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\Welcome to Voice Pack

CenturyLink Voice Pack keeps your entire company connected Table of Contents
with all your business communications whenever and wherever LOGGING TN 3
you have Internet access. Setup: USer Profiles ..o 4-5
Through the convenient Call Manager portal, any authorized The Call Manager HOme Page. ... 6
User can see who's called your business, review Voicemail, _
: . ) ) SETUP: CONTACES.......cvoece e 7
access a master Contacts list and use the convenient Quick Dial o
function to initiate a phone call — all from a Computer. VOICEMAIIS ... 8
: ) . Call LOGS ..o 9
Plus, the included Virtual Receptionist feature can answer and . g_
route your calls, freeing up your staff and glVIng your company a Quick Dial GAAGET ... 10
professional image. Preferences: Email Notification ............cccoovvovoeoioceoceeceecec 11
Preferences: CenturyLink Voice Mail............ccooovovevoceeceeeceeee 12
Voice Pack System Requirements V|rtua| Receptlonlst ................................................................................ 13
¢ A computer with one of the following browsers: Internet Explorer 7.0 and TroublESNOOTING. ... 14

above; Firefox 2.0 and above; Chrome 8.0 and above; Safari 4.0 and above;
and MSN Explorer 9.0 and above.

¢ A computer that supports one of the above browsers and has the sound
card, speakers and software that can play audio files such as Windows
Media Player or Apple QuickTime.

@ Be sure to look for this symbol throughout this guide and online
for pop-up tips and information.

e A Small Business Control Center Username and Password
(go to shcontrolcenter.centurylink.com to register).

e High-speed Internet connectivity. CenturyLink Business High-Speed
Internet with 1.5 Mbps or higher is recommended.

Voice Mail and Caller ID are required for full Voice Pack functionality. Service not available everywhere. CenturyLink may change or cancel services or substitute similar services at its sole discretion without notice. Subject to applicable restrictions, tariffs
and service agreements. Contact CenturyLink for details. CenturyLink™ Voice Pack: Requires CenturyLink local phone service and acceptance of CenturyLink Call Manager terms and conditions. Also requires a CenturyLink Small Business Control Center User
ID and password. Managing voicemails in Call Manager requires subscription to CenturyLink Business Voice Mail Service. Requires a computer with Internet Explorer 7.0 and above, Firefox 2.0 and above, Google Chrome 8.0 and above, Safari 4.0 and above, or
MSN Explorer 9.0 and above. Sound card, speakers and software required to play audio files (voicemails). Not compatible with Hunting.
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Login to Control Center

Let's get started:
¢ (0 to http://sbcontrolcenter.centurylink.com
e Sign in with your Small Business Control Center User ID and Password.

If you are the Administrator for the business, and don't already have a
Small Business Control Center User ID and Password, click the Register
button to sign up.

If you are an Individual User, ask your Administrator to set up your
User Profile and provide you with a User ID and Password.

@ The person who is the designated Administrator for your CenturyLink
account should initiate the Voice Pack service and set up User Profiles
for each person who will be given access to Call Manager. After that,
individual users may log in to manage their own lines. See page 4.

IMPORTANT: If you don’t already have a Control Center account set
up, it may take up to 10 days before your account will be available.

¢ How to get to the Call Manager Home Page
to access and manage Voice Pack

Login to Control Center

Already registered for Control Center?

Enter your User ID and Password to securely
manage your accounts

User ID
| forgot my User ID

Password
| forgot my password

Register

Not yet registered for Control Center?

Start using Control Center to securely manage
your small-business accounts online today! Get
24/T access 1o your CenturyLink small-business
accounts to view/pay bills, view products and
services on your accounts, or submit online
tickets if you are experiencing trouble with one
of your services.

Have your account number(s) and security
codes ready.

Note: New accounts may not be available in
Control Center for up to 10 days.
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¢ Set up User ID and Passwords for each person or department

S e't U p U Sers e Assign Administrator and User access levels

Before you start using Voice Pack, the designated Administrator for your ( )
business must set up User IDs and Passwords for each person who will "2 CenturyLink- Log Out
. . .. . Al .
be authorized to log in to Call Manager. Individual users can be assigned Business
Administrator or Non-Administrator status. Resigentls | SmellBusiness  Large Business R et
Ad . I . Control Center Home | YourSenices | Biling | Shop | ( Control Center Admin Support
ministrator Instructions
Step 1. Add Users to Call Manager Control Center Admi
e You should be |Ogged in to the Small Business Control Center. Overew  Manage N:cnumdunt Recommendation Preferences  Call Manager Seltings
e Choose Control Center Admin at the top, then choose Manage Users. Manags Liscrs
) . i . First Mame Last Haine Accass
e (lick Add an Authorized User. You will be asked to assign a unique User E— = | oetete U =
ID for each person. Click Check Availability to verify that no one else is Jason Admin admin Delets User
using that ID. If that ID is available, follow the screen and fill in the rest of . A | [t Veu -
;. . Add an authorized user
that person’s information.
m
Add a New User Can" enter User Information
To s our yur o) e o, o v A
. gmﬂa an inttial Ea_rmrd far the user (can be changed later) Date Created : 040112012
= Select access privileges, )
Control Center User Information # =Required First tame K| Aneele
Last Name »| |
Vaer D #| Angela 56 W ‘m‘::: mn:.:r;:: o Control Center Password
"nl_l:l Mew Password |"""" | Passwords must canlain & or more characlers,
Confirm Mew Password |.l0.l0.. ﬂﬁm;?::&yﬁ;ﬁ;w‘m“
L difarent from any previous Costel Center
e Assign an initial password for this User. Make sure to make a note of Control Center Access .
. . . . User Role = _ Admini: What are bhe differences botwean
it and provide the password to the person who will use it. e © Nom Adminitator P
At least one role must be selected
¢ Next, decide whether this User will have Administrator or [ Account Management
Non-Administrator privileges, and whether they will be able to Bodem
access Call Manager to use the Voice Pack features. . Aecess o eice Pk, Vitus Receplenitand One Marber Servie felures
3l Manager phone number assignments:  Mone
e (lick Save when you are finished with this User.
e (Continue adding all your other individual Users. =3
e Return to this screen at any time to add, edit or delete Users.
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Setup: Users (continued)

¢ Assign Users to phone lines

After all the Individual Users have been established with their User IDs,
passwords and privileges, now the Administrator assigns Users to the phone
lines they will be accessing and managing. Several Users can be assigned to
the same phone number. Users that are not assigned to specific numbers will
be able to log in and view information in Call Manager, but will only have
Read Only privileges.

Administrator Instructions
Step 2. Assign Users to the line(s) they will access

e |og in to the Small Business Control Center.

e Choose Control Center Admin at the top, then choose
Call Manager Settings.

e You will see a list of all your CenturyLink accounts with the phone
numbers that belong to each. The business in this example screen has
two locations. In the Features column, you can see which Voice Pack
features have been assigned to each line.

e (lick Edit next to the number you want to assign Users to.

¢ From the Edit Assigned Users pop-up list, choose the individuals who
will be using this number. The list should already include all the available
Users that you set up in Step 1 on page 4.

e |f you need to add another User at this point, you can also click the
Add a New User link on this page and it will take you back to the steps
outlined on page 4.

¢ Return to Call Manager Settings at any time to add, edit or delete Users
from each line.

e Hint: You can also get to this Call Manager Settings screen via the link on
the Call Manager Home Page.

£'’% CenturyLink-
Business

’

[

Residential Smail Business. Large Business

Controd CenterHome: | YourServices | Biling | Shop

Control Center Admin

Call Manager Phone Number Assignments

Give your Control Carler ugers access 1o the Call Manager feslwres on a paicular phone line.
Meed 10 change or add features? Call BO0-350-1044 7arm-Bpen MT Monday-Friday, 10am-2pm MT Saturday.

T Bpm MT MF, 100m-2pm 581
=
Ovorview  Manage Accounls  Manage Users Product Recommandation Praferences

Control Center Help: 800-350-1044

Slwrw numbers in account | All atcounts * |
Numbar Featwes Assigned To dd New User
Central Office
= Jason Admin, Thamas Liser, Angela Liser,
(303) D0D-0000 D W Susan User, Snery User, Edit
T, m
(303) DO0-0001 LU= T WS Jason Admin, Patty User, Jeif User, Angela User Edit
e N
x
R Edit Assigned Users
Select the user(s) to assign to
- Jason Admin, Patty User, Sco -
T © @ Q o s (303) 000-0000
. Donna User =
- Jason Admin, Jessica User, . .
(303) DOD-0003 0w iy ey . Company Admin
. Shane User
Q) CallLog . Brian User
%7 Voscemul .. Accounting Main -
‘itual Rec 1
ooy
-h:n Orvir Nuribst Seivce L )
J
N
Your Services
View and Manage | - MANAGET | o Tracking
{303] 'ﬂﬂﬂ-ﬂﬂﬂﬂ Show numbers in account: | Al accounts -
an | log i trol Center, take me directly to Call Manager (303) 000-0000 -
Call Manager Setlings (480) DO0-D000
{EAY D00 (Baad Oinkbd ﬂ )
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Call Manager Home Page

¢ Get acquainted with the Call Manager home page

Once your Users are set up:

e (lick Your Services in the top menu bar, then pull down and select
Call Manager.

This will open up the Call Manager Home Page, which is the
administrative portal you use to access all your Voice Pack features.

@ Click the checkbox under your phone number if you want to be taken
directly to this Call Manager home page whenever you log in.

Take a moment to locate these sections
of the Call Manager home page:

@ Alist of all the phone lines associated with your account.
The account Administrator will need to set up User Profiles for each
number (see pages 4-5). The number currently being viewed is high-
lighted in the list, and shown in bold at the left.

@ A row of icons show you which Voice Pack services are installed on
each line.

© Quick Dial gadget used to place calls from your computer.
@ Visual summary of new Voicemails.

© Quick summary of your Missed Calls.

@ Many people like to log in to Call Manager and leave the home page
open all day. It makes it easy to keep tabs on your Voicemail and call
activity, and you'll have the handy Quick Dial gadget together with your
Contacts, ready to place calls from your computer at any time.

If it appears that you are not getting any new calls or voicemails,
you may need to click Refresh periodically.

ol # IR

AT

= 5 CenturyLink-

Business
Control Center Help: 800-350-1044

Rasidantial Small Betiness ayge Business Tam-Sgewm MT WF, 108m-2pm S50
Control Center Home \|  Your Services Billmg | Shop | Control CenterAdmin | Suppot
R I AN age
il Manager
Onder Trac
T m

Call Manager

Log Out

-
-

Your Services

Wiew and Manage

(303) 000-0000

When | log inlo Contral Center, take me directly to Call Manager
anager SeHings
x, m

COirder Tracking

Show numbers in sccount: | Al accounts =

{a03) DO0-0000 >
{480) DOO-000D 6 g

{B01) DOO-0000 {Read Only)

®

Lasi refreshed Mar 12,1232 PM ) Refresh

Cick Dial 2 New, 31 Total Voicemails Phione Number: {303) D00-D000
Dial from: {30:3) 0O0-0000 Mesw Waicemail e
Dialte: [ } - % MName & Mumber & Date f Time & Length (mins:secs) #
&  3020001234567... (303) 000-0000 Dec06,7:50 AWM  »O0N1 Cal & @
(3] % Bond James  (508)0000000 Mari9, 141 PM #0035 Cal @ @
Showang 2 of 2 New Vioicemails Al Voicemail
Missed Calls 6
MName & Mumber & Date / Tima &
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Setup: Contacts

¢ Set up Contacts for frequently dialed numbers and callers
e Export your list for other applications

To build your Contacts list

From the Call Manager home page, click the Contacts icon.

You will be building this list for the phone line you have selected.
Each phone line can have its own Contacts.

Choose Add New or Add to Existing. Click Save when you're done.

Use the Search box to find a Contact on your list.

To edit an existing Contact, click the pencil .* icon.
To delete a Contact, click .

@ The names you enter into Contacts will be used to populate your Call
Logs and Voicemails. Caller ID will match any incoming numbers with

those listed in your Contacts and display whatever name you've entered.

Click Add New Contact and fill out the information on the pop-up screen.

£"% CenturyLink-
Business

e

Log Qut

"

Contral Center Help: 800-350.-1044
Tam-8pm MT M-F. 10am-2pm Sat

Small

Large Business

Control Center Home | Your Services | Biling | Shop | Control CenterAdmin | Support

Your Services

“iew and Manage Call Manager Order Tracking
(303) 000-0000 Show numbers in account: | All accounts L
)
_| W¥hen | log into Control Center, take me directly to Call Manager (303) D0D-D00D [a
Call Manager Settings (480) 0D0-0000
(B01) DDO-0000 {Read Only)
=]

-

@g‘@

@]

Last refroghed Mar 12,1232 PM ) Refresh
You might choose to enter a distinctive nickname such as “Joe’s Wife” o Contacts % (2 New, 31 Total Voizemails Phone Number: (303) 000-0000
or “Most Important Customer” to help visually identity certain callers. D Add New Contoct
Add to Existing Contact Contacts
Search x
Fist ame Gloria Al ABCDEFGHIJKLMNOPQRETUVWKYZ
To place a call from your Contacts wetane lopez Rie Nirbe) o A New Contac
. Nickname:  G-L = .
e (hoose a contact and click on Call. ° SFLEIN M at
_Mome + | (303) 000-0000 s Work (303)000.0000 £l P
® Your business phone will ring. Pick it up and dial (O when instructed e+ ]| (303)000-1111 Company XYZ Werk (303)000.0000 Cal ' e
to place the call. If you initiated this call by mistake, simply hang up; Lo [° /1 (20) 000-2222 Taylor Matthews Work (303)000.0000 ¢ e
. . Pager v
the call will not go through. See page 10 for more about calling SR John Smith Work (303) 0000000 Cai ' ®
functionality. —_— LIS Home (303) T '|e
I Gloria Lopez | Work (303) Call |v| '@
Acme Business Svc ‘Waork (303) ]
Bab Anderson Home (303) 000-0000 © 4l ‘e
Matthew Wilder ‘Work (303) 000-0000 Call P e
¢ Contacts 110 of 12 + » [ Exporto GV
J
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Voicemalls

¢ See who has left a Voicemail message
e Listen to and manage your Voicemails from your computer

Review your Voicemail messages
and listen to them on your computer

e From the Call Manager home page, you can click on either:
- The Voicemail icon, or
- The All Voicemail link under the Voicemail summary on the home page.

e You will see a list of all the voice messages that are currently on your
business line. Voicemails you have not heard yet are shown in bold.
If the caller matches someone who is already in your Contact list, the
name will be displayed with the number.

e To listen, click the Play » button. Make sure your speakers are on and
not on mute. Control the volume with the speaker slider that pops up.
Options after listening to each message

& Delete the voicemail from Call Manager and your phone.

This will also clear the message waiting indication (stutter dial tone).
If you set up Email Notification (see hint below), voicemails will remain
in your email even if you delete them here.

B Download an audio copy to your computer.
Call the person back.

AV

e Centurylink-
Business

Control Center Help: B00-350-1044

Raggidential Small Business Large Bugingss Tam-Spen MT M-F, 10m-Zpm Sat

Control CenterHome | Wouw Services | Billing | Shop | Confrol CenberAdmin | Suppord

Your Services

View and Manage Call Manager

(303) 000-0000

o When | log into Control Center, take me directly to Call Manager

Order Tracking

‘Show numbers in account | AN accounts -

{303) DO0-0000
{480) DDO-0000
{B01) DOO-0000 (Read Only)

5| e| ¢ Q) @)

Last refreshed Mar 12 1272 PM ) Refrash

Call Manager Setlings

bl =

CQuick Dial 2 New, 31 Total Voicemails Phone Number: {303) D00-0000

Dial from: (303) 0000000 Voscamall L Show Wew Voicemail Only

Dialto: () - x Name & Number & Dste / Time = Length {mins secs) &
& Company XYZ (303} 000-0000% MarD2, 1:41PM  »D035 Call & @

e e

© Add the number to your Contacts. S | Smcosvszasks- (M} ELIOON. | (N (B (0 M) | DEETE Gl i1
& | Matthew Wilder  (303)000-0000 DecO5 720AM  »00:11 Call = @
| EXpOFt the list to a CSV file. 5 3020001234567 (303)0000000 MNowIS BT AM W ORI5 Call B @
& | 3020001224567.. (303} 0000000 MNov16,950AM  »0006 Cal = @
& 3020001234567 (303)0000000 Mov 16, 949AM w0007 Cal = ®
ar el . . R i 16, AM 7 Call
@ Whll(? |ts_always easy tP view your Voicemail _|n Call Managc.ar, you_ : ;::‘;‘;E:? Eimg ::::ﬁm .zfp = : :
may find it more convenient to manage your voice messages in email D | A TEET . | D, | M A, 953AM | DOTIE Cal IR 1®
instead. You'll get an email with an audio attachment each time a 2 2020001234567 (03} D0GODOD  Nov16.645AM 40009 Cal @ @
voicemail arrives. This also allows you to set up folders to save your  Velcemall 1-10 of 31 + » & Exartio C8V
voicemails, and gives you an easy way to forward messages to others. ]
See page 11 to set up Email Notification.
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Call Logs

¢ Use your computer to monitor the calling activity on your phone
e Keep tabs on your business wherever you have Internet access

Review Call Logs for your business phone

e At the bottom of the Call Manager home page, you will see a brief
overview of your Missed Calls. To see further detail of your call activity,
click the Call Logs icon.

e (Choose the tab you would like to view — All Calls, Missed, Incoming
or Outgoing.

e (alls are listed with the most recent at the top, and organized and
color-coded according to the type of call log.

e |f the caller's number matches one in your Contact list, the name from
your contact list will display with the number in the Call Logs.

e (lick Call to return the call.

e (lick ® to add the number to your Contacts.

@ If you prefer to view your calling activity in your email, you can set up
Email Notification for your Call Logs. You'll receive an email for each
incoming, outgoing and missed call. It's perfect if you need to file a
record of your calls and share the information with others. See page 11
to set up Email Notification.

Vs

AT CenturyLink-~
Business

Resigential

Conbrol Center Home | Yo Services | Billing | Shop | Control CenlerAdmin | Suppost

Your Services

Wiew and Manage Call Manager | e Tracking
[3“3} 000-0000 Show numbers in sccount: | AN accounts b
L When | log imo Control Center, take me directly to Call Manager (303) D00-0000

Call M:ma:Jr:r Sr-ll'llus:

(1)

Control Center Help: 800-350-1044

Small Busingss Large Business Tam-Spem MT M-F, 10am-2pm Sat

(480) DOO-0000
(B01) DDO-DOOD {Read Only)

9

| = =| ] ) ©

Hom Wost el Gl th
Lagt refeshed Mar 12, 12232 PM ) Refrash
Quick Dial 2 New, 31 Total Voicemails Phone Number: (303) 000-D000
Dial from {303) D00-0000 AllCalls Missed Calls  Incoming Calls  Outgoing Calls
Dialte: () - ® Name # MNurber $ Date f Time #
3020001234587 ... :
n— n FHeoming {203) DO0-0000 MNov 15, 10:12 AM
4y 3020001234567 (303) DO0-0000 Mov 15, 10:05 AM
incoming
Matthew Wild,
£ ki ilder {202) D00-0000 Mov 15, 9.5 AM
5 3020001234587 ... {303) 000000 a0 Oct 18, 307 PM
missed
Gloria Loj
oy | Shoriak pez (303) 0000000 w0 Ot 18, 306 PM
gy 2020001234567 (302) D00-0000 (4 Oct 18, 3.05 PM
missed
Acme Business Call | ® E13, 490 PM
) ety (303) D00-0000 a Oet 13,410
3y 3020001234587... (303) 0000000  Cal Oct 13, 4.09 PM
‘outgomg
o 3020001234567 (303)000-0000 Csll % Oct 13,403 PM
‘ouigoing
3020001234567 .. Call ®  Oct13.409PM
D ATl (303) DO0-0000 t

o Calls1-10i13 » » & Exportbo CBY
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Q u | C |< D |a | * Place phone calls from your business phone using your computer

¢ |nitiate calls from your Contacts list using Quick Dial functionality

To place a phone call from Call Manager Quick Dial

e |ocate the Quick Dial gadget on the Call Manager home page.

e Enter the number you wish to call. Click the Talk Now button. Dial from: (303) 000-D0D0
e You'll see a status message that informs you that you are placing a call.

Dialto: ([ ) - X

Your business phone will ring. Pick it up and dial (1 when instructed to
place the call. If you initiated this call by mistake, simply hang up; the

call will not go through.

To cancel the call, click the X button.

( 7
H| = e o ] ‘ © J @)
Homa Vpicemai +] Call Lops Prafarances Ran\:::iul Haip
To place a call from your Contacts list Last refiashed Apr 11,358 PM ) Refresh
* (lick on the Contacts icon in Call Manager. S TRE 7 New. T Tote Volcemail Phone Number: (303) 000-0000
¢ (Choose a contact and click on the Call link that appears next to Dialfrom: (303) 000-0000 Contacts
the numbel’. Dialto: (1 - x Search x
Al ABCOEFGHIJEKELMHNOPORSTUYVWHYZ
e Your business phone will ring. Pick it up and dial (O when instructed Name ¢ Number © g New Cortact
to place the call. If you initiated this call by mistake, simply hang up; Taylor Matthews * Home (303) 0000000 Cl 2 e
the call will not go through. ABC Company Home (3030000000 Cdl s
Company XYZ " Home (303) 0000000 Gl o
Tayhor Mathcwes | Home (3090000000 Cal | zl®
John Smith Home: (303) 000-0000 Csll Sle
Robin Masterson | Work (303)000-0000  Call | v) sle
Taylor Matthews Home: (303) 000-0000 £ S| o
Mary Rogers ' Home (303)000-0000 Call | i
Bob Anderson Home (303) 000-0000 Call AN
Matthew Wilder Work (303) 000-0000  Call . FaN ]
“ 4 Contacts 1-10 of 11 » » £l Exportio CSV
. J
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Preferences: Email Notification

¢ View and listen to Voicemail in your email
¢ Receive and review Call Logs in your email

In addition to using the Call Manager portal to keep track of messages and (
calls, you can also choose to send copies of your Voicemails and Call Logs
to up to five different email addresses.

For example, you can send voicemails and call logs to your own email
address, to an assistant or other staff members, to another email address
you use while traveling, or to your home.

Set up the email address(es) you want to use

¢ From the Call Manager home page, click the Preferences icon, then
choose the Email Notification Options tab.

e Enter up to five email addresses, then check the box(es) below to
indicate the kind of notifications you want to receive and click Apply.

¢ (all Logs and/or Voicemails will arrive in your email, listed with your
regular messages according to date and time.

¢ The actual voice message will be attached as an audio .wav file.
Open the attachment and listen to it however you normally would.

e Fach email will include a link to Delete Message from Phone. This only
deletes the voicemail from your phone line. The email message and the
attached .wav file will remain in your email.

e Delete Message from Phone also clears the message waiting indication
(stutter dial tone) from your business phone.

e |f you decide you'd rather not get the email notifications, just return to
Email Notification Options, and remove the address(es) from your list.
Or, you can click the Remove link included in each email message.

@ Make sure you click on the Apply button at the bottom when
you are finished making your entries.

A
7T

CenturyLink- Log Out

Business

Contral Center Help: 800.350.1044

Residential Small Business Large Business Tam-Bpm MT M-F_ 10am-2pm Sat

Control Cenfer Home | Your Senvices | Biling | Shop | Conrol CenterAdmin | Support

Your Services

Call Managar

“iew and Manage Order Tracking

[430] 000-0000 Show numbers in account | All accounts -
L_| W¥hen | log into Control Center, take me directly to Call Manager (303) D0D-0000 -
Call Manager Settings (480) D0D-0000

(801) DDO-0000 {Read Only)

fi| =]z @

Cal Logs

| 8] @

Last refreshed Mar 12, 1:09 PM @) Refresh

Quick Dial B8 Naw, 12 Total Vaicemails

Dial from: {480) 000-0000 Email Notification ) Voicemail
Dialto: [( ) - X Options Options

Set Yaur Email Notification Settings

Phone Number: (480) 000-0000

Email addiesses:
john.sample@@mycompany_com
john.sampleg@myhome.com
lisa_assistant@mycompany. com
Send woicemail attachments to above email addresses X =

Saend notifications of each missed, incoming and outgoing [ |
call 1o above email addresses

Apply
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Preferences: Voicemall Options

e Customize the features of your CenturyLink Voice Mail service

Use Voicemail Options to modify how your CenturyLink Business Voice
Mail service works on your business phone.

To modify your Voice Mail service

¢ From the Call Manager home page, click the Preferences icon, then
choose the Voicemail Options tab.

e (lick the box in front of the feature(s) you want to turn on.
* Make sure to click Apply at the bottom to complete your selection.

CenturyLink Voice Mail settings

e Skip Password takes you directly to your messages, without entering
a password first. You can only skip your password when you're calling
to check messages from your own business line.

¢ Auto Play starts playing messages immediately, without requiring you
to press (D to listen.

¢ Message Waiting Indicator plays the “stutter” dial tone when you
have a message.

¢ Welcome Chimes is the “ding-dong” that callers hear when they
reach your Voice Mail.

e Short Prompts lets you shorten the instructions Voice Mail gives you.
¢ Play Date & Time announces when each message is received.

Refer to your CenturyLink Voice Mail user guide
for more information ahout these features.

ol
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-~

= .= CenturyLink-

-
=

Business
Control Center Help: 800-350.1044
Residential Small Business Large Busingss Tam-Bpm MT M-F, 10am-2pm Sat
Control Center Home | ¥owr Senvices | Biling | Shop | Control Center Admin | Suppor

Your Services

View snd Manage | C1 MENSIET oo Tracking
(480) 000-0000 Show numbers in account | All accounts v
s
L] When I log into Control Center, take me directly to Call Manager {303) 000-0000 -
Call Manager Settings {480) 000-0000
(801) 000-0000 (Read Only)
[+

) =| =) e

Call Logs

£

Last refreshed Mar 12, 1:09 PM 0 Refresh

Quick Dial B Mew, 12 Totsl Voicemails

DAl o (460 0KI-0000 Email Notification  Veicemail
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Virtual Receptionist

Setting up Virtual Receptionist

@ Before you can use Virtual Receptionist, the person designated as
the account Administrator will need to set up Users for each of the
numbers listed on your account. See pages 4-5 for details.

¢ From the Call Manager home page, click the Virtual Receptionist
icon, then choose the Virtual Receptionist tab.

e (Choose the first phone number in your account list that you want to
set up. Depending on your service, you may have Virtual Receptionist
available on your main phone number only, or you may have it installed
on every number on your account. Each number can have its own set of
Virtual Receptionist settings.

¢ Follow the row of horizontal tabs, or the handy links in the right
column to set up your business hours, menus, announcements,
extensions and more.

¢ Once you have completed the setup for each of the numbers in your
account, make sure to Turn ON Virtual Receptionist using the button in
the left column.

IMPORTANT: Do not turn Virtual Receptionist ON until you

have completed the setup! If you turn on Virtual Receptionist
and your setup is incomplete, callers to your business will hear
a message that the number is unreachable.

Refer to the Virtual Receptionist User Guide for detailed instructions
or click the @ Help icon to view tutorials and helpful hints.

View and download the Virtual Receptionist User Guide at:

http://centurylink.com/userguides (Business Solutions section)

¢ Set up phone menus, announcements and call routing

e Use Virtual Receptionist to free up staff and be sure calls are

always greeted and routed professionally and efficiently.

A ol
-~ CenturyLink
Business

Control Center Help: 800-350-1044

Residential Small Business Large Business

Control Center Home | YourServices | Billing | Shop | Control CenterAdmin |  Support
View and Manage
Your Services e g
Call Manager .
View and Manage Order Tracking

7am-8pm MT MF, 10am-2pm Sat

(303) 000-0000
|| When | log into Control Center, fake me directly to Call Manager

Show numbers in account: | Business

(303) 000-0000
(480) D0D-0000

(801) DOD-0000 ( )
Home Voicemai Contacts Call Logs Preferences Receptionist Help

o
CL INTERIORS >

Main | Schedule | Menus | Announcements Extensions | Advanced

Call Manager Settings

Activation Status

Configure your weekly schedule and
L holidays, so that different menus can be
Your Virtual Receptionist is currently OFF and callers played based on time and day.

are being routed to (303) 000 0000

Define the menus that your callers will be
offered, and the actions they can choose
from.

" )

Service Status L 1

No menus are currently being played to callers, as your
Virtual Receptionist is turned off.

@ The configuration contains no emrors.

Record the announcements your caller will
hear.

Manage the extensions your caller can
transfer to.

Configure the advanced settings that
OL‘ apply across all your menus.
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Troubleshooting

Can’t login to Call Manager

e Make sure you are using your Small Business Control Center User ID and Password
to log in to Call Manager.

e |f you are an Individual User, your User ID and Password may not have been set up yet (see page 4).
Ask your business's Administrator for that information.

® You must be using a computer with a compatible browser.
- Internet Explorer 7.0 and above
- Firefox 2.0 and above
- Google Chrome 8.0 and above
- Safari 4.0 and above
- MSN Explorer 9.0 and above

e Your service may not be activated yet. Voice Pack should be available between 7:00 p.m. and 11:00 p.m.
on the next business day after your order is due.

Contacts missing or
information not current

 Refresh your screen using the -+ Refresh button in Call Manager, or your browser’s Refresh button.
e |og out and in again.

Can’t hear voicemail messages

e Make sure speakers are turned on, or headphones plugged in and volume is high enough to hear.

Voicemail and/or Call Logs
don’t show up in email

For more help with Voice Pack,

call 1 800-247-7285

e |n Call Manager, click on the Preferences icon, then go to the Email Notification Options tab. Make sure
that the boxes for “Send Voice Mail attachments to above email addresses” and/or “Send notifications
of each missed, incoming, and outgoing call to above email addresses” are checked (see page 11).

e Your junk mail filter may be blocking the messages. Add CallManager@centurylink.com to your safe
senders list.

e Your email provider, email software or security software could be blocking the messages.
Contact your provider directly for help.
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