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Welcome
The SIP Trunking Admin Portal allows you to manage virtually all aspects of your phone service.
From the Admin Portal you may:

e View your Account Summary

e View your current and past invoices

e View your phone numbers and phone lines

e Change your outbound Caller ID

e Change your emergency failover numbers

e Quickly login to other services such as your Auto Attendant or Conferencing Number

Plus MUCH MORE!



Viewing Your Locations

In order to view your locations and their associated phone numbers, navigate to the ‘Locations’
page.

The table on this page displays all of the locations that have SIP Trunking phone service. A
location is defined as the address where a SIP Trunking PBX resides. If you have remote
extensions, the location is the address of the main PBX call processing unit. You may have more
than one phone system at the same physical address but it will show up as multiple locations
here.

SIP Trunking

Resources The table below displays all of your locations and phone numbers associated with them. To view and make
changes to your phone lines assigned to 3 specific location, click on the location name.

Locations To view and make changes to your phone number, expand the phone numbers under the location and click the
phone number hyperlink. Please note:

Enhanced Numbers ® Green 911 icon — This is the 911 default phone number for this SIP trunking location. Each location has a
single 911 default phone number. 911 calls made from this number will use this default phone number as the

. " calback nurmber provided to the emergency services operator.
Statement Settings P gency P

e [No 911 icon — 911 calls made from these numbers will use the location’s 911 default phone number as the

Billing callback number provided fo the emergency services operator.

® Gray 911 icon — This is a dedicated 911 telephone number. 911 calls made from a dedicated number will use
the dedicated phone number itself as the callback number to the emergency services operator.

Use 'Export to CSV' button to get a CSV file which includes a record for SIP trunking DIDs by location along with
relevant attributes and any enhanced numbers.

| Search |

+ BExport to CSV
Location Phone Numbers Account Number Address City
Location 3 3 numbers v 100-215-997 112 SE 8th St Bellevue WA 98004 Bellevue
Location4 2 numbers v 100-215-998 112 SE 8th St Bellevue WA 98004 Bellevue

To view and make changes to your phone lines assigned to a specific location, click on the
location name.



SIP Trunking

rces The table below displays all of your locations and phone numbers associated with them. To view and make
changes to your phone lines assigned to a specific location, click on the location name.

tions To view and make changes to your phone number, expand the phone numbers under the location and dlick the
phone number hyperlink. Please note:

Enhanced Numbers e Green 911 icon — This is the 911 default phone number for this SIP trunking location. Each location has a
single 911 default phone number. 911 calls made from this number will use this default phone numhber as the

T FatTe callback number provided to the emergency services operator.

e No 911 icon — 911 calls made from these numbers wil use the location’s 911 default phone number as the

Billing callback number provided to the emergency services operator.

& Gray 911 icon — This is a dedicated 911 telephone number. 911 calls made from a dedicated number will usa
the dedicated phone number itself as the callback number to the emergency services operator.

Use 'Export to CSV' button to get a CSV file which includes a record for SIP trunking DIDs by location along with
relevant attributes and any enhanced numbers.

m + Export to CSV

Location Phone Numbers Account Number Address City
Location 3 3 numbers v 100-215-997 112 SE 8th St Bellevue WA 98004 Bellevue
Location4 2 numbers v 100-215-998 112 SE 8th St Bellevue WA 98004 Bellevue

To view and make changes to your phone number, expand the phone numbers under the
location and click the phone number hyperlink.

SIP Trunking

The table below displays all of your locations and phone numbers associated with them. To view and make
changes to your phone lines assigned to a speciic location, click on the location name.

Locations To view and make changes to your phone number, expand the phone numbers under the location and dick the
phone number hyperlink. Please note:

ENLERGELANINLET = o Green 911 icon — This is the 911 default phone number for this SIP trunking location. Each location has a
single 911 default phone number. 911 calls made from this number will use this default phone number as the

it ST calback number provided to the emergency services operator.

e No 911 icon — 911 calls made from these numbers will use the location’s 911 default phone number as the
calback number provided to the emergency services operator.

® Gray 911 icon — This is a dedicated 911 telephone number. 911 calls made from a dedicated number will use
the dedicated phone number itself as the callback number to the emergency services operator.

Use 'Export to CSV' button to get a CSV file which includes a record for SIP trunking DIDs by location along with
relevant attributes and any enhanced numbers.

-+ Order New
w * Export to CSV

Location Phone Mumbers Account Number Address City

Location 3 3 numbers & 100-215-997 112 SE 8th St Bellevue WA 98004 Bellevue
2066867150 [EH)
206-686-7164
206-686-7179

Location4 2 numbers v 100-215-998 112 SE 8th St Bellevue WA 98004 Bellevue

Green and gray icons near your phone number will help you to understand phone number type:



e Green911icon — This is the 911 default phone number for this SIP Trunking location.
Each location has a single 911 default phone number. 911 calls made from this location will use
this default phone number as the callback number provided to the emergency services operator,
unless you are calling from a phone that has its own specific 911 callback number.

made from a dedicated number will use the dedicated phone number itself as the callback

e Gray91licon — This is a dedicated 911 telephone number for a specific phone. 911 calls
number to the emergency services operator. This option is useful for remote extensions that

reside at a different physical address from the main PBX. Please note this phone must send this
phone number as the Caller ID when calling 911 for the operator to receive the correct address.

e No0911icon—911 calls made from these numbers will use the location’s 911 default phone
number as the callback number provided to the emergency services operator.

Viewing location general information

To view general information about your location, navigate to the ‘Overview’ tab.

The information on this page defines various configuration elements specific to the phone lines
at this location. This information cannot be changed through this page so please contact
Customer Service for changes. If you have a large number of locations, you may create a
nickname in order to easily sort and find locations. A nickname might refer to the location such
as “San Diego, CA” or something more specific such as “Corporate Office”.

SIP Trunking

Hesourons €3 T

Location: 4375 Jutland Drive Suite 200 San Diege CA 72117 [San Diego, CAJ

Locations
Ent 4 Hurnt Orverieia The infarmation displaved balow defines various configuration dements spacific to the phans lines at this
Enhanced Mumbsrs 5 S e B i e i
il : lacation. If you have a large numbser of locations, it is advised to create 3 nschname for easier ientification and
! searching
Statement Settings AR TH Y
o 211 address Hickname of this locatien San Diego, CA
Billing
Phone numbars Account Mumbes 100-316-793
Humber of Lines 92
Lall hagtory
PEX Type mitelsipds_1
Codec Priciity G.711 then G.729
(it Mitel Bundlad Offar




Viewing and editing location Caller ID

To view and change the phone number that will be presented when you place a call from any
phone at this location/phone system, navigate to the ‘Outbound Caller ID’ tab.

Through this page, you may change Caller ID attributes for the entire location. Depending on
how your phone system has been configured, you can either have your phone system provide
the outbound Caller ID or set it here. The caller ID set here will only be utilized when the phone
system sends no outbound Caller ID.

You may only enter an outbound Caller ID number that has been assigned to your company.
You may also block outbound Caller ID.

SIP Trunking

Resgurces K+ To locations

Location: 4375 Jutland Drive Suite 200 San Diego CA 92117 [San Diego, CAl

Loacations
Ohvarviews Thi% i5 thi phond numbes that vwill bé présented when you place 3 ¢ from any phoné at this lecaion/phone
system
Outbound caller 1D Note: I you select a toll-free S number as your Caller D, there may be instances where successful
completeon of a call, or delivery of the caller ID of & call, could fail, This is due to the way some camers handle
711 address Sache

hanoes to B
Phone numbers
Caller 10 wlll be determined in the following order

Call history 1. Frsttry  Custom OUI on the basic phone number v

2. If it's empty use this number 6193262459

3. If it's empty use the number previded by the phone system

Block CLI

Bock CLT ("undmown' caller)

Viewing and editing location 911 address

To view and change 911 address of the location, navigate to the ‘911 address’ tab.

This page allows you to change the 911 address for a specific location (you may also change the
911 location for a specific phone number providing your phone system supports this function
through the ‘Phone numbers’ tab). You must change the 911 address anytime you change the
physical location of the phone system. To change the 911 address for a location:



Enter the new address in the address fields provided
Read and acknowledge 911 address policy and limitations
Click the ‘Save changes’ button

P wnNne

Wait for the web page to confirm that the address is with the coverage area

Note: It is very important that this phone resides at the address shown on the screen. If you dial
911 from the phone and disconnect without giving the 911 dispatcher your address, the 911
dispatcher will send help to the address shown on the screen.

SIP Trunking

R a5 { To localions
Location: 4375 Jutland Drive Suite 200 San Diego CA 92117 (San Diego, CA)

Locations

Oseraew It e5 wiwy imparant that the phone frifem aocisted with thee phone linds rendes 3t the address shown on this
soreen. IF you diaf 911 from the phone associated with these phone lines and disconmect withaout giving the 911
aperator your address, the 911 dispatcher will send help to the address shown on this screen. To change the
sddress of an individual phone nember you must use the §11 address function for that specific phang number,
Addetionzsly, your phone Syestem st suppont the modng af zn individual phona If wou e Ensure, or nesd

Enhanced Humbers

Outbound caller D

M1 address assistance moving a phone, please contact your phone system vendaor
a Fleass endure you pregram this number inta your PEX and route it appropriately. This i the number public
Phone numbers safiety apencies will wse to call vour offices during 2 911 incdent. Please aloo make sure you program your PEX to
send this phone number as the 911 CALLBACK NUMBER. Note, in some PEXS, this is different than what you might
st for Caller ID.,

Call history
d Be advised that if you port this number away, you are responsible te request a replacement number for your
seraiiid with ud for 911 use,

A4 Please note updates may tzke up to one minute to take effect.

Campany name: Pite Duncan LLC

Chret: 4375 JUTLAND D&

Chred 2: STE 200

City: CAN DEEGO

Skate: Cadfomia ¥
Postal code: G2117-3600

Coumtry: United States

of 1 have nedd and understoad the 311 Po

Viewing location call history
To view call history of a specific location or trunk group, navigate to the ‘Call history’ tab.

This page allows you to view call history by month for inbound and outbound calls for a
location. You may view call history in your browser window or download your call history as a
CSV file, a comma-delimited file format used with programs such as Microsoft Excel.



SIP Trunking

(€] Tolocations

Location: 4375 Jutland Drive Suite 200 San Diego CA 92117 [San Diego, CA]

Locations

Entiincs Overview Use this page to view all cutbound calls for a specific location or trunk group.
Enhance
Time zone: (UTC-08:00) Pacific Time (US & Canada) +
Outbound caller ID
Select month v

711 address Lzt e
o rirnbers December 2014
Nowember 2014

caltnutory October 2014

August 2014

Yahe WA



Viewi

To view and make changes to your phone number, navigate to ‘Locations’ tab and either:

ng Your Phone Numbers

Expand the phone numbers under the location and click the phone number hyperlink

SIP Trunking

Localonsg

The tabile bedow displays @ of your locaticns and phane numbaers Esaciated with them. To view and make

changes tn your phone lines asssgned to 3 specific bocation, click on the lotation name,

T view and make changes 0o your phone number, expand the phone nuwmbers under the lacation and dick the

phones number hypearlink. Plakss nobe:

® Green 911 ion — Thits is the 911 default phone rumber fior this SIF trunking kocation. Each location has a
single 911 defais phone number. 911 calls made from this nurder wall use this default phane number 25 the
callback numbir provided o the emengency sendoés operator.

» o %11 icon - 911 calls made from thesa numbers will use the location’s 911 default phone number a5 the
callback number provided to the emergency Senvices cperalorn.

o Gray 911 icon = This i 3 dedicated 911 telephone number, 911 calls made from 3 dedicabed rumber will uis
the dedicated phone number itself 25 the callback number to the emergency senices operator

Use ‘Expodt to OS5V button 06 get & OS5V fle which includes & recard fod SIP trunikang DIDS by bacaticn aong with
relvant sttiibutes and any enhanced numbrs

sCabiod ane Mumb Accoint M ity
nited States 12 numbers -~ 100-214-587 3706 E Q 5t Tacoma WA 984044671 Tacoma
6865674 (00

Open the location (click the location name) and navigate to ‘Phone numbers’ tab

10



SIP Trunking

Resources (4] Tolocations

Location: 3798 E Q St Tacoma WA 98404-4671 [United States)

Locations

Enhanced Mumbers  TEEURE The table below displays all of your phone numbers associated with this location
il (PR L =3

i bk Outbound caller 1D
Statement Settings Gaatch

Billing 911 address

Fhone numbers

Call ustory

g6-6848 [E)

5685

B6-548
206-6B6-6886

Green and gray icons near your phone number will help you to understand phone number type:

e Green911icon — This is the 911 default phone number for this SIP Trunking location.
Each location has a single 911 default phone number. 911 calls made from this location will use
this default phone number as the callback number provided to the emergency services operator,
unless you are calling from a phone that has its own specific 911 callback number.

e Gray91licon — This is a dedicated 911 telephone number for a specific phone. 911 calls
made from a dedicated number will use the dedicated phone number itself as the callback
number to the emergency services operator. This option is useful for remote extensions that
reside at a different physical address from the main PBX. Please note this phone must send this
phone number as the Caller ID when calling 911 for the operator to receive the correct address.

e No0911icon—911 calls made from these numbers will use the location’s 911 default phone
number as the callback number provided to the emergency services operator.

11



Viewing and editing phone number caller ID

To view and edit the phone number that is presented when you place a call from a phone that
has been assigned this phone number, navigate to ‘Outbound caller ID’ tab.

Outbound caller ID can be provided by your phone system or by the information on this page.
Before making a change to your outbound caller ID, please consult with your PBX
installation/maintenance vendor.

SIP Trunking

(2% T atiar

Number 206-586-4874

Locations

Qutbound caller 1D I youl phane <ystem has been conhiguned 1o present a different cutbound phone number for individual phones
this is the phone number that is presented when you place a call from a phone that has been assigned this phone
nidrsher.

Enhanced Numbers

Failover routing
ﬂ Note: I wou sedect a toll-free Bxx number 35 vour Caller 1D Ehere mmdy b (nstances whiene sufcessiul
911 addrete completion of a cafl, or delivery of the caller 1D of 2 call, coubd fail. This is due by the way some camiers handle
ddress

such calls

Call history

Please specify rubes for resolving phone membes

Lisa |ocation CLE [ 20665658 74 g €

L& this phare

Viewing and editing phone number failover routing

To view and change the phone number that the network will automatically reroute any
incoming call to should your phone system suffers an outage, navigate to ‘Outbound Caller ID’
tab.

Failover routing automatically sends calls to an alternate phone number (such as a mobile
phone) if, for some reason, the phone system is unavailable. Failover routing works
automatically on a call by call basis and once configured, there is nothing else to do. Enter your
failover number in the field provided and click the ‘Save changes’ button.

12



SIP Trunking

Re 85 {(€) To lecahons

Number 2056-4848-6874

Lacationg

T Outbound caller 1D If your phone system suffes an outage for any resson, the nebwork will automatically reroute any incoming call to
End M b ’
nhanced Mumbers

e AL the numbir you enter below,
ment Settings
. Fhone number: 2 GEB66ETS

Billinig

Viewing and editing phone number 911 address

To view and change 911 address of a specific phone number, navigate to the ‘911 address’ tab.

This page allows you to change the 911 address for a specific phone number (you may also
change the 911 address for the entire location through the ‘Location > 911 address’ page). Itis
only recommended to change the 911 address for a specific phone number if you are utilizing
remote phone extensions. You must change the 911 address anytime you change the physical
location of a remote phone. To change the 911 address for a remote phone number:

Enter the new address in the address fields provided
Read and acknowledge 911 address policy and limitations
Click the ‘Save changes’ button

i

Wait for the web page to confirm that the address is with the coverage area

Note: It is very important that this phone resides at the address shown on the screen. If you dial
911 from the phone and disconnect without giving the 911 dispatcher your address, the 911
dispatcher will send help to the address shown on the screen.

13



SIP Trunking

Lacations

Enhan

Number 205-4686-6874

Outbound caller ID
Failever routing
911 address

Call history

It t5 very important that the phone system associated with these phone lines resides at the address shown on this
seroen. [f you dial 911 from the phone associated wath these phone linds and disconnect without giving the 511
operator your addness, the 911 dispatcher will send help to the addiess shown on this soreen. To change the
aildress of an individual phone number you must use the 911 address function for that specific phone number,
Addtionally, your phone system must suppoet the moving of an individual phone, If you are unsure, or need
FgFtance moving a phang, pleass contact your phone System vendos

This is the main 911 telephone number for this lecation.

d\ Plazse ensure you program this number into your PEX and route it appropristely. This is the number public
safety agencies will use to call your offices during 3 911 incident. Plesse aiso make sue you program your PEX to
send this phone number as the 911 CALLRACK NUMBER. Mote, in some PEXS, this is different than what you might
sit for Caller 1D,

.ﬂ. B advised that if you port this number away, you are responsble to request a replacement number for your
services with us for 911 wse

£ Please neole up dates may tece up 0o oné minute to (ake effecl

Company name: BO-F008E S1F

Streat: IT08 E QST

Strest 2

Ciky TADDMA

Shate: Washangtan v
Postal code: GEAE-46T1

Country; Uriited Stakes

1 have read and understood the 911 Pelicy and limitations.

Viewing phone number call history

To view call history of a specific phone number, navigate to the ‘Call history’ tab.

This page allows you to view call history by month for inbound and outbound calls for a specific
phone number. Call history will always display inbound calls by phone number, but depending
on how your phone system is configured you may or may not see outbound calls recorded. You
may view call history in your browser window or download your call history as a CSV file, a
comma-delimited file format used with programs such as Microsoft Excel.

14



July 2014 v J Exportto CSV & Printable version

—_—

Date and time Call Log PCode UCode Duration Bucket, min @ Charge, $ Surcharge,$ @ Total, $
7/7/2014 10:01 AM & 425-748-8354 18 0 0 0 0
7/7/2014 10:01 AM " 425-748-8354 18 0 0 0 0
7/7/2014 10:16 AM i 425-748-8354 18 1] 1] i} 1]
7/7/2014 10:20 AM £ 425-748-8354 24 0 0 0 0

1-40f4

Viewing Enhanced Numbers

Enhanced numbers are phone numbers with additional features such as Automated Attendant,
FollowMe numbers, WebFax and Conferencing numbers.

Navigate to the ‘Enhanced Numbers’ tab to view and sort a list of your Enhanced Numbers. By
clicking the phone number link associated with a specific Enhanced Number, you will be
automatically logged into the web for that number without having to re-enter your PIN.

S|P Trunking

Resources The table below provides a list of 2l enhanced phone numbers assigned to your company.

Enhanced Numbers

Auto attemdant

Phons . Name Type
650-355-8381 f Suto Attendant 1 Auto Aktendant Chanpge PIN
650-355-8333 £ Auto Altendant 2 Auto Attendant Change PIF

1-2of2

You can request additional enhanced numbers by calling us or sending us a request via the
‘Order new’ button.

15



SIP Trunking

9':!.. Né NUMmber
650-255-8381

£50-355-8333

Contacting us:

The table belaw provides 3 list of 3ll enhanced phone numbers ssigned to vour company

All: 2 dasto Stendant: 2 wieb fau 0 Conferemes: (
Aigto Attendant 1 Alita Attendant Change PIN

Auto Attendant 2 Autto Attendant

Change PIN

1-2of2

If you decided to send a request via email, please check your contact information (phone
number, preferred hours and time zone) as we will use this information to call you back to

discuss the details of your request.

16



SIP Trunking

Resources

Locations

Enhanced Numbers

Statement Settings

Billing

Order additional service

Location

Add a Mew Location

Line

Add a Mew Line

Auto Attendant

(S I I I S -

Add a3 Mew Automated Attendant Mumber
Conference Mumber

add a Mew Conference NMumber

Web Fax

add a Mew Webfax Number

Other

Reguest Other Mew Sernvices

Your contact phone
Your name
Preferred hours
Your time zone

Comment

1 (205) 205-2051

Armmar Zek

(UTC-08:00) Pacific Time (US & G j

17



Setting up Statement Settings

Statement Settings allow you to enter an email address to receive a copy of your voice
explanation of charges each month. You may choose between PDF and/or CSV format.

To setup Statement Settings:

1.
2.
3.
4.

SIP Trunking

Navigate to the ‘Statement settings’ page

Enter a valid email address in the ‘Add email address of recipient’ field
Select the type of attachment you wish

Click the ‘Add’ button

Resources This page allows you to determing who in your company should receive 3 monthly detailed explanation of charges
statement via emall. You may enter emall addresses in the field below to enable individuals to receive this
infarmation sither 35 2 CSV comma delimited fils for import into another application like Microsoft Excel, of in PDF

Locations
= format.

Enhanced Numbers v
o = | Enable explanation of charges statement in CSV format

Statement Settings

Bill ng

Add email address of recipient
Manage recipients

Email addresses
test@serverdata.com SV »

1-10f1

Note: If you uncheck ‘Enable explanation of charges statement in CSV format’, the system will not generate this
information for the account.

Finding Billing Information

The Billing section can potentially provide two items depending on the age of your account.

18



Older accounts that have been migrated from older billing systems will provide a link to access
older Invoices from that billing system.

Archived Invoices

In late 2014, Intermedia migrated our AccessLine heritage accounts into Intermedia’s management systermn HostPilot.
To find your invoices created before the migration, please log into the old Admin Portal.

Access archived invoices

Additionally, in the new Admin Portal, the location of all billing information changed. This tab
helps direct you to the new home of your billing information.

Current billing information

Intermedia’s HostPilot management portal contains integrated service and biling sections. Please use the instructions below to locate your biling information.

1. At the top of your browser, click _ - — o o
on Account {ome Users & Services v ,t\ccounQ" gaEntContact [ID 1011387]

!. Change administrator password, manage | P Specify the IP addresses that can access your
L acCess administrative interface

2. Click on Balance -

‘ BE|E|I"IC::;”>HI balance F En...,h. (usl“cm:uusw.urd policy for your
~Thari [+2=4] account contacts
_ Dates |
3. Use the filters to apply 3 custom { ]
data search to find specific charges Totals for selocted fitter; i i $1,443.4000 $0.00
Click ob the Transaction Detail i | | — sl bl
1D to see details about a3 specific ( %300393\) E._E’?‘F_lf_j £1,408.4500 $BT10.00 AL - Vol serviees 11/08/14-12/08/14

charge
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