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You will initially receive a welcome email inviting you to complete the setup of your Everblu account.
It should look similar to the image below.

After selecting “Complete Setup’, it will open a browser window and prompt you to create a password and voicemail PIN.

FIRST_NAME, LAST_NAME

Here's your account information:
Login Name:

Extension: 1157

Phone Number: none
everbld User Information

Complete your account setup by creating your password and voicemail PIN with the button below! You have 72 hour(s) from the time this email was sent to

complete your account setup before the link expires.
Complete Setup

If that doesn't work, copy and paste the following link in your browser:




Portal Login

everblu.

Once you have completed the steps on page 3, you
can click on the link below. SR

https://portal.everblu.net/

Forgot login name | Forgot password

You should see a page that looks similar to the image on the right; oR
here you will log in with the credentials that you created on page 3.

-~
C) LOG IN WITH GOOGLE

If you forget your login name or password, simply click on the

ﬂ LOG IN WITH OFFICE 365



https://portal.everblu.net/
https://portal.everblu.net/

Portal Home Page

Upon initial log in you will see the everblii Portal Home Page.
At the top of the screen, you will see the following menu options.

A JEEC e =

Home Messages Contacts Answering Time Phones Music on Call History
Rules Frames Hold

These options are based on your extension and will be explored more in the coming
pages.




Portal Home Page I :

Date Duration

Today, 13:26 0:15 O®@® @

the right. . -
. . X . . Number Name Date Duration
The New Voicemail Messages panel displays all new voicemails and R 1157 il i
are displayed with the number of the caller that left a voicemail, their T = =
q y, 13: x
Caller ID name, the date and time the message was left and the
I 3050 Today, 13:37 0:00

duration of the voicemail.

The Recent Call History panel provides an overview
of the last 10 calls to your extension.

Default ~
Next you will see the Active Answering Rule window that displays Simaltancously ring
whichrule is currently active and provide a summary of how calls are . x1125
routed when they reach your extension.

125 Yealink SIP-T&3W 96.86.0.23




Messages

Clicking the Message Center icon will take you to the following
options. Each of these will be further explained in the coming tabs.

Messages

Voicamail Chat and SMS Settings

* The Voicemail Tab displays voicemails left at your extension. It
will also have a new message indicator showing how many new
voicemails your extension has.

* The Chat tab allows you to see all your Chat and SMS
conversations.

* The Settings Tab is where you can make changes to how your
extension handles voicemail and is represented in the compan




Messages

Voicemail Tab
New ~ Underneath the tab selection you will see a drop down
New which allows you to display new voicemails, saved
saved messages, or trashed messages.
Trash

Here you can see all your new voicemail messages displayed with
the caller’s phone number, the Caller ID name, along with the date,
time, and duration of the message.

Voicemail Chat and SM3 Settings

-

From Date Duration

@ 1157 Austin Combs Today, 7:49 0:04




Messages
Voicemail Tab

To the right of the message and message information you will see
the following voicemail management options.

@ The phone icon allows you to use the Call to Play options where the system
will call your extension and play the voicemail.

@ The arrow pointing to the right allows you to forward the voicemail to another
extension.

@ The Arrow pointing down allows you to download the voicemail to your
computer.

The diskicon allows you to save the voicemail in your extension’s Saved
@ section and will appear when selecting the Saved
option from the voicemail box options.




Messages

Chat and SMS

M New Conversation

- Chat %

Start a new conversation

Send SMS using: 1 (573) -

Voicemail Chat and SM3 Settings

# New Conversation

1(573) This is an outgoing SMS example. Today, 8:33

B This is an example of a new chat. Mov dth, 14:47

B 1157 This is a response to the message via the everbli Web. Mov dth, 14:45
@ You canclick the reply icon to the right of the message in the message center to reply to a current chat.

@ To delete a message, click the delete icon next to the reply button when hovering over the message.

Selecting a user to chat can be done in 2 different ways.

o
L4 U 1TOUTI] [1C O1 Naltic dal 1 o [HA O [1C C U A0 (l




Messages
Settings

The Inbox options allow you to control your experience when
calling into your voicemail box and checking your
messages over the phone.

Sort voicemail inbox by latest first - plays the most recent voicemail message
left as the first message you hear. If this option is not enabled the voicemails
will be played in the order they were received.

Announce voicemail received - announces the time the voicemail was left
when checking messages.

Announce incoming Call ID will have your voicemail read the caller ID number
toyou.

The Operator Forward option allows you to set an extension for callers

Voicemail

Inbox

Chat and SMS Settings

Options

Operator Forward

Copy to extension(s)

[ Sort voicemail inbox by latest first
[] Announce voicemail received time
) Announce incoming call ID

Enter Operator Extension

Enter name or extension.




Messages

Settings

The Greetings section contains your Voicemail greeting and recorded
name used in the company directory.

You can have more than 1 voicemail greeting in the drop-down box
and can select which greeting callers will hear when reaching your
voicemail.
Greetings
The Recorded name option allows you to record your name which

Voicemail Greeting 1 - Hello, (First Name) (Last Nar @ @ @
will be played when the company directory says your name.

Recorded Mame @ @ @

To the right of both the message select options and the Recorded
Name option, you will see 3 icons:




Messages

Settings

The Unified Messaging options will allow you to manage your email Unifled Messaging

notifications when a voicemail is left.

Email Motification Mone hd
Mone
The Email Notification options allow you to select the format Send wi hyperlink
. . . . Send w/ brief hyperlink
of email notifications that you receive. Send w! attachment (leave as new)

Send w/ attachment {move to saved)
Send wf attachment (move to trash)
Send w/ brief attachment (leave as new)

Selecting none will not email you when a voicemail is left. i
Send w/ brief attachment {move to saved)

= Send w/ brief attachment (move to trash) |

The most common choice is: Send w/ attachment (move to trash)
* Emails an audio file and deletes the VM from the mailbox.

The Voicemail Transcription option allows any voicemail messages that

Voicemail Transcription Enabled A




Contacts

Contacts

You can know the status of each user by their profile icon. o =

Enter a name or extension Import Export

@ Is currently logged into a phone or softphone.

Name a Number(s) Status Department

B 1144

m Is currently logged into a phone, softphone, and web.

2 1145 Operations

B 3996

@ Is currently on a call orin DND.

@ Is currently logged out of a phone or softphone. B 1136




Contacts

Add Contact
Add DNUJ DUTLC e d CC W Op

new contact that will be displayed in your extension’s contacts. Import  Export

Add Contact

The import option allows you to import contacts froma csv file
(Outlook, Google, and Apple vCard) that will bulk create users in your
contacts. Last Name

First Mame

Work number
Maobkile number

Home number

The Export button will allow you to create a csv file for the contacts
roup selected in the Contacts to export drop down. The

Fax number

Email



Contacts

The Contacts drop-down will let you filter by different categories:

» AllUsers
o Displays all users on the system with List in Directory enabled.
* Your Favorites
o Displays contacts you selected as favorites.
» Shared
o Shared contacts are contacts available to the entire organization added by Office Managers.
* My Contacts
o Contacts you have manually added by clicking the Add Contact button in the top right.
» Coworkers
o Displays all contactsin organization with List in Directory enabled.
* Departments
o Breaks users down by the Department entered on their user profile.
* Available Users

All

All

Favorites
Shared

My Contacts
Coworkers
Departments

Sites

Available
Busy
Offline




Answering Rules

devicesring and how long those devices ring when receiving a call. It is also where you can configure what to do with a call
Answering that goes unanswered.

Rules

Here you will see your answering rules listed. Every extension is configured with a Default rule that cannot be deleted.

Ring for| 25 v seconds Allow / Block Add Rule

Time Frame Description Star Codes
4  Default (00 Simultaneously ring x1125 )
S Always DND Do not disturb

If you have multiple answering rules configured, the answering rule that is currently in effect will say Active next to the rule.

Every rule is displayed with:




Answering Rules

Time Frames are a set period of time which covers when we want
certain events to occur such as our phone to ring. When configuring
a new answering rule, you must first choose when the rule will be in
affect by selecting a Time Frame.

Add an Answering Rule

Time Frame Select a time frame w | This is when your answering rule will apply

Enabled

The enable options lets you easily enable and disable the rule from
being in affect. A checkin the box means the rule is enabled and will
be in affect during the selected time frame.

(] Do not disturb

[] Call screening

The Do not Disturb option will prevent calls from reaching your devices and send the call to voicemail if voicemail is
enabled or disconnect the call if voicemail is not enabled.

When Call screening is enabled, callers record their name. After they record their name, then your devices will ring. If you



Answering Rules

The Call Forwarding options will route calls based on the options selected. When entering a destination, it can be anything you would
like. It can be another user or telephone number that isn’t associated with your extension or even on the system.

Always
*  Willforward the call to the destination entered in the Extensions, phone number, or phone field every time your extension received a call.

On Active

*  Forward calls to the number specified when you have one or more calls active. i o
Call Forwarding [ Always Extension, number or phone

When Busy [ On Active Extension, number or phone

*  Forwards calls only when you are already on the line. O] When busy Extension, number or phone

When unanswered [C] When unanswered Extension, number or phone

* Dictates where to send the call when the Ring for X Seconds has been reached. O When offine

Extension, number or phone




Answering Rules

The Simultaneous Ring options allow you to configure what devices ring when receiving a call. Clicking the Simultaneous
Ring box will allow you to ring more than just your extension. It can allow you to ring other extensions or phone numbers.

InCIUde User,s eXtenSion [ Simultaneous ring Include user's extension
* Enablingthis option will make sure your extension rings when simultaneous ring is enabled. [ Ring all user's phones
[] Answer confirmation for offnet numbers
Rlng all user’s PhOneS Extension, number or phone 00 @&

» Thisoption will ring all devices registered to your extension.
Just ring user's extension
Answer confirmation for offnet numbers
* Thisoption lets the user know the call is forwarded from their phone system and gives them the option to be connected to the user by
pressing 1 or hanging up the call so they are not connected with the forwarded calling party.

Just ring User’s Extension
» Thisoptionis only available if Simultaneous ring is not enabled. If Just Ring User’s Extension is enabled, it will just ring your default




Answering Rules

Allow / Block
Allow | Block

On the leftis the allowed numbers. This allows you to add numbers that are blocked by
the domain so you cansstill receive calls from that user. S + S +
Phone numbers added to allow will also let the call bypass Call Screening. If you have B B
Call Screening enabled in an answering rule but want certain phone numbers to not

have to record their name when calling you, add them to the allow field. Then when that

number calls you, they will be sent directly to you and not have to record their name

first like other callers not listed.

Block allows you to add phone numbers you do not want to be able to reach you. You ~

[] Block anonymous or unknown




Time Frames |[©

Time
Frames

to occur, such as our phone to ring.

They can be created with different time and date ranges so we can apply them to o
answering rules which then allow you to control how calls are routed depending

i Always DND
on the time of the day the call occurs.

Vacation
Time frames with names in black and without the option to edit or delete are Business Hours
time frames created at the domain level that are available to everyone in the
domain to use. You can only edit the time frames in blue that you created.
If the name is in blue and has the option to edit or delete, it is a time frame that
you created only for your extension. Add a Timeframe

Name

To create a time frame, click on the Add Time Frame button.

Add Time Frame

Description Owner
Always @ Shared
Specific Dates @ 1125

Days and Times @ Shared

Note: Name cannot be changed

When @ Always () Days ofthe week and times () Specific dates or ranges

@©®




Time Frames

Days of the Week and Times

Allows you to select specific days of the week and the hours Monday
in the day you want the time frame to take effect.

If would like your time frame to be in effect from 7am to 7pm,
simply click on the edge of the blue bar and slide them overto g uonday
the desired time.

If you'd like a break in the middle of the time frame, simply
click thisicon and use the sliders to adjust the time. &)

Monday

12:00 AM 6:00 AM 12:00 PM 6:00 PM 11:50 PM

12:00 AM 5:00 AM 12:00 PM 6:00 PM 11:50 PM

12:00 AM 6:00 AM 12:00 PM 6:00 PM 11:50 PM




Time Frames
Specific Dates or Ranges

This option will allow you to configure a time frame to be in effect for
specific dates and times. After selecting the specific date or ranges
option you will see the to and from dates.

When clicking in the To or From date fields, a calendar will appear.
From here you can set the start and end date and times.

Clicking the plus sign will allow you to add more date ranges for the
time frame to be in effect.

Specific dates or ranges

Specific dates or ranges

12212022 7-30 pm
November 2022
Mo Tu We Th

3

10

21
28 29 30
Time 7:30 pm

Hour L
Minute




Phones

Phones

@ Thisicon next to the device means the device is registered and will be able to send and receive calls without issue.
@ Thisicon next to the device means the device is not registered and will not be able to receive calls.

To the right of the status indicator is the name of the device, the device type, the Public IP address the device is registered at, the
MAC address of the device, and the line number the device has the extension number displayed.

Name Device Type IP Address MAC Address
& 1157 Yealink SIP-T53W 96.86.0.123 63.239.101.201:1180 80:5E:0C:6B:03:F1
Q 1157i everblu Softphone/1.0 (build 1820076; i05 16.2; armb4-neon) 63.239.101 201:57520 -

© 1157wp everbli Web 42.2.1 (Chrome 107.0.0.0)

1157i

1157wp



Phones

Name

& 1157
& 1157i
© 1157wp

Phones

Device Type IP Address MAC Address
Yealink SIP-T53W 96.86.0.123 63.239.101.201:1180 80:5E:0C:6B:03:F1
everblu Softphone/1.0 (build 1820076; i05 16.2; arm&4-neon) 63.239.101.201:57520 -

everbld Web 42.2.1 (Chrome 107.0.0.0) 63.239.101.201:3426

@ By selecting this icon, you can update the key pattern of your phone.

After selecting it, it will prompt you to verify that you would like to
make modifications.

Edit button configuration for this phone |

N - EO




Phones

Phones

“Select a Feature” drop down to add different
types of keys.

These keys will be explained on the next slide.

Once you have completed making your
changes, you can select the arrow next to the
“Save” icon and choose “Save and resync”

Return to to
Save as new template

Save and resync

80:5E:0C:6B:03:F1 Page 1+ of 3 IE Templates

Yealink SIP-T33W - Configuration for 80:5E:0C.6B:03:F1 #

Phone Add Sidecar

Line Appearance €
1125

Click on a button you would like to configure. You can drag and drop
configurations to re-order their assignments.

User (ELF) @
Austin

Select a Feature V

Call Park

Speed Dial
DTMF

Queue Toggle
Timeframe Toggle
Hot Desk

Queue Login
Queue Logout

. Move My Call
Unassigned

Unassigned

Unassigned

0000600 000

Return to top

= Back to Phones Cancel

User (BLF) Custom label (optional)

MNext page =




Phones

Phones

User (BLF)
* Addauser’s extension
Call Park
» Used when adding call park keys. By default
the maximum number of park keys are
already applied.
Speed Dial
* You can add 10-digit telephone numbers.
DTMF
* Used for a mid-call star code.
Queue Toggle
» Enables or disables login/logout of ring

Timeframe Toggle
» Toggles your personal time frame.
Hot Desk
* Allows another user to loginto your phone
as their extension to receive calls
temporarily.
Queue Login
* Logintoring group
Queue Logout
* Logout of ring group
Move My Call
* Ifyouare on a call on your mobile app or



Music on
Hold Song Name Duration  Filesize

@ Generic MOH 338 166MB

VOUU U ) \/ WA VUU Dlid

someone on a station hold only. This MOH will not be played when a callisina
park position.

LR 12

® MOH 2 Sample 0:32 248.34KB
Music on Hold Settings

a g q . . Play introductory greeting
Music is played in a top-to-bottom order or randomized depending how the New Gresting () Toxt To-Speech

queue was created. O Upload
() Record

Clicking the Settings button will display the Music on Hold Settings which allows

for the option Play introductory greeting to be enabled.

When the option s selected, you will be asked to do one of the following: cancel
* Usethe Text-To-Speech function to create an introductory greeting. Add Music

» Upload a WAV or mp3 file of the introductory greeting.

* Record anintroductory greeting yourself. Browse

Song Name Enter the song name or description

Copyright Notice | US laws currently protect the
copyright owners from unlawful,
unpermitted use of their music

titles in over-the-phone broadcast.

-




Call History

Call History

The Call History icon will take you to the Call History page where
you will see the calls made to and from your extension for the

specified date range.
7 Thisicon represents an outbound call.
¢ Thisicon represents aninbound call that was answered. A Sxpolt
.. . Numbe N Dat Durati
This icon represents a missed call. e o . S
Q2 1(573) Today, 11:51 1:04
The caller can be added to your contacts by clicking this Add Contact icon. X 1157 Today, 11:50 0:00
. p - . ¢ 1157 Today. 11: :
You can add a call to your contacts by clicking the Edit Icon next to the call < . Yl 0:32

&
&
©
@

which will display the contact information field.

If call recording is enabled for your profile, device, or if the call was from a




Call History

Caller Number
Dialed Number Call History Filters
*  Filters for a specific number that you dialed
Call Type
* Inbound
*  Outbound
* Missed Calls

Caller Number

You can set the Call History to display 15, 25, 50, and 100 calls per page. Dialed Number

. . Call Type
View: 15 | 2% 50 100

The export icon allows you to download the call history into a.csv file

11M12/2022

111572022

Enter the caller's number
Enter the dialed number

Select a call type

Clear Filters
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