools it provides.

inventory

Services & Users
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Note: Individual devices within the Group may be
setup with alternate VLAN IDs or Encryption
during provisioning or configuration, and
changes to some settings in this tab may require
all devices assigned to the Group to be re- 
provisioned prior to configuration updates taking
effect.

Note: TCP is not the typical transport protocol for voice traffic and should only be used when there are 20+ Busy
Lamp Fields (BLF) configured for one or more individual devices in the group (E.g., Receptionist sidecar device). If
the current IP transport protocol settings for this group are changed (Enabled or Disabled), all devices within the
group must be re-provisioned before the new setting will be pushed to device configuration files. Contact Technical
Support for assistance, as needed.

Save
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Group FQDN Settings

Save 

While working in Devices
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While working in Devices

  

    

While working in Devices:

(Note: The information displayed in darker gray fields is read-only.)
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While working in Configure Device:

disable

  

While working in Configure Device:

Fully Qualified Domain Name 

While working in Configure Device:

Busy Lamp Field

Shared
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Call Appearance 

 Message
Waiting Indicator 

 Line Key Span 

 
Contact Center Agent Sign-On 

While working in Devices: 

 

While working in Devices: 
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Devices History Configure

While working in Devices:

While working in Devices

Devices 
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The Service Changes section of the Cloud Services Portal is an advanced Administration tool which
requires additional access permissions to be in place and special training tube completed in order for
the Admin to be granted access to see and work with the tools it provides.

Select the Location to be managed/reviewed from the drop-down selection tool
above the tabs and then choose a tab or action button to begin performing tasks.

Opens the Add Service view to allow selection and configuration of new service
requests/orders.

Opens the Manage User Add-ons view of the current Add-on assignments, sortable by
location and Un-Assign Add-ons to allow reassignment/Change.

Opens the All Service Changes view to display a sortable list of all service change
requests that have been entered and their status (Open, Submitted, Discarded,
Processing). Context sensitive tools are provided to View, Edit, Delete and/or
Terminate, based on the current status of the order.

All Locations

Change
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Type an order 
number or part of an 
order number to 
filter the list to show 
only matching items. 
The table will 
dynamically update, 
and filter further as 
matching numbers 
are entered. 

Select an account 
number option 
from the drop- 
down list to only 
show open 
requests for that 
account. 

Select an available 
MACD type option 
from the drop-down 
list to show only 
that type of open 
request in the table 
below. 

Type a name or 
part of a name to 
filter the list by a 
creator. The drop- 
down also displays 
all service change 
creators as 
selection options. 

Drop-down 
selection tool 
which allows 
users to filter the 
list by order 
status. 
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Order Details

Edit

Each service change type requires specific information for configuration.  
The system will assist users and notify if any missing information is discovered during the auto-
confirmation process it completes prior to allowing the order to be submitted.

Yes
The service change order is deleted, and the system updates the
list of Open Requests. The history of the action is also recorded
and may be reviewed by clicking on the

link at the top of the Service Changes section.
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Add Services

Search

configuration
Most service change types require
specific configuration information in
order to submit for processing.

Note: At any time, users may stop the
add process.
Click Remove to delete the item from
the order and click to confirm and
re-select something else; or click Cancel
to discard the order and click to
confirm.

Save

today 

Order Confirmation

During validation, the system will note any current services or products that are inconsistent or incompatible
with a new order selection - as well as those that already exist and do not need to be re-ordered - and then
inform the user.
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Services Confirmation
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Manage User Add-Ons

  

Note: Assigned User Add-Ons must be Un-Assigned prior to a Service Change request.
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The list of available users with compatible
services displays for selection.

The system updates the counts under Available,
Assigned, and Remaining for the User Add-On
changes just entered.

         

The list of current Add-On Assignments displays.

The system updates the counts under Available,
Assigned and Remaining for the User Add-On changes just entered.
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number select select name
Open, Submitted, Processing and Discarded
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Each service change type requires specific information for configuration. The system will assist
users and notify if any missing information is discovered during the auto-confirmation process it
completes prior to allowing the order to be submitted.

change 

Cancel 
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change 

(USA = 411)

Cancel 

change 

CLOUD SERVICES PORTAL ADMIN GUIDE

78



changes Listing Type Omit Address Listing Name 

Default. Read-Only

Cancel 
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changes

Service Changes

The list for the location displays.

The Search tool and column headers are available to assist in sorting or filtering the list.
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Restricted Access. Only organizations that have Microsoft Teams integrations may see this section and 
only an Authorized Microsoft Teams Administrator should ever attempt to use these management tools. 

Microsoft Teams 
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This Microsoft Teams tab section is the default post-deployment view for Authorized Teams Admins.

  

Enter terms to locate data specific
to the User List section.

Column headers can be clicked 
to sort list contents alpha-
numerically. The Phone  column
contents offer a shortcut link to
each assigned  User's Dashboard

The Edit icon for each
listing opens the User's
Edit dialog to manage the
TN assignment or turn
Direct Routing On/Off.

Click this link to export a formatted .csv file
containing current data for the Teams Users
added in the Microsoft portal. This file can be
used to edit multiple Teams User TN
assignments. Note: This file is also formatted
to edit and then Import into this portal.

Click this link to import a correctly formatted .csv
file containing specific User data from your local
files into the portal to update Teams User TN
assignments

MSUser (x).csv 

TN Assignment Direct Routing ON/OFF
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While working in Microsoft Teams > User List: 

   
The Update Microsoft Teams User dialog displays. In this view only the TN Search field at the top of 
the list allows the Admin to make changes, but the other fields are read-only. 

While working in Microsoft Teams > User List: 

 Manage 
User The Update Microsoft Teams User dialog displays. In this view there is a button 
to Enable or Disable Direct Routing for the Teams User. If Disable is selected, the user's TN 
assignment is also removed. 
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This Microsoft Teams tab section is for Authorized Microsoft Teams Admins only.

Enter terms to locate data
specific to the section in view.

The column headers can be
clicked to sort list contents
alphanumerically. The Phone
column contents offer a
shortcut link to each 
assignedUser's Dashboard.

The Edit icon for each listing
opens the Resource
Account's Edit dialog to
manage the TN assignment
or turn Direct Routing
On/Off

Click this link to export a formatted .csv file
containing current data for the Teams
Resource Accounts in the Microsoft portal.
This file can be used for reporting or to bulk
edit multiple Teams Resource Account types.
Note: This file is also formatted to edit and
then Import into this portal.

Click this link to import a correctly formatted
.csv file containing formatted Resource Account
data from your local files into the portal to
update the information in the list.

Imported

.csv 
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or

Configuration and full management of Teams Auto Attendants and Call Queues is not performed
in this portal. Links directing the Teams Admin to the Teams administration portal are provided below 
the list.

Note: All other
fields in this dialog are read-only

Note: If Direct Routing is disabled, the TN assignment is also removed.
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Check the account information in Microsoft Tenant and retry entry of username/password
credentials as necessary until successfully connected to the Microsoft Teams tenant.

Check the credentials, re-enter
as necessary, and try again if verification is unsuccessful.
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View Domain Information for Direct Routing

This Microsoft Teams tab section is for deployment and has restricted/read-only access for Teams
Admins post-deployment.
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Create DNS Configuration Ticket

This Microsoft Teams tab section is for deployment and has restricted/read-only access for Admins
once implemented.

This Microsoft Teams tab section is for deployment and has restricted access for Teams Admins once
implemented.
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This Microsoft Teams tab section is for deployment and has restricted/read-only access for Admins.
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While viewing the Call Recording page: 

 

The User Voice Settings dialog displays. 
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See the Play Announcement Notification setting below.

Call Recording

While viewing the Call Recording section:

If Single Sign On (SSO) protocols are in use, the link opens the
Admin's Call Recording account in a new browser window.
Otherwise, the link may open to the Sign In page for the Call
Recording portal to allow the Admin to enter      their username and password credentials to log in.
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Limited Access section for . 

The section displays only if licenses have been for users on the account and
 only authorized Administrators.
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