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1. Getting Started with XO® VoIP Services

What are XO
VolP
Services?

Purpose of
This Guide

Pre-
registration

Welcome E-
mails

Business Communication is evolving, and XO Communications is leading the wa
with nextgeneration Ve over IP (VdP) Services.XO provides VolIP services
under the followingservicenames, which you may see named throughout this Use
Guide: XOptions Flex, XO IP Flex, X@® Flex with VPN, XO SIP XO Enterprise
SIP and XO Enterprise Cloud Communicati@esvices. Note that this User Guide
applies to XOptions Flex, IP Flex, IP Flex wifPN and SIP services only.

With XO VolP Servicesyou get an integrated voice and data solution based on IF
technology, including dynamic bandwidth allocatiokdditionally, XO VoIP Services
offer more than 25 standard features, including voice ma@letliay calling, and Hunt
Groups. You also get access to the®BDsiness Center and a full suite of services
designed to help you better manage your communications needs. The Online Fe
Management tool, located within the Business Center, allowsoymake changes to
your service in real time, and manage your account online.

Since being introduced in the spring of 2005, XO Communications VolIP services
now widely deployed with more th&®,000 businessustomersationwide XO
Communications is #leading VolP and SIP Trunking services provider, with the
largest market share of the VoIP access services market and the largest number
users: more than 1 million entser subscribers.

Written for business owners and network administrators, this User Guide explain
features and services available with XO VoIP Services-IBtegtep instructions show
you how to configure your XO VoIP Services features and make changes to youl
serviceausing either:

AThe Voice Portal, done via a telephone, or

A Online Feature Management(previously called the Administrative/Admin
Portal), accessed online by the designated group administrator.

Refer toSection2. Quick Referencguide for a summary of which features can be
configured by whom.

For your convenience, your company will be-pegistered to access an extranet
website known as the XBusiness Centehftp://bc.xo.com At this site, you can:

AReview and pay your bill online
ATrack trouble tickets and Internet usage
AManage your XO VolIP Services via Online Feature Management

Next, your companyds technica-mailsont a
containing the following:

1.Your User ID, which is required to access ti® Business Center
2.Your Password which is required to access the XO Business Center

3.Thedetails of your XO VoIP Services(t i t 1 ed AXO Vol P ¢

I nformationd), including your | i st
Tel ephone Number. o0 Youdl | nveiedortalhi
Numbe} to access the Voice Portal to make changesrtes/oice features.


http://www.businesscenter.xo.com/
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1. Getting Started with XO VoIP Services (continued)

Your
Designated
Group
Administrator

online.

Online
Tutorial

Your designated group administratowho may or may not be the technical contact
your companyi will need to access the XO Business Center home page and then
the Online Feature Management tool to configure and manage XO VoIP Service:
With this tod, the group administrator can make instant changes to calling feature
such as Call Forwarding, Voice Mail, Inbound Call Routing, Hunt Group setup, ai
more. Additionally, a designated Business Center user may order additional serv

XO also provides an online, sglaced tutorial to show you how to set up and mane
your voice services via Online Feature Management. The tutorial can be accesse

http://www.xo.can/care/product/flex/ondemand.htridVith this interactive tool, you
can search for key topics and walk through, $testep, the actions required to enal

the feature or service. The tutorial is a simulated environment, so you can get

comfortable makinglanges before you configure your services in Online Feature

Management.

Where do you
start?

Here are some

I f you a‘

An individual user

suggestions:

Then

do thiseé

log into the Voice Portal for the first time.

A designated group
administrator who

Click on this link to access the tutorial:
http://www.x0.com/care/product/flex/ondemand.html

wants to start with an
online tutorial

Result:TheOnDemande-learning tool displaygFigure J. This useful
tutorial will assist you in configuring your voice services, using Online Feg
Management, and ordering additional services

iy
=

€ Search

- & Oelirn Feature Managemant

=\l Help Functions
= U3 Managing Your Locations
~ AE

+ & Managing Your De
- @ Managing Your Telephone Nurbers

ONDEmAND

PorsonaL Navaaros

€

|»

GHosssry

2 Took Tips

i Your Locaans

cafion

Playtack Mose Pratsrsnces | Help | Clese
| | See It Try It @Hnnw " g(lc It
L_j (F] @ @ (F]

Corter sbows you to acoexs Onfine Mestern
e Fostare Mansgarnent uders mut be regitered with
50 Cander and hyee 5 vobd User D and password

The OrDerund ¢-low g Lod provades Onlne Fosture Manegemernt
CONBArt winch slows you L0 Jearn Fbarmctively wihis you work by usng one
of e tolywing playteck modss

‘See K eratles
Heps for 3 tank

YOU 10 J0arm iy wlChing a0 sneialad denonatration of the

Tey N enaties Youto Ioaen rieracively I b Siwialed efrdrconment

Foaw IU' 1w scassarart whech ieads aod soorex your kngeiedoe of ;l

Orfine Nestern Manasgomend, formerly XOptons M Vet Admratraton

5 W Finding Teles Nurhers
Wl Finding Teleghone Numbers Pora, 4 @ festure of hhe X0 Business Center avd 2 & resouce b of
% Findn Telphone Number XOymore Flex custoners. Access to Onine Fasture Mansgenedt |5 $ound
= 3 Mansging Your Auto Altendanms theough e XO Dusrmcs Carter
= @ Editing Your Auto Attendae
UL ,.x:f.;l.v ur thxLl J;msu it S on Ba a0 S e pege
2 Edting You Prodle a
Edting Your Options
Edting ¥
Edting You siness Hours Mern
3 Eding Youw Aler Heurs Menu
& P Manssing Your Call Cenlars

Figure 1:

Menu for OnDemand Tutorial
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1. Getting Started with XO VoIP Services (continued)

I f you a‘ Then do thisté

A designated group | Access the XO Business Center home pagétat/bc.xo0.comAt the top

administrator who menu bar, click ofProducts andServicesu
wants to start

configuring voice
services %

. . Weicome Back, Contact Us 1 Hel m
Communications : BUSINESS CENTER e B

Business Services u
My Account Biling Products and Services Support

Overview llanage Users My Profile  Notification Preferences.

Search your locations, trouble tickets, and telephone numbers & ¢ offersforyou

(BT Tickets | Phone numbers and Circuit IDs

X Q Communications

Business Services

Examples: 137 Beach St o ‘San Jose’ or'CA'

For information on products & pricing,
Most viewed locations ‘contact an XO Sales Reprasentative

today, or call 866.349.0134.

[ Exportlist of locations

XO MEMPHIS: 5885 RIDGEWAY CENTER PKWY. suite 111, MEMPHIS, TN 38120

s10237.41 (D0

XOLINX - ESIP PORTAL SET UP: 1330 N WASHINGTON AVE, SPOKANE, WA 99201

NEXTLINK: 930 S WHITE STATION RD. MEMPHIS. TN 38117

NEXTLINK WAREHQUSE: 1716 N SHELBY OAKS DR, BARTLETT, TN 38134

Figure 2: Home Page for XO Business Center


http://www.businesscenter.xo.com/
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1. Getting Started with XO VoIP Services (continued)

Accessing the
Online Feature
Management Main
Menu

How to Use This
Guide

If you chooseheProducts and Servicedab, Online Feature Management
appears in the list of product togfsgure 3) ChooseConfigure Existing
Servicesu to enter the Online Feature Management Main Menu for your
respective VolP product/services.

Wetcome 8ack, FRsT | Contact Us | Help  IEETE

Business Services

X 0 Communications : BUSINESS CENTER
My Account | Biling [NZEIISEEIGIEVIEEM  Support

Product Tools

©  Online Feature Management u

Through the secure X0 VoIP Senices Online Feature Management Portal you can seff-administer functional changes in real-time to activate or deactivate features on existing
phone lines. In addition to self- a designated group also has the abilityta configure hunt groups, call centers, incoming call routing, and mare

000000000000352 - XO MEMPHIS
5885 RIDGEWAY CENTER PKWY suite 111, MEMPHIS, TN 38120 XOVolP Senices Configure Existing Services
004000000188341 - XOLINX UV TEST ESIP 1

108 S OAK SUITE 68, ROANOKE, TX 76262 Enterprise SIP Configure Existing Services
004000000207331 - XOLINX - ESIP PORTAL SET UP

1330 N WASHINGTON AVE, SPOKANE, WA 99201 Enterprise SIP Configure Existing Services
004000000207569 - XOLINX - ESIP SET UP#2

1000 DENNY WAY, SEATTLE, WA 98109 Enterprise SIP Confiqure Existing Services

Figure 3: Online Feature Management, Main Menu

Note:If the feature you are seeking does not appear on the Main Menu, it n
you have not purchased this optio
option, please conta€ustomer Carat (800)421-3872.

This document is inteded to be used with yodobe Acrobateader. To
SearchandFind information quickly, please use the following interactive toc
A Click on theSearchicon (binoculars) on the Acrobat toolbar, and enter
word or phrase you would like to search for.
A Saoll through theBookmarks in Adobe Acrobafdisplayed on the left
hand side of your screen), and click on the topic.
A Scroll through th& able of Contentsat the beginning of this document,
and click on the topic.
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2. Quick Reference

Configuring Voice
Features

Accessing the
Voice Portal

Activating Features
via Online Feature
Management

Which Method
Should You Use?

In addition to being able to configure your XO VoIP features with the Online Fe
Management tool, certain changes can be made via a telephone usibicehe
Portal. The Voice Portal provides access to your Voice Mail, plus Remote Acce
Call Forwarding and associated greetings. Refer tQthek Referenctable on the
next page to see which features can be accessed via the Voice Portal.

To access th¥oice Portal you must:
A Dial a unique telephone number assigned by XO.

A Locate this uniqu&oice Portal Numbe(otherwise referred to as thice
Messaging Group) in thiird welcomeemail t i t 1 ed A XO V<
ServiceInformatbn. 6 Ref er t o the Number (
the letter. The Welcomemailsare explained iisectionl. Getting Started with
XO® VolP Services

The group administrator can activate certain voice features for individual users
Online Feature Managemenias follows:

AAt the individual 6s home p dlgeePhonen
Lines.

ARefer to theQuick Referenctable on the next page (third column) to see wh
features can be activatedingOnline Feature Management

As the table on the next page illustrates, voice features are accessed via the V
Portal and/or Online FeatiManagement. To access certain features via the Vo
Portal, you must entéteature Access Codés.g., *72 for Call Forwarding).

To activate these services, press*tikey and thetwo-digit number, followed by
the# key. Some services require additimnformation (such as a phone number),
but you are prompted for that information. You cannot change Feature Access
Codes.
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2. Quick Reference (continued)

List of Voice Features and Access Codes

Feature Voice Portal Online Feature Management

(done via a telephone)  (done by group administrator)

A
A
A
A
A
A
A
A
A
A
A
A
A
A
A
A
A

Change Voice Portal

Check Voice Mail Messages

Set Up Voice Mail Greetings
Remote Access to Call Forwarding
Call Forwarding Always

Call Forwarding Busy

Call Forwarding No Answer
Calling Line ID Delivery Blocking
Calling Line ID Delivery

Call Pickup

Call Return

Call Waiting / Cancel Call Waiting
Do Not Disturb

Flash Call Hold

Last Number Redial

Call Park / Retrieve

Speed Dial 8 /100

>

* 7 2
*90
* 92
*67
*65
* 98
69
*70
*78
* 22
*66
* 68
* 74 A (setug

Optional Features

Set Up / Change Auto Attendant Greetings A A
Set Up Auto Attendant Routing A

Configure AutoAttendant Profiles, Options,
and Schedules A

Configure Auto Attendant Profiles, Options,
and Schedules A

To| To| To| Po| Io| To

(seturg

~|l~l~~|~~~/~|~/~/~|~ |~
*

Set up / Manage Inbound Call Routing A
Assign Hunt Group Queuing Schemes and

Policy* A
Configure Account Codes A
Call CenterConfiguration A

Reset Voice Portal Passcode for Call Center
Hunt Groups A

Upload Personal Greeting Sound (.wav) files
for Auto Attendant, Call Center, or Voice Mai A
Applications

! A group administrator cannot create a new Hunt Group via Online Feature Management because a new telephone
number is required. To add a new Hunt Group, the administrator must place an order with XO Customer Care.
6
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3. Voice Portal: Setting Up Your Voice Mailbox

About This
Feature

Prerequisites

How the Voice
Portal Works

TheVoice Portalis a unique telephone numbieassigned by XO and dialed from ar
phonei that serves as an entry point for amirs to access, use, and configure the
following services:

AVoice Mail (Section 4 in this guide). XO VolP Businessé users can configure
Voice Mail services via the Voice Portal by calling into the Voice Portal from
telephone. Voice Mail is not available with XO VoIP PRI or Trunks service, c
Business Lines.

ARemote Access to Call ForwardindSection 5), and

A Auto Attendant (Section 8). If the optional Auto Attendant feature has been
selected, the corresponding telephone numbers will also be listed thirdhe
Welcome email

Al so known as the fAVoi ce Ma idigitamberisp
included in thethird Welcome emai(seeSectionl. Getting Started with X®VolP
Service} and cannot be edited by the user.

To use this featurendividual users must:
AHave a unique Voice Portal number assigned to them by XO.
ALog into the Voice Portal the first time to set up a personalized passcode (be
4 and 8 numeric digits).
A Access any telephone theftea to manage voice features and settings.
Group administrators must:
AHave a unique Voice Portal number assigned to them by XO.
ALog into the Voice Portal the first time to set up a personalized passcode (be
4 and 8 numeric digits).

AHave access to ¢hOnline Feature Management tool, where they can
access the Voice Portal number, set up or change a passcode, and manage
features and settings online.

Individual users and group administrators use their own configurable passcode t
access their respective menu of services. In addition, administrators can customi
Voice Portal entry greeting heard by users who are logging into the Voice Portal
Section §.
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3. Voice Portal (continued)

Setting Up a Follow these steps to log into the Voice Portal for the first time to set up a passcc

Passcode
Step ‘ Action

1 Log into the Voice Portal by dialing your unigWeice Portal number.

2 Dial yourtelephone extension numbe(your default passcode is the last fo
digits of your phone number), if necessary, théirequested enter your
phone number.

When promptedpress 8to personalize your passcode.

At the prompt, enter yourewpasscodgbetween 4 and 8 digits).

Record your name at the prompt.
Press thet key.

(o2 I &2 BN SN I 4}

Accessing the  Follow these steps to access the Voice Portal for the first time.
Voice Portal for

the First Time Step ‘ Action

1 Dial your Voice Portal number from any telephone.

2 Dial your phone number.

3 | Are you using your own business phone?

If yes enter youpasscoddo reach th&/oice Messaging Main Meny and
thenpress* to reach th&/oice Portal Main Menu (Figure 4)

If noand you are using a phone other than your own business phone,
follow these steps:

APress* during your outgoing greeting to reach the login prompt.

A Enter your passcode to reach Yaice Messaging Main Menu

A At the Voice Messaging Menpress* to reach th&/oice Portal Main
Menu:
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3. Voice Portal (continued)

VOICE PORTAL MAIN MENI

Access Your Record Your Change Call Change Exit the Repeat
Voice Mailbox Name Forwarding Options  Passcode Voice Portal Main Menu
Play Record New Activate Call Enter New
Messages Personalized Forwarding Password,
Name followed by &
Compose a h. De-Activate
New Message Listen to Call Forwarding Return to Voice
to Distribute Curremt Portal Main Menu
Personalized ._B
Name
_n Change
Busy Greeting __u Forwarding ﬁ i
Messsge Delete Destination Enter forward Return to
to number, Call Forwarding
—. :1'::"’"“’" e followed by # Menu
No Answer Listen to
Groeting Menu __. Forwarding
Status
Return to
Voice Portal
Deleta All Main Menu _! .
MGSSBQ eturn o
- __. Voice Portal
Main Menu
Repeat Menu
Return to —.
Voice Portai
Main Menu Repeat Menu
Repeat Menu

Figure 4: Voice Portal Main Menu
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3. Voice Portal (continued)

Accessing the
Voice Portal
Main Menu

Accessing
Your Voice
Mailbox via the
Voice Portal

Voice Mail
Options

Once you have a passcode, you can access the Voice Portal Main Menu as follo

Step ‘ Action
1

From any phone, dial yodoice Portal number.

Are you at your own phone?
If yes then enter youpasscodeand press the key.
Note: The defaulpasscode is the last four digits of your phone number.

If no, press thé key.
Result:You will be prompted to enter your extension.

After accessing the Voice Portal, the following prompts will be made availg
from theVoice Portal Main Menu:

1 Access Your Voice Mailbox

3 Record Your Name

4 Change Call Forwarding Options
8 Change Passcode

9 Exit the Voice Portal

# Repeat Main Menu

Press the number to select an option, each of which is explained below.

At the main Voice Portal menpress1 (access your voice mailbox)You will be
prompted to choose from the followidpice Mail options, as illustrated irfrigure4:
Voice Portal Main Menu

I f you want toé Then pr
Play messages 1
Compose a new message to distribute 2
Make a selection from the A b 3
Make a sel ectainenwefrroo myrtehed i mmgo 4
Delete all messages 7
Return to the Voice Portal Main Menu *
Repeat menu #

10
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3. Voice Portal (continued)

Recording
Your Name

Record Your
Name Options

Changing
Call
Forwarding

Change Call
Forwarding
Options

This feature enables you to record your name to be played back to incoming call
conjunction with Voice Mail and Auto Attendant. At the main Voice Portal menu,
press3 (record your name). You will be prompted to choose from the following
ARecor Na¥Ynewr apti ons

I f you want toé Then pr
Record new personalized name 1
Listen to your current personalized name 2
Delete personalized name 3
Return to the Voice Portal Main Menu *
Repeat menu #

At the main Voice Portal menpress4 (change call forwarding options).You will be
prompted to choose from the followiigCh ange Cal | f orowar di

I f you want Then pr

1

Deactivate call forwarding

Change forwarding 3 A Press the# key.

destination A Enterthen f or war d t o

A Press thett key again.
A Press the* keyto return to Call
Forwarding Menu.

Listen to forwarding status 4
Return to the Voice Portal *
main menu

Repeat menu #

11
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3. Voice Portal (continued)

ggsggci)g% Vi At the main Voice Portal menpress8 (change passcodegnd then follow these steps
Voice Portal Step Action

1 Press théf key.

2 Enter thenew Voice Portal passcodébetween 4 and 8 numeric digits).

3 Press thét key again.

4 Press thé key to return to the Voice Portal Main Menu.

Changing  The group administrator can change uce Portal passcode&ia Online Feature
g?lslianeOde via  Management as follows:

Feature Step Action
Management

1 | Atthe Online Feature Management Main MéRigure 3)go to the left
navigation bar and selekbcations.

Result:The Edit Location page displays.

2 Scroll down toVoice Portal, where you will be able to enter and confirm you
new passcode (between 4 and 8 numeric digits).

3 | When finished, press tl@ontinue button to save the changes.
Result: A confirmation screen displays.

4 Do you want to accept the passcode change?
ATo accept the change, selégply .

ATo adjust the proposed changes, sefelit.
ATo back out of all changes, sel@zncel.
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3. Voice Portal (continued)

Resetting an  You can make Wice Portal changes for individual linsem the telephone or with the

Individ agdmini strat or @aesd tdnlire frehturp Managenent. ¢ollow these
Voice Portal . . L. . N

Passcode steps t o chan\Jiee Partal passcal@ia Ontine BebtdresManagement
through

Online

Management . . . .
? Click onProducts andServicesat the top navigation bar.

1

2 | Atthe Products and Services Main Menu, clickGomfigure Existing Services.
3 | At the XO VolIP Services Online Feature Management Main Menu, go to th
navigation bar and selediser Phone Linesu (Figure 5)

Result:A list of all phone numbers, names, and locations displays:

X Q BUSINESS CENTER
Business Services
HOMme \

t 2 pport 2

Dagsrviaits User Phone Lines

Figure 5: User Phone Lines

4 | To edit a phone number, click on the phone number faappeopriatauserv
(above).

ResultT h e i n d WUseriSerucagbagedisplays:

13
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3. Voice Portal (continued)

Resetting an

Il ndi vid
Voice Portal
Passcode
through
Online
Feature
Management
(continued)

Step Action

A BUSINESS CENTEN hoy
- Faemman v

|e= User Services: Kenneth Ford

w

The User Phone Lines pafféigure 6)displays the telephone numbers assigng
to the customer.

Figure 6: User Services

Click onReset Voice Portal Passcode to create a new user pasdefor the
Voice Portal.
Result:The Reset Voice Portal Passcode page disfkigare 7)

14
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3. Voice Portal (continued)

Resetting an SIEY ‘ Action
I ndi vid

Voice Portal ‘ —

Passcode )( Q UNICANIONS - BUSINESS CENTER ,

tohr?ugh Home | ByAccounts | Blng | Products and Services | Support Center i
niine

e Err— S—

Management e

(continued) Degesivrneira Reset Voice Portal Passcode: Kenneth Ford

Towghone Worte s
anncose &
Jsar Phone Lives Heset Passcode

Anganore Pachage Postmerd e
Avtorste (an Boamng

Confgurstive Catbeg Line €
Hattey & Tane Schodses
Nt o bore i feay

inserning Calt Rewiing -

Cot Pohip Grops S Pastoreny
Actonent (intes

Auro Attertarts

Caut Cormwen

cot oy y e z

Teshwe Accons Coes

Figure 7: Reset Voice Portal Passcode

6 Enter and confirm thaew Voice Portal passcodéetween 4 and 8 numeric
digits). x

7 Do you want to accept the new passcode?
If yes press thé\pply button.y
If no, press th&ack button.z
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4. Voice Mail: Managing Your Messages

About This XO VoIP Serviced/oice Mail enables users to record messages for incoming call:

Feature are not answered within a specified number of rings, receive a busy treatment, o
transfer calls directly to Voice Mail. The Voice Portal also enables users to recort
name and choose differggteetings for busy and unavailable, and all greetings car
partially or fully customized.

Prerequisites To use this feature, you must:
AHave a Voice Portal number and passcode.

ABe able to access either the Voice Portal (via any phone) or the Gakihere
Management tool.

ABe an XO VolIP Services Business Line customer. Voice Maivaglable only on
analog line/FX&elivered XOptions Flex, XO IP Flex, and XO IP Flex with
VPN. ltis not available on services with a T1, ISPRI or SIP trunk delivery

How Voice Mail  Voice mailboxes are activated when you place your order for XO VoIP Services\

Works your sales representative. With XO VolP Services Business Lines, you get a Voi
Mailbox for every active telephone linéou cannot have moregh one mailbox per
line.

Once you access the Voice Portabjce Mail Main Menu prompts allow you to
access and set up your voice mail. By accessing the Voice Portal from any phon
can listen to, save, and delete each message, as well as moverévithesor next
message.

With Online Feature Management, you simply follow prompts for further messagi
and distribution needs. To manage Voice Mail for:

AHunt Group$ selectHunt Groups on the left navigation bar, and then select
Voice Mail. SeeSectbn 6. Inbound Call Routing & Hunt Groups: Making Sure
Calls Get Answered

A Call Centeré selectCall Centerson the left navigation bar, and then selégice
Mail. SeeSection9.

Enabling Voice  Activated with Online Feature Management, this VolIP feature enables users to r¢

ET‘T']';I? voice mail messages asmail .wav file attachments. There is additional charge for
the feature, which attaches voice mails4moails as digital audio files in .wav format.
S0 users can listen to voice mail messages on their computers, PDAs, Blackberri
similar devices. Follow these steps to enable voicé tmbie received asmail:

2 A Hunt Group automatically processesaming calls received by a single phone number by distributing them
among a group of users or agents. Calls are routed to an idle member of a group, usseleztec pattern.
3 A Call Center may include technical assistance lines, customer suppdmemumordettaking centers.

16
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4. Voice Mail (continued)

Enabling Step ‘ Action
Voice mail- .|

to-E-mail 1 In Online Feature Management, seldser Phone Lines, then Voice Mail
(continued) (General Settings)andNotify user by email of new voice messagas on the
Messaging pagé-igure 8) and enter a notificationmail address.

2 SelectE-mail a carbon copy of voice messages to receive carbon copies of
messages as .wav file attachments.

Figure 8: Messaging Settings

17









































































































































































































