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Logging In to Control Panel
1. Visit the Control Panel log in page: https://portal.univerge.blue/Portal/User/Login
(recommend bookmarking this link) Control Panel
2. Enter your email (must have admin rights)
3. Enter default password: [as previously provided by NATG]
Note: If you forget your password, click “Forgot Password” and follow the prompts
4. Click
5. If this is your first time logging in, you will then go through the security questions

Univerge Blue Knowledge Base

1. For additional user guides and how-to’s, visit the Univerge Blue Knowledge base at
https://kb.univerge.blue/en-US/Main

KNOWLEDGE . \Orchestrating a brighter world N Ec
BASE =)

O

Welcome to the UNIVERGE BLUE™ Knowledge Base!

How can we help you?

Changing Name of Phones HOME  USERS  SERVICES o  ACCOUNT v
Log in to Control Panel UNIFIED COMMUNICATIONS
Select Services, and then UNIVERGE BLUE™ CONNECT oo DERLETLLILE.
On the left-hand side, select Users

Select the user you would like to change the name of

Select User Info

(<) Touser
Sy

W e

Kristi LeHore

Display Name: Kristi LePore Reset password
UMIVERGE BLUE™ SHARE Email address (Login): klepore@natgisit.ca Edit user password settings

Password was changed on 9/18/2020 11:30:47 AY , Edit user info

UNIVERGE BLUE™ CONNECT :
Disable user

6. Select Edit user Info
7. Inthe Display Name slot, enter the new name

8. Click Save Changes

NOTE: Changing the name of the phone does not reset their Connect application, this simply changes
their name. This means: their chat history, call history, voicemails, etc.. will all be there when you assign
this to the new user. To default the programming, the user must be deleted and then re-added and it’s
recommended that NATG do this for you.
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Resetting Users Desktop/Mobile App login password
1. Login to Control Panel

Select Services, and then UNIVERGE BLUE CONNECT
On the left-hand side, select Users
Select the user you would like to reset the login password

Select User Info

(<) Touser
M

GoA W

Kristi LePpre  epore@nztgsit.ca

Display Name: Kristi LePore

Email address (Login):  klepore@nataisg

UNIVERGE BLUE™ SHARE

Password was

UNIVERGE BLUE™ CONNECT

6. Select Reset password
7. Enter password you would like to reset it to
8. Click Reset Password

Changing user Login (email address) HOME
1. Login to Control Panel

Page 4 of 13
USERS SERVICES ~ ACCOUNT w»
UNIFIED COMMUNICATIONS
= UNIVERGE BLUE™ CONNECT
. Reset password
Edit user password settings
on9/18/2020 11:30:47 A  Edituserinfo
| Disable user
USERS SERVICES ~ ACCOUNT w

UNIFIED COMMUNICATIONS

UNIVERGE BLUE™ CONNECT

Select Services, and then UNIVERGE BLUE CONNECT
On the left-hand side, select Users
Select the user you would like to change the email address

Select User Info

(¢) Touser
S

SEE SN

Kristi LeHore

kKlepore@natgisit.ca

~
7

Display Name: Kristi LePore Reset password
UMIVERGE BLUE™ SHARE Email address (Logi klepore@natgisit.ca Edit user password settings
Pasguertwas changed on 9/18/2020 11:30:47 AM Edit user info

UMIVERGE BLUE™ CONNECT

6. Select Reset password
7. Enter the new email address
8. Click Save Changes

NATG

| Disable user

NATG Integrated Systems
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Resetting Voicemail Password HOME USERS SERVICES A ACCOUNT ~

1. Loginto Control Panel UNIFIED COMMUNICATIONS

2. Select Services, and then UNIVERGE BLUE CONNECT > UNIVERGE BLUE™ CONNECT

3. On the left-hand side, select Users Kristi LePore  eporeanatgis.ca

4. Select the user you would like to change =" e Voicamail setti

oicemail settings
5. Select W Caller ID Use this page to manzge voicemail settings.
R .  UNIVERGE BLUE™ CONNECT  [ESEcES - =209 o1
6. Select Vo|cema|| CD;SE:a;aiﬁ:I:\i’::lﬁzr:ra&:G;(r;n:ﬁ:;hune on the system, dial *209 and
. o . Call recordin
7. Next to Voicemail PIN, click Reset _ R
. . Voicemail
8. Enter the PIN you would like to reset it to —— e |
Devices

9. Click Save Changes
Changing Voicemail to Email Address HOME  USERS  SERVICES A  ACCOUNT v

1. Login to Control Panel UNIFIED COMMUNICATIONS

2. Select Services, and then UNIVERGE BLUE CONNECT = UNIVERGE SLUE™ CONNECT

3' On the Ieft-hand Slde’ Se|ECt Users * UNVERGE BLUET™ CONNECT AmAE (® To manage this voicemail box via a phene on the system, dial *209 and

. ress # when you hear the greeting.
4. Select the user you would like to change T § e
Greeting P Defaultmp3 +
5. select e
v Voicemail PIN @) Reset
6. Select Voicemail Bavas )
Operator number(® Not setup
7. Under voicemail notifications, enter the T e
new emall 3 Voicemail transcription
8. Click Save Changes

Voicemail notifications

u would like to receive notice of new voicemzil messages.

Email for voicemail @ Kepore@natg.ca

Include voicemail transcription G

Include voicemail file @
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Recording/Uploading Company Greetings
There are two ways to add a greeting for the Auto Attendant. (1) You can upload an already recorded
sound file OR (2) record it through the phone

Recording and Uploading greetings from Control Panel:

1.

o vk W

10.
11.
12.
13.

Record and save your greeting using any sound recording program (through your computer or cell
phone). We recommend downloading https://www.audacityteam.org/download/. The file must be in
WAV or OGG format and cannot be larger than 16 MB.

Once recorded and saved in the above format, HOME USERS SERVICES o  ACCOUNT v
Log in to the Contr0| panel UNIFIED COMMUNICATIONS
Click Services, and then UNIVERGE BLUE™ CONNECT > UNIVERGE BLUE™ CONNECT

On the left-hand side, Click Auto Attendant
Select the Auto Attendant you would like to change (typically “Main auto-attendant” unless you
have multiple companies)

[ Name / Number Extension Receptionist groups Call routing override
[C] Main Auto Attendant 300 Receptionist groups Disabled
Select Business Hours > Business hours Events

SeIeCt the menu you WISh to Change the greetlng for (Worklng Business Hours are menus that contain call routing instructions anc
list. Drag a menu above another menu to ensure its schedule takes

hOU rS/After hOU rS) . at any given time. After hours are defined as any time not covered

Under the menu options, click on the current greeting name

Select choose file, and select the recording

Enter a file name

Agree with policies and limitations

Click Upload.

+ Create Business hours

Working hours
08:00 AM - 04:30 PM, weekdays

=,  After hours

Menu options 24

Dial by Extension enablejgk?

[1] ao AA: Auto Attendant voicemail
7] Greeting
L
[3] & The greeting selected here will play whenever a call reaches this menu. Each level of
= menu-3nd sub-menu may have their own greeting.
[ 4] Sub-menu | — Choose options Upload greeting v
Upload file || Choose File ||No file chosen
File name Enter the name

_| 1 agree on Policy and limitations &
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Recording Greetings through phone: HOME  USERS  SERVICES a4  ACCOUNT v
1. Log in to the control panel UNIEIED COMMUNICATIONS
2. Click Services, and then UNIVERGE BLUE™ CONNECT 2> UNIVERGE BLUE™ CONNECT
3. Onthe left-hand side, Click Auto Attendant
4. Make note of what extension number is being used for the auto attendant you would like to record
(typically, it’s 300 unless you have multiple companies or your extensions are 300 series)

] Name Num Extension Receptionist groups Businesshours | Events

Business

(] Main Auto Attendant 300 Receptionist groups list. Dragla menu above anather menu to ensure its schedule takes
- at any/fgiven time. After hours are defined as any time not covered

rs are menus that contain call routing instructions anc

5. Select the Auto Attendant you would like to record (typically Main Auto
Attendant unless you have multiple companies)

6. Select Business Hours or Events / T

7. Select the menu you would like to change the greeting for (Working IR
hours/After hours). ¥ s

8. Under the menu options, click on the current greeting name

9. Beside Choose options, click the drop-down and select Record

+ Create Business hours

Edit Business hours

Utilize this section to edit basic information for this Business Hours menu.
Please ensure the schedule is set for the times when this menu should rot

greeting
. . . . . . Name orking hours
10. You will be given the instructions for recording the greeting through e
chedule () 08:00 AM — 04:30 PM, weekdays
the phone: :

fatus (7) Enabled

a. Dial Auto Attendant (the number you made note of in step 4
(typically 300))

Menu\gptions

b. When the message plays, Press *5  ry Extoneion anabled B
c. Enter PIN [as previously provided by NATG], followed by # | Gresting P gresting.ogg '
d' FO”OW the prompts Business hours Events |
e. When prompted, enter the menu _

Greeting

number you would like to record. This
W|” be ||Sted in these instructions The greeting selected here will play whenever a fall reaches this menu. Each level of

menu and sub-menu may have their own greeting.

Choose options Record greeting hd

To record a greeting on this Auto Attendant:
» Dial your Auto Attendant.
» Press *5 during menu greeting.
« Enter PIN followed by “#°.
Follow the prompts to record a greeting.

» = When prompted, enter menu number

If you do not know your PIN, please go to your Auto Attendant's settings page.
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Creating HoIiday/CIosure Events: HOME USERS SERVICES A ACCOUNT v
1. Login to the control panel UNIFIED COMMUNICATIONS
2. Click Services, and then UNIVERGE BLUE™ CONNECT 2> Ll
3. On the left-hand side, Click Auto Attendant
4. Select the Auto Attendant you would like to change (typically “Main auto-attendant” unless you have

multiple companies)

] Name Number Extension Receptionist groups Call routing override

[] Main Auto Attendant 300 Receptionist groups Disabled

5. Click Events

Click on Add Event
UNIVERGE BLUE™ CONNECT

General
Subscription

Users B\isiness hours Events

Phone Numbers

Auto Attendant
+ Add Event < December, 2020 »

Groups . Dact @ .
(¢ Future events: 0 ast events: 0 SUN 10N TUE WED THU FR

Contact Center Search . 20 1 2 3 4

Locations Al Current month  Date range v
7. Here you can choose between Adding a National Holiday or Create a custom event

a. Add a National Holiday gives you a N o
q u I c k ChOice Of p re-determ i ned d ates' Utilize this section to select whether to create a custom event where you may specify all details, or select to add 2 predefined national holiday.
i. Select Add a national holiday I e

.. . . . @ Add 2 national heliday
ii. Select which National Holidays
Add holidays

you WOUld ||ke to SChedUIe Select from the list of predefined holidays below. You may select holidays from different regions. Choose whether to prefill the menu routing options and whether Receptionist
groups should have priority over the Event for inbound calls.
iii. Under Menu options, select Choose from Canadian holidays
whether you would like to Holidays Menu options Rauting options
H H New Year's Day . fo — o e
Prefill - Creates a unique stand- ATty o she vt f ey Prfil it v [Emoty menu v| =] Befoe recetionist urows
alone menu. Save time by pre TG o il vt v [Empymens v| | Befoe receptontsrous
H 1
populating the new menu's ety s [Pl v [Enpymen ] ] seore receptonst arops
rOUtIng OptlonS and greetlng :ﬁb‘f:ﬁ:‘t’hefm Monday of September Prefill with % | Empty menu v Before receptionist groups
with those from an existing R— )
Al 43y on the széond Monday of October Prefill with ~ | Empty menu  ~ Before receptionist groups
menu. This would be used if you S~
X X iﬁrg;‘;‘uga&ffﬁ o Hovember Prefill with v |Empty menu v Before receptionist groups
would like a custom greeting
Christmas Day Prefill with ~  Empty menu Before receptionist groups
H “" All day on the 25th of December
like “we are currently closed for
the ”Christmas” holiday" OR iﬁﬂgaunr?‘{hezsmufne(ember Prefill with v Empty menu v Before receptionist groups
1 1 1 Add holid
Link to an existing menu -

Linked menus share all routing options and greetings but may have a unique schedule.
Useful when you would like your after-hours message to play during this event.

iv. Click Add holidays
v. You will now see the created event. If you have chosen to “Prefill the menu” you will
need to upload a greeting. See Recording and Uploading Greetings for instructions.
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b. Create a custom event that allows you to set up your own events (ex. Staff events, extra date

closures for Christmas, etc.)
i.

Vi.

Vil.

viii.
i.

Business hours Events
Select Create a Add Event

Utiize this section to select whether to create a custom event where you may specify all details, or select to add a predefined national holiday.
custom event

Event options @ Create a custom event ()

Enter the event name
Next to Schedule,

O Add a national holiday D

Custom Event

| Utiize this section to provide the information needed to create a new Event menu.
se eCt N Ot Set u p Please ensure you have set a schedule for when this menu should actively route calls, and use the routing options to indicate whether you wish to program a brand new menu,
. . or utilize the reuting optiens of an existing menu.
You will receive a
Name Enter the name
new pop up, Enter chete @

the date Routing option () efore receptonist aroups
Select if you would opn
like the event to play ~ "m=©
all day or during a

specific time (ex.

12pm — 5pm)
Click Save Changes or e |
Cancel

Beside Menu options, select whether you would like to: Create a new menu - Creates a
unique stand-alone menu. Save time by pre-populating the new menu's routing options
and greeting with those from an existing menu. This would be used if you would like a
custom greeting like “we are currently closed for the “Christmas” holiday”

OR Link to an existing menu - Linked menus share all routing options and greetings but
may have a unique schedule. Useful when you would like your after-hours message to
play during this event.

Click Next

You will now see the created event. If you have chosen to “Create a new menu” you will
need to upload a greeting. See Recording and Uploading Greetings for instructions.

Empty menu

Once the Event is created, it will automatically override the usual schedule during the specified timeframe.
Events will always be prioritized over the usual Menus. For receptionist groups, there is a specific setting
called Routing Option. You can choose whether to set the Events before or after the Receptionist group. It
can be found under the settings of a specific event.

NOTE: If the Event is set before the Receptionist group, inbound calls are routed directly to the menu and are
further routed depending on the Timeout settings of the Event;

If the Event is set after the receptionist group, inbound calls first go to the receptionist groups according to
the usual schedule and then go to the Event.
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Running Reports

1. Login to Control Panel NATG AOME___BFED 5 SERVICES A ALCOUNT v
2 Select Services UNIFIED COMMUMICATIONS
—> UNIVERGE BLUE™ CONNECT
3. Select UNIVERGE BLUE CONNECT T
4. On the left-hand side, select UNIVERGE BLUETACONNECT
5. Select the type of report you would like to view — R e e

a. Historical Reports - Includes User reports with an Usage History

ability to choose the following relative periods or
select a custom range.

b. Usage History - The usage History tab allows you to
create a specified call report by applying filters such
as: From/To, Users, Call attributes, Date range, etc...

c. Saved & Searched Reports - This section will include
your saved reports

Display: L Alcals v Sep 15, 2020 (Today)

From/To: All ~ Users: All (4) ~ call

13 results

Settings

Call Report

Quality

Reports & Analytics

Historical Reports
Includes User reports with an ability to choose the following relative periods or a custom range.
= Select Historical Reports
= Select the dropdown for the date range and enter the preferred range \
= Click Runreport
= The report will initially include all users by . . P I e e
default, you can change the selection by o
using the Users filter and select the name(s)_/
you would like to run the report on
= This report includes the number and duration of the following types of calls:
Total calls / Unanswered / Inbound  Historical Report
/ Outbound / Internal
= Each report can be saved by
clicking Save as button in the right
upper corner (after the report is ) _
run). After you name the report it - -sep14 99 | POT - aciicDay e L open
will appear in the Saved &
Scheduled Reports section.

Report_1 n
4m 43s 31s 1m 26s 1m 33s 1m 44s

Save as

Users: All (4) «

Call count

Sep 14, 2020 04:00 PM
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Usage History
Usage History tab allows you to create a specified call report by applying filters as such:
Type; From/Host; To; Date; Start Time; Duration; Group — the Hunt Group (if any) through which the user
has received the call; Direction — internal or external call
= Select Date or a date range;

1,200 *

1310 results

»  From/To: allows you to input a name or number of a caller or a callee;

Display: Allcalls ~ Aug 31, 2020 (Today) v
Filter activities by: From/To: All = Users: All (185) ~ Call attributes: All ~
From To

Name or number... Name or number...

Apply

= Users: Allows you to select users who have received or made a call;

Display: Alcalls ~ Aug 31,2020 (Today

-] "i;" - -
s |
[ Lobby Phone I
idsal
a
Wike Fraley .
[ e
= Call attributes: allows you to filter internal, outbound, inbound, answered, and unanswered calls;
Display: Allcalls ~ Aug 31, 2020 (Today) v
Filter activities by From/To: All = Users: All (185) =
Internal
Outbound
Inbound
Answered
Check the Unanswered
. Important: Internal, outbound, and inbound attributes N r— ;
cannot be selected on their own. Either Answered or U o
Unanswered needs to be selected as well. Selecting All in

125 results Outbound

Call attributes will show no results
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= Your report will then be generated
Usage History

Display: t, Allcalls ~ Jul1,2020-Jul 31,2020 ~

From/To: All = Users: All(185) = Call attributes: All =

1,312 results + Exportto CSV

%, call 07/31/20 08:50 PM 8n‘7&/ Inbound

= Once the report is created, you can save it by clicking Save as report button and choosing the name of the
report. After you save it, the report will appear in the Saved & Scheduled Reports tab.

Historical Reports Usage History Saved & Scheduled Reports /

Usage History

Display: All calls ~ Aug 17, 2020 - Aug 31, 2020 »

Saved & Scheduled Reports
This section will include your saved reports.

= You can view the report by clicking its name.
= For each report, you can Add Schedule (to send it automatically to an email), Edit the name, or
Delete the Report (options under Reports actions)

Report Name +

User Report

= When you click Add Schedule, you should specify the delivery details:
Frequency: Daily, Weekly, or Monthly
Day (only available for Weekly and Monthly frequencies)
Time Schedule Report
Email address(es)

Delivery details

= After you saved the Frequency Day Time

Schedule for the report, Daily - Every day N 06:00 AM -
you

. . File type Recipients' language
can Edit or Remove it
(OptiOﬂS Csv - English (United States) -
under Schedule Send by Send to
actions).

Email hd re

+ Add recipient
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Adding users to Control Panel login

1. Login to Control Panel
2. Navigate to Account > Account Contacts.

ACCOUNT - NATG-

rl‘:rt; HOME USERS SERVICES
UNIVERGE BLUE™ CONNECT o 'm'_,'_a;," '.',.-"."',';.,. -
Click on
Fill in information

Select the Roles you would like the employee to have access to
Clck

ousew

Resetting Control Panel login password
1. Login to Control Panel
2. Navigate to Account > Account Contacts.

NATG-

Plﬁﬂft; HOME USERS SERVIC N ACCOUNT ~

UNIVERGE BLUE™ CONNECT

3. Click on the Contact Name of the Administrator you would like to reset the password for.

4. Under the General tab, navigate to Password and enter — .
a new password. You may also Generate the password
automatically.

5. Select Reset password at next login to have employee enter their password their next login

6. Click

Confirm password ~ esssss
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