ExecCONNECT QUIC

Rely on us to take care of your business.



Welcome.

Welcome to All Business Phone Line from LUS Fiber! This guide is intended to
get you up-and-running with the basic features associated with the online web portal.
For more in-depth information, please see:

o ExecCONNECT User’s Guide

o ExecCONNECT Administrator’s Guide

As always, you can contact our local customer service team at (337) 99-FIBER
(993-4237) and we will be happy to assist you.

ExecCONNECT is the web portal used to manage the features on your new
phone system. With ExecCONNECT, you can:

« View missed calls

« Listen to voicemail messages

» Manage your contacts

« Set up rules to route your calls

« And more

To get started, go to the login page at:
http://voicemail.lusfiber.net

Use your 10 digit phone number as your user name and 1235 as the default
password. Once you log in, see page 8 to create a new password.

Please note that this Guide is representative and may vary from your individual ExecCONNECT screen.
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GETTING ORIENTED

Once you are logged in, you will be on the main ExecCONNECT dashboard:

Messages & Calls

You have 4 messages (1 new)

Missed Call

Laf Con Govt

Michael, James

Laf Con Govt
(337) 303 3033
(337) 303 3033
Nichols, Barr...

Call Manager Settings

Laf Con Govt
Nichols, Barr... | 3 | Use my Normal rules (other times)

Laf Con Govt
45 TECHNOLOGY

« Dashboard — View most common functions
« Messages and Calls — Access call history

Change settings

« Contacts — Store and retrieve contact information

« Call Manager — Manage your incoming calls

» Apps — Add any available applications to your service

«» Settings — Change your call settings
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DASHBOARD

ExecCONNECT Dashhboard is the main screen for the portal. On it, you can view things
such as recent calls, messages, contacts, and customized settings.

Voicemails — click
here to
view and retrieve
any voicemail
messages

Messages & Cals

You have 4 messages (1 new)

Missed Call

Contacts — Import
your contacts from
Outlook or create
new ones, then
click on their name
to dial

Contacts

Use the ‘Call’
button to make
a new call — use
for numbers that
may not be in your
address book

Laf Con Govt
Michael, James
Laf Con Govt
(337) 303 3033
(337) 303 3033
Michols, Barr...
Laf Con Govt

Call Manager Settings

Organization:

Telephone Numbers
dih (337) 555-1414

List of missed
calls — if you
click one you will
have the option
of calling the
number back

LUSFIBER.COM/BUSINESS

All Business Phone Line -

When I receive a call
Use my Mormal rules {other times)

Active settings —
for instance, if you
are forwarding
your number, it
would appear here
— click to adjust
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MESSAGES AND CALLS

The Messages and Calls tab displays all of your recent call activity. Here you can
retrieve voicemail and view calls based on whether they were missed, answered,
dialed, or deleted.

Dashboard Messages & Cals Contacts Call Manager
Messages (1 New) |IEREROINEN] Received
[ [ | WESTERN N MTEL Fii9/13, 4:04pm, 24 secs 45 Actions ¥ X
(D] wreLEss cauer Tue 9/10, 3:13pm, 29 secs & Actions v X
| | MATL CABLE TV From: Laf Con Govt - 4626 x| x
M Laf Con Govt Mo transcription available for this message. & X

[ new voicemail || Delete al |

Thu 8/8 2:07 pm 00:00 / 00:21
)| ®e ‘1-))|ﬂ|v N\N

Click on one of the sub-tabs to get more detail. Click the ‘Play’ arrow button to listen
to a voicemail message. Note that you can listen to your messages in any order. The
window (seen to the right above) will open — you will have the option to save or delete
either on the player screen or main screen.

Click the ‘New Voicemail’ button at the bottom of the page to record and leave a
voicemail as a memo (note — your computer requires a microphone).

Click the w at the end of the line to Reply, Mark as Heard (or) New, Forward as
Email, or Forward as Voicemail.

From the Missed, Dialed, and Received sub-tabs you can click on the name
and either call them, add them to your contacts, or jump to the caller’s existing
contact information.
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CONTACTS

The Contacts tab enables you to manage all of your contact information. Within it,
you can create new contacts (using recent call information like a missed call, or create
a new one from scratch), create groups of contacts, or import/export your contacts.

Dashboard

‘, ContactList | Speed Dials | Extensions | Short Codes

Contacts & Groups

[ search for...

Set up short
codes using this
button

Create new
contacts, groups,
import, or export

using these
- 4 buttons
[ Neowtact’fNewewp Import || Exportal |

The fastest way to add your contacts is to import them from your email
program. If you’re using Microsoft Outlook, here’s how:

» Open Outlook and go to the ‘File’ tab — then ‘Import and Export’
-- A new window should appear

« Select Export to File — click Next
« Select Comma Separated Values (Windows) from the list — click Next
« Select Contacts from the folder tree — click Next

« Save exported file as ‘Outlook Contacts’ — click Next (Be sure to save in a
place you can remember like the Desktop or My Documents)

(o back to the ExecCONNECT Contacts tab
« Click the Import button
« Click the Browse button to find the ‘Outlook Contacts’ file
o Click Import
Your contacts are now in ExecCONNECT!
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CALL MANAGER

The Call Manager tab is where you view or change the calling rules you have in place.

Summary — change
settings for receiving calls

Messages &Calls Contacts

— Rules - set up rules for

incoming calls

O Handle depend| |

~ Additional op oo ey e e Weekly Schedule — set

These options Reject Calls x

et e gl up rules on a schedule
If Idon't answel | Screen Calls Periods (max 3) Summary

@® Forward to S 23 9
undl
© send to voi

Special Days are exception

For example, vacations or busin s eCiaI Da s N SEt
Weekend Ll Bl aid U exceptions for normal

Click a date on the calendar ton

WorkingHours X | 1prll can aso cick and drag to chang [N AT (IS 00110 0] (2]

October 2013

'Add New Set of Rules e o Mon Tue Wed Thu Fri Sat Sun|/Mon Tue Wed Thu Fri Sat Sun|/Mon Tue Wed Thu Fri Sat Sun
= gl @ s 1 2 3 i
- - M1 15 5 7 18 19 0|1 2 B3 M s 6 (|9 0 213 s
Ads New Period » m o0 o = [
(Gototoiny ]| e 1 | Coairoeretios |
| _|

Summary enables you to change the settings for when you receive a call and see
additional options.

Rules give you advanced options for handling incoming calls. You can choose which
set of rules is active from the Summary tab.

Weekly Schedule enables you to apply different rules at different times of day. Once
you have set up your weekly schedule, you can use the Summary tab to choose which

rules apply during the periods you have defined.

Special Days enables you to set rules that are exceptions to your normal
weekly schedule.
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APPS

Apps allows you to access various applications to your phone service from your
desktop. At this time, ExecCONNECT Assistant is the only application available for
download, but there may be more in the future. Once you get more comfortable with
ExecCONNECT, we recommend you download ExecCONNECT Assistant.

Apps on your

Computer

CommPortal Assistant
(Recommended)

CommPortal Assistant offers instant
access to your most frequently used
features and settings. You can search [
and dial contacts right from your Incoming Call: B
desktop, just like you would From your Daniel Beeker

mobile phone. Notifjcatiol:ls tell you A Redirect ¢

when you have an incoming call or a
new message.

O XP / vista / Windows 7 /.

L\ ca N[~

Call Manager Apps Settings

Sandra Hurst (337) 555-1421
Mobile (337) 555-1661
Home (337) 555-1218

Windows 8
(337) 555-1301
&} Send to voicemail
_enml nnumber -
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SETTINGS SETTINGS

The Settings tab contains most of your personal and call handling preferences. The Calls sub-tab enables you to change general phone, caller identification, and call
forwarding preferences. Once you decide on your preferences, you should not need to
PETERP s e use this tab frequently.

details and change

passwor d Dashboard Messages & Calls Contacts Call Manager

Calls — change general
and call forwarding
preferences

~ General
Auto-answer my phone for dick-to-dial calls F
Caller transfer is not avalable as no operator number has been set for your business group.
Withhold caller ID when making calls O
Ifnot withheld, signal my name as: Donna Walters
Dispay caller rame for incoming cals

Messages — set up

iR voicemail greetings and
Call Services PIN settings

Display caller rumber forincoming calls
Notifications - set '
[expl-o-El-=B-28  Up exceptions for normal
(337) 555-1019 rule schedule

~ CallForwarding
Askme for a new forwarding number each time I turn on forwarding from my phone:
Immediate Forwarding
Busy Forwarding |
No Answer Forwarding F

The Account sub-tab allows you to see your personal details, change your password/

PIN, and configure the keys on your phone. The Messages sub-tab allows you to make changes in voicemail forwarding number,
mailbox access, and your voicemail greeting.

Dashboard Messages & Calls Contacts

Account Moftifications

Dashboard Messages & Calls Contacts Call Manager

~ General
Incoming calls are forwarded to voicemail after l:lseconds
Enablke live screening 0
Forward messages and faxes as emails
jane.doe@lusfiber.net edit | remove
add an email address

Donna Walters
LUS Fiber Business Support Services
Root admin

Leave original n Inbox O

+ Mailbox Access
¥ Voicemail Greeting

(337) 555-1021 set keys
(337) 555-1019
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SETTINGS

The Notifications sub-tab enables you to change which notifications you will receive
from incoming calls and how you will receive them.

Messages & Calls Contacts

Notifications

MWI | Email | Pager | Outdial | Override

Message Waiting
Send phone notification of incol Indicator — send
e notifications to select
r phone numbers

[ Email - send notifications

to select email addresses

Pager — send notifications
to select pagers

Outdial — send outdial
notifications according to
a schedule

Override — override
your outdial and pager
notifications to a schedule
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Notes
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