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Overview to your ENA SmartVoice Administrator Portal Notes

Once ENA SmartVoice is deployed on your network, you have many options for
customizing and managing your system.

Your ENA SmartVoice Administrator Portal is a web-based interface you may access
at any time to adjust your system to address changing needs. The ENA
Administrator Portal is intuitive and easy to use, and, of course, ENA support staff is
here to help you at all times.

In this training, we will cover the most commonly used Administrator

Features

You have a wide variety of features and settings you can adjust as an ENA
SmartVoice System Administrator. In this training, we will cover the ones you will
use the most.

For information about features not covered in this training, please visit
Help.ENA.com.
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What is a feature package and how does it affect features | Notes

available for different extensions?

During your initial system configuration, you will have identified a feature package
to be assigned to each extension. Available features vary by package, so it is
important to know what is available for each user as you assist them. In this guide, if
a feature is only available in specific feature packages, we will note that. Here is a
chart showing which features are available with each feature package.

ENA SmartVoice: Features-at-a-Glance

Primet  Mobilett Plus jLs PlusOffice Pro

Features Mobile

Call Hold

Czll Forwarding

Czll Forward to Vioicemail

Call Park and Call Pick-up

Czll Transfar

Call Waiting

Caller ID

Click-to-Call

Distinctive Ring

Enhanced Network Call Quality Monitoring
Lzst Call Return

Messzging/Music on Hold

Online Interface

Redizl

Speed Dial

3-way Conferance

Telephone Mumber

Anonymaous Call Blocking

Busy Lamp Field/Monitored Extension
Directed Call Pick Up

Group Call Pick Up

Lacal Czll Recording™®*

Qutbound Caller ID Block/Unblack
User-controlled Caller |D Restriction

Find hMe Follow Me

Call Forking [up to & registrations)

Call Scheduling (Time of Day/Day of Week)
ENA SmartAssistant.

ENA SmartVoice Go L e
ENA SmartVoice Gowith Call Jump
Live Message Screening

Remote Click-to-Call

Smart Call Forwarding

L]

0o 0 0 00 0 O
0o 0 0 00 0 0 00 00 00 OO0 00O OO0 OO0 OO
0o 0 0 0 0 0 0 00 0 0 0000000 00000
2 9 0 0 0 00 0 0 00 0 0 00 00 000 00 00 0|0

PBX Features
Auto Attendant® o
Hunt/Raollover Groups®
One-to-Many Paging

Station-to-5tation Dial e

Calling Plans

BT B e =B B, 100+++ 350+++ | 500+++ | S00+++ | 500+++ 500+++
‘Outbound Local and Long Distanca™

Local Number Portability @ L L] L] L] L]
Forward to E-mail @ L] a a
Message Waiting Indicator L] L] L] L]
Visual Voicemail L L] L] L]
Voicemail L] L] -] ]
*additional charges apply. ** Only supported on the Polycom VWX 401/411/500/501,/600/601 phones. ***Lang Distance is
continental U5, TENA SmartVoice Prime + Telephone Number includes all features of the Prime package plus a telephone number.
++This packsge cannotbe sssocisted with adesk phone 1+ Unused minutzs will roll over to the next month and expire after 12
manths.

-]
L]
L]
-]
3
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How do | login?

1. Point your browser to http://help.ena.com.
Click ENA SmartVoice in the left sidebar.

2.
3. Click Links to Online Portals.
4,

Click ENA SmartVoice Administrator Portal.

| € = @ | & secwe | rmprihelpanacom
1) oo

@ - Y

ENA Smarl\fog

5. Enter your 10-digit phone number.

6. Enter your account password

The account password for your Administrator Portal is the same as the
(D account password for your User Portal

7. Click Login.

ENA SmartVoice Admin Portal

Number: || 1 |

Password:
(6) ~

If you have forgotte a d, please contact
customer suppol

Please log in below.

@ You may also access your ENA SmartVoice Administrator portal from

my.ena.com.

Notes
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Business group and department structure
Each district or library system is set up as a Business Group and each location is

defined as a Department.

You may be a global administrator for the entire Business Group.
You may be an administrator for your Department (site or building).

If you are a global administrator, you can use the drop down menu at the top to

filter the view to a single department

Notes

Training SixFifty
Lines in Department: view ail -

To viow the settings for an indii | Q, w MLHG group settings, click on the

corresponding kon in the rightmd =

] Telephone Number
Search for E:‘d':]tm
J (216) 539 0030 m‘?h
(216) 539 3482 McGavack. 3256 Admin
! (216) 539 5959 720 CHMSD VWX 201
1 (615) 645 6459 6459 Training VX400
1 (615) 645 6460 6460 Training Class
(615) 815 1734 1734 MLHG - Training MLHG pilot: ...
(615) 815 1737 1737 Training FourForty
(615) B15 1738 6601 ST WXB01
| (615) 042 4014 4014 Q Training SiFifty: 23256 Admin
Mowas sabected bo: | —Select Departrent— v |[Csow |

£3>|

Department

in any field v
ENATraining  Actions ¥ &
ENA Training  Adtions W
ENA Training  Actions ¥
ENA Training  Actions ¥
ENA Training  Actions ¥
ENA Training  Actions ¥
Idaho Actions ¥
ENA Training  Actions ¥

ENATraining  Actions ¥

Dovwnload all Lines

Unlock User Account After Unsuccessful Login Attempts
A user’s account will be locked after 5 unsuccessful attempts to login to either

voicemail or the ENA SmartVoice User Portal.

To unlock a user’s account, click the arrow to open the Actions dropdown menu and

click Unlock account.

Training SixFifty

Move selected to: | —Select Department— v |[#tove |

Lines in Department: view an -
To view the settings for an individual line, MLHG pilot number, or view MLHG group settings, click on the
corresponding icon in the rightmost column,
L TElEphDHt Number Extension Name
SC:lrh‘?(
1 (216) 539 0030 7310 CMSD WX 310
(216) 539 3482 7410 QM50 WX 410: 23256 Admin
(216) 539 5959 7201 CMSD WX 201
(615) 645 6450 6450 Tralriing VX400
(615) 645 6460 6460 Training Class
(615) B15 1734 1734 MLHG - Trainiing MLHG pilot: ...
(615) 815 1737 1737 Training FourForty
(615) 815 1738 6601 S1VWXEOL
(615) 942 4014 4014 & Training SixFilty: 23256 Admin

(&)

Department

in &y flekd v
ENA Training :

N Wiew individusl settings
| Unlock account

Training  Actions ¥
ENA Training  Actions W
ENA Training  Actions ¥
ENA Training  Actions ¥
Idahio Actions ¥
ENA Training  Actions ¥

ENA Training  Actions ¥ _

Download all Lines
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Notes

Accessing individual settings for a line
You can open the User Portal for all the lines for which you are an administrator and
adjust the settings.

To open the User Portal for a line:
e Click the Lines tab to see all the lines for which you are the administrator
e Click the arrow to open the Actions dropdown menu and click View
individual settings.

Training SixFifty O
Lines in Department: view an -
To view the settings for an individual line, MLHG pilot number, or view MLHG group settings, click on the
corresponding icon in the rightmast cobumn,
Telephone Number Extension Name Departmen!
Sarch for in any fleld v
O (216) 539 D030 7310 CMSD WX 310 ENA Training [ Actions ¥ | &
¢ View individual settings
216) 539 3482 410 CMSD VWX 410; 23256 Admin
() 2 Unlock account
(216) 539 5959 7201 CMSD WX 201 ENA Training  Actions ¥
(615) 645 6450 6450 Tralriing VX400 ENA Training  Actions ¥
(615) 645 6460 6460 Training Class ENA Training  Actions ¥
(615) B15 1734 1734 MLHG - Training MLHG pilot: .. ENA Training  Actions ¥
(615) 815 1737 1737 Training FourForty Idatio Actions ¥
(615) 815 1738 6601 S1VWXEOL ENA Training  Actions ¥
(615) 942 4014 4014 © Training SiFilty: 23256 Admin  ENA Training  Adtions ¥ _
Move selected to: —Select Department— v [ #ove | Download all Lines

® End-users may also open their user portal and manage the settings for
their extension at https://my.ena.com/smartvoice-user.
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How do | manage user’s Account Settings?

Once you have accessed the Individual Settings for a user’s account, click the Notes
Settings/Account tab to manage account settings.

B o i
Training VVX310 oA
Account | Calls | Messages = Notifications | Reminders
Personal Details  edit
MName Training VVX310
Department ENA Training
Security
Account Password change
Call Services PIN change
Voicemail PIN change
Devices
Desk Phone (700) 999 4310 set keys
i/ emarteice ena 2aci2n0e2" n 10 setiings himittabBax = Azcount

How do | change a username in the system?
1. Under Settings/Account, click Edit next to Personal Details.

Training VWX310'™*

Settings

Account | Calls | Messages = MNotifications = Reminders

Personal Details  adit
Name Training VVX310
Department ENA Training

Securi

Account Password change

Call Services PIN change

Voicemail PIN change

Devices

Desk Phone (700) 999 4310 set keys
hepsif VCommp/sessondac 17 e TOO993 1 10V sethings hmitab o e Acoount
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2. Type the new Name.
3. Click Save.

Training VWX310'™* (&~

Account | Calls | Messages = Notifications | Reminders e
Personal Details /

Name [ Training vvx310
Department ENA Training

Admin 23256 v
A t 3 change

@ It may take up to 24 hours for name changes to show in the caller ID.
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How do | assign administrator privileges to a user?
To assign administrator privileges for the entire system or the Department
(building) with which a user is associated:

1. Under Settings/Account, click Edit under Personal Details.

Training WWX310'* (&~

Settings

Account | Calls | Messages = MNotifications = Reminders

Personal Details  adit
Name Training VVX310
Department ENA Training

Securi

Account Password change

Call Services PIN change

Voicemail PIN change

Devices

Desk Phone (700) 999 4310 set keys

hetpe:fsmastcice.ena. com/comempsessionZac SR it etnebyine TO0994 3 10/ settings Fmistanoy « Account

2. Click the arrow next to the Admin field to open up the drop-down menu.

3. Select the Business Group number to assign system-wide administrator
privileges or the Department (building) name to assign site-specific
administrator privileges.

4. Click Save.
| SI-DEMO VXX600"® " ol
| Messages & Calls Contacts Reach Me Groups Settings

Account = Calls | Messages = MNotifications | Reminders

Personal Details

Name SI-DEMO VX600

Department EMNA Training

Admin 23256 v
[ Q
23256

/ ENA Training

Notes
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Notes
How do | reset a user’s voicemail PIN?
If a user forgets his or her voicemail PIN, you can assign them a new one under
Settings/Account.

1. Click Change next to Voicemail PIN.

2. Enter new voicemail PIN.

3. Click Confirm.

Training WWX310'* (&~

Settings

Account | Calls | Messages = MNotifications = Reminders

Personal Details  adit Change Voicemail PIN
Name Training VVX310
beramert ENA Training Mew PIN: | veus

—
Security

Account Password change

Call Services PIN change o

Voicemail PIN change /

Devices

Desk Phone (700) 999 4310 set keys

hetpe:fsmastcice.ena. com/commpsessionZac SR 2t etneby/ine TO09954 3 10/ settings Fmistanbox « Account
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How do | reset a user’s Account Password? Notes
If a user forgets his or her Account Password, you can assign them a new one under
Settings/Account.

1. Click Change next to Account Password.

2. Enter new Account Password.

3. Click Confirm.

Training WWX310'* L~

Settings

Account | Calls | Messages = MNotifications = Reminders

Personal Details  edit ) o

. Change Account Password
Name Training VVX310
Department ENA Training New password;  eweee -

Contn nw st

Account Password change h
Call Services PIN change
Voicemail PIN change
Devices
Desk Phone (700) 999 4310 set keys

hetpe:fsmastcice.ena. com/commpsessionZac SR 2t etneby/ine TO09954 3 10/ settings Fmistanbox « Account

A user’s account password and their voicemail PIN are not related in any
way.

What is the Call Services PIN?
The Call Services PIN is not used in your ENA SmartVoice system and you may ignore
it.

10
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How do | manage user’s Messages Settings? Notes

Once you have accessed the Individual Settings for a user’s account, click the
Settings/Messages tab to manage account settings.

Training VX310 * &

Account | Calls | Messages  Notifications | Reminders

* General
Incoming calls are forwarded to voicemail after seconds

Forward messages as emails

add an email address

* Mailbox Access

» Voicemail Greating

How do | adjust how long a user’s phone rings before a call goes to voicemail?
Under Settings/Messages:
1. Type in the number of seconds you would like the user’s phone to ring before it
goes to voicemail.
2. Click Apply.

Training WWX310'™* &

Account | Calls | Messages  Notifications | Reminders
¥ General / 0

Inceming calls are farwarded to voicemail aftar 19 | seconds

Forward messages as emails

add an emalil address

» Mailbox Access

» Voicemail Greeting

oL

Acply

11
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Notes
How do | forward a user’s voicemail to email?
Under Settings/Messages:

1. Click Forward messages as emails.

2. Click add an email address.

3. Enter the email address to which you would like voicemails to be forwarded for the

user.
4. Click Apply.
Training WX310"* o~
Messages & Calls Contacts Reach Me Settings

Account | Calls | Messages  Notifications = Reminders

* General

Incoming calls are forwarded to voicemail after | 15 | seconds /o
4

Forward meszages as emails
Forward to:
add an email address

Leave original in Inbox \ - T ;
Email Address:
» Mailbox Access " | training@ena.co

» Voicemail Greeting

Managing Call Forwarding for a User
You can make call forwarding changes on a user’s behalf under the Reach Me tab.

Training VX310 * o33
Messages & Calls Contacts Reach Me Settings

Summary | Forwarding

Summary of Configured Services
Calls that you receive will be processed according to the following rules.
= All calls will ring your phone.

= On no answer, calls will be forwarded to voicemail.

12
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Manage phones

To manage phones, click the Phones tab and the phone’s MAC address.

Notes

Training SixFifty L=l
Phones in Department: | view a1 .
Assian phones to ines using the table below or manage your phone profiles .
=] Model  MAC Address Assignedto  Dep
Search for . in ary fiekd L
et e P e
IR oovosrzoeamocyvxso (615) 845 0400 £1a Trainng [,
h 00:04:F2:80;9C:BC WX 300 (700) 999 4300 ENA Training [},
) & A n
o
JR  coomrumonice polycom v 400 (613) 942 4019 idaho -
JB  ooourzsessiacyxaon (700) 999 5300 €NA Training [,
h 00:04:F2:8F:59:C2 Polycom VWX 300 ENA Training
in AR AR TO-TA Debarrss VAV SRR TR15Y AAS GASATUA Trainins P T
~Select Depart v || Asson toDepatment | | Enter number... Assian tpbine |

Modify a phone description or assign/remove a phone from a line

Adjust the settings as needed in the Change Phone tool.

Training SixFifty o R
Phones in Department: |view Al v
Assign phones to lines using the table below or manage your phone profiles .
Search or ‘ Change Phone any field v
o= _... Change the phone configuration and then click Apply. T R e
LB 00f mac address: | 00:04:F2:80:87:71 | jaTraining  E
ij 00" pescription: | Palycom v 400 | pATmining B}
H 00 Phone Model: | Polycom Vv 400 | paTrEining B
i‘i 00 Assigned toLine? & \_(E) 999 4400 | INA Training !
J'F 00/ Phone authenticated at: (17 |[26 | 08/07/2015| NATwmmning [
ia 004 Haho F.-
ﬁ 003 NATraining [,
.ij 004 |A|-'_F‘“‘J INA Training
L1] AN:NAEARER DA Dohrcnm WY SO0 (R1S) RAR RASO ENA Troinine B8 7

—Select Department-—- ¥

Enter number...

13
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Configure a single phone

Click the QSymbol to the right of a phone, then click Edit to open up the configuration

tool.

Training SixFifty
Phones in Department: view &l

Assign phones Lo lines using the table below or mansge your phone profiles .

Mioded MAC Address Description

Search tor

D0;04:F 2;09:48:00 VX 600
00;04:E2:80;9CBC VVX 300
D0:04:F2:80:A9:5E VVX 310
D004 F 28087571 Polycom VVX 400
D0;04;F 2:8E:92;91 Training 4400
D04 F 2B 500 Pobycom VWX 400

D0 F2:RF S50 VK 300

TUAE T A AR educoan VY ST

FEEEEEEESS

--Select Department-- || Assg

Assigned to Department

n any field

A et i
(D15) 643 6460 ENA Training
(700) 999 4300 ENA Training
(#00) 999 4310 ENA Training

(700) 999 300 ENA Training

(61:3) 942 4019 Idaho
(F00). 999 5300 ENA Training
ENA Training

FRT5A A AT A Trainina

Enter number.... | &g to Ling

L2540
w'.
o
o
[-§

-4
-4
-4

Manage your phones

Polycom VVX 400

14

Notes
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Configure all the phones in a profile

You can batch configure all the phones of a given profile by clicking manage your phone
profiles and clicking Edit on the profile of the group of phones you would like to

configure

Notes

Training SixFifty
Phones in Department: view i

Assn phones 1o lnes wsng the table below of manage your phone profiles

Model MAC Address Description

[Semth tor

Q045 F B0 9CBC VWX 300

FEEEEEEEE)

~Gehact Department-- v|| As

v

Assigned Lo Departmenl

in any feld

A A AN i

=l

(615) 645 6460 ENA Training
(700) 999 4300 ENA Training
(700) 999 4310 ENA Training
(700) 999 4400 ENA Training
(700} 999 $410 ENA Training
(6151 942 4019 Idaho

appapppg

(700) 999 5300 ENA Training
ENA Training

FRARA BAS BASOENA Traninn P

Enter number. .. | Assigntoineg |

Manage your phones

Polycom VVX 300

Polycom VVX 400

Edit | = Edit | ~

Ja

Polycom VVX 500

Polycom VVX 600

Edit - Edit | ~

15
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Notes
Call pick up groups

Call Pick Up Groups control which lines can be answered using the Group Call Pick Up
feature.

Once you have created a Call Pick Up Group, a user can press *¥54 from any phone in the
group to pick up any other ringing phone. You may also program an unused key to be a
Group Call Pick Up.

@ The Call Pickup Group feature is available to users with the Plus, PlusMobile,

PlusOffice, and Pro feature packages.

Creating a call pick up group
Under the Call Pickup Groups tab, click Add Group.

Training SixFifty
Call Pickup Groups in Department:  £na Traning
To view the ssttings for sn individual Call Pickup group dick on the comresponding keon in the rightmast column.

(24|

Call Pickup Group Nams Number of Lines

There are no Call Pickup groups in this department.

Move selected foc --Select Department-- + 1| Move | Delete Selected q Addd Gioup D

Add Call Pickup Group
You can add a new Call Pickup Group. Just enter the name of
the Call Pickup Group and then click Add.

Call Pickup Group Name: | ENA Training |

Department: EMA Training

| add || cancel |

Enter a name, click Add

16
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Editing a call pick up group Notes
Once you see your group appear on the list, click the ﬁsymbol to manage your group.

Training SixFifty (&~
Call Pickup Groups in Department:  ena Training v
To view the settings for an individual Call Pickup group click on the corresponding icon in the rightmost column.

Lines O call Pickup Group Name Number of Lines

Phones N
[ ENATraining 0 @
MLHGs

Call Pickup Groups

Short Codes
Extensions
Departments
Account Codes
Call Logs

Misc. Settings

Messaging on Hold =»

Move selected to: | --Select Department-- v | Move || Delete Selected

Click Add Lines

Training SixFifty &J
Call Pickup Group ENA Training in Department: ENA Training
() setnas |
Lines [ Telephone Number Extension Name Department
AT There are no lines in this Call Pickup Group. -
MLHGs
Call Pickup Groups
Short Codes
Extensions
Departments

Acoount Codes

Call Logs

Misc. Settings

Messaging on Hold =»

v
Remove Selected . Addsngleline: [ add
1 )

17
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Click the checkbox next to lines you would like to include in the group Notes
Click Add Selected

Add Lines to Call Pickup Group
Sedect the lines by ticking the boxes and then dick Add Selected.

Depatment: | ENA Training
Iedephone Number Extension Hame

o [615) 645 G455 G459 Training VWN500

(615) 645 6460 460 Training WHxE00

(B15) 942 4014 4014 Traming SixFifty

(615) 942 4015 4015 Training Fivefifty

¥ (B15)942 4016 4016 Amanda WS00
¥ (15 942 4025 4025 Training AutoAttendant -
_Add Selected | cancel

Managing Messaging On Hold

In addition to using the pre-loaded Messaging On Hold resources, you can upload your own
Messaging/Music files

Can be used to promote different programs/activities going on within your organization,
announce schedules, etc.

Can use different on hold files for each department (site) or even numbers within a
department

Messaging On Hold Hapeings in deparment: ENA Trasming
View mappings im department: 13256 {root)

wecurily | mappings | rescurces

Ect [ se Defaubt]
[Eat ][ Ceee

—
Repast
Feghal . CHE-"T I [ -_::)

18
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Messaging On Hold Notes

security | mappings | resources

Global Media List

ID__Description Length

11 Alitle Night Music 179 seconds

12 Dencing AtBalsio 144 seconds

13 FourlnABar 176 seconds

14 JamClub 145 seconds

15 Light Of Day 165 seconds

17 silence 120 seconds

16 ThereAndBack 220 seconds

10 Calm River 121 seconds

ID__ Description Gain_Filesize__Length Actions

15  Instumentsl 0 2.66 MB 348 seconds
20 WAVtest 0 0.03MB 4 seconds

21 Holiday Bresk Schedule 0 0.03MB 4 seconds

n Description Upload local resource file ( Actions
| ‘ ‘ | Choose File | No file chosen

Disk Used: 2.72 MB of 50 MB used.
Resources: 3 of 10 used.

Notes

Accessing call logs
Administrators can pull call detail records from the Call Logs tab.

Can pull records for the entire organization or a specific department/site.
Can pull records for a up to 30 day block of time.
e Not limited to the most recent 30 days.

e Data output as a .csv file.

Can sort/search for a specific number, date, or time period.

Training SixFifty (L34
Call Logs

Call Logs are presented in a CSV repart listing the calls to and from lines in your adminkstration domain. Lise the
filtering options to specily a date rnge of bo restrict the report W calls to and from fnes in a given department.

Filler configuration

Enter start and end dates to request logs of calls made within a specific period of time:

Start date: ‘E End date: "g
month day  year month day  year N

Sedect the department whose calls should be induded in the report, Nobe that te report will indude clls to
and from fines in the selecied department and its sub-departments.
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