User Guide | MégaPath
for Directories of the Polycom VVX 01 Series Phones A Fuston Company

About Directories

The directories are an excellent way to get the most out of your new phone system. Knowing where
to look for certain information saves time and makes you more productive.

This document will focus on the following directories: Contact Directory, Enterprise Directories, Group
Directories and the Personal Directory.

Supported Phones

This document is intended for users that have the following Polycom phones: VWX 301, VWX 311,
VWX 401, WX 411, VWX 501 and VWX 601. If you need support for other phone models please
contact MegaPath support.

Typesof Directories

e Contact Directory: The contact directory is managed by the individual user and is only
accessible by that user. Unlike the personal directory where contacts are managed
through the voice manager portal, the contact directory is managed directly through the
phones interface.

e Enterprise Directory: The enterprise directory displays all users provisioned in your
MegaPath voice account. This directory can only be changed by adding and deleting
users and will display the name and number associated with the hosted voice seat.

e Enterprise Common Directory: This directory is managed by anyone that has access
to the administrator portal and is intended to display common contacts outside of the
organization and is accessible by anyone provisioned in your MegaPath voice account.

e Group Directory: The group directory displays all users provisioned at the group level in
your MegaPath voice account. Groups are typically used by customers with multiple
locations. This directory can only be changed by adding and deleting users, and will
display the name and number associated with the hosted voice seat.

e Group Common Directory: This directory is managed by anyone that has access to the
administrator portal and is intended to display common contacts outside of the
organization only associated with a group or location. It is accessible by anyone
provisioned in your group or location.

o Personal Directory: The personal directory is managed by the individual user and is
only accessible by that user. Personal contacts are managed directly through the voice
manager portal as well as phone’s menu.
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ContactDirectory Management (VVX 501 and VVX 601 Phones)

The Contact Directory is managed directly through the phones interface.

To access and add a new contact

Go to the home screen on your phone and click on Directories.

1 Contact Directory

2 Recent Calls

3 Enterprise Directory

4 Enterprise Common Directory

5 Group Directory

Click on the plus sign to add a new contact.

No records

Dialpad Directory Recent Favorites
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From the add contact screen click on the keyboard and add the contact information.

Last Name

Contact

Job Title

L LR

Save Encoding Cancel

Once you have filled out the contact information click on the save button.

First Name Jim J

l.ast Name Smlth‘
{

}
Contact 203649999 |

Job Title
e T ) =
Save Cancel

To access and call an existing contact

Go to the home screen on your phone and click on Directories.
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From the directory screen click on the Contact Directory.

1 Contact Directory

2 Recent Calls
3 Enterprise Directory
4 Enterprise Common Directory

5 Group Directory

Find contact by scrolling or searching. To call, click/tap on the contact.

'@ Jmsmith
= 203646532

Dialpad Directory Recent Favorites

The contact will appear. Once you see the contact pop up click on the green box with the phone
number to make a call.
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To end the call click on the end call button.

Hold = End Call Transfer Confrnc

ContactDirectory ManagementVVX 301,311,401 and 411 Phones

The Contact Directory is managed directly through the phones interface.

To access and add a new contact

Go to the home screen on your phone and click on Directories.

N VOCE HOATY

Forward | Settings
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From the directory screen click on the Contact Directory.

1 Contact Dlrectory

2 Recent Calls
3 Favorites

4 Enterprise Directory

WL Py v

Back Select

No records

From the add contact screen click on the keyboard and add the contact information.

Last Name

Contact

Job Title

Email
Save Encoding Cancel
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Once you have filled out the contact information click on the save button.

First Name jim;

Last Name Sl'mth‘

Contact 036499999

Encoding Cancel

To access and call an existing contact

Go to the home screen on your phone and click on Directories.

User Guide for Polycom 01 Series Phones Page 7 of 24



MegaPath

A Fusion Company

User Guide for Directories of VVX 01 Series Phones

From the directory screen click on the Contact Directory.

1 Contact Directory
2 Recent Calls

3 Favorites

4 Enterprise Directory

Dial Search

The contact will appear. Once you see the contact pop up push the dial button to make a call.

Delete
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To end the call click on the end call button.

10:55 AM

Enterprise Directory Management

How to add or delete an Enterprise Contact

The enterprise directory displays all users provisioned in your MegaPath voice account. This directory
can only be changed by adding and deleting users and will display the name and number associated
with the hosted voice seat.

Enterprise Common Directory Management

This directory is managed by anyone that has access to the administrator portal and is intended to
display common contacts outside of the organization and is accessible by anyone provisioned in your
MegaPath voice account.

How to add or delete an Enterprise Common Contact

Log into your MegaPath Portal located at my.megapath.com and click on the voice administrator link
in the voice section of the portal.

d’ Voice Administration
Manage your Voice Services

ﬁ? Voice Asset Management Memage o
Manage User PINs, Passwords, 911 and Phone Assignments

User Guide for Polycom 01 Series Phones Page 9 of 24



MegaPath‘

A Fusion Company

User Guide for Directories of VVX 01 Series Phones

The Enterprise Contacts are managed at the Enterprise level. To access the enterprise level select
the main GRP account from the Group drop down. This is the account where all your group services,
such as hunt groups and auto attendants, are managed. Once you access this section click on the
common phone list under the directory tab.

Welcome ent_107283@megapathvoice.com
Erntarprize Group User

MegaPath Corporate (ent_107288)» MegaPath Corporate Voice Accou (grp_1 serrrerersers—

-

Dashboard Group Profile Group Services Utilities Directory

Common Phone List QS ey cabl =Gl

Common Phone List

Add

Mo Common phone list entries found
|'Impcr1 CSV File

Select a Phone List File: | Choose File | Mo file chosen Import

To add single contacts click on Add.

Common Phone List

Add

Fill out the contact name and phone number and click save.

Common Phone List Entry x

“Name: Jim Smith
*Phone Numbef 2035553666

cancel | Save |
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The contact will now show up on the common phone list and automatically appear on all end users
phones under the Enterprise Common Directory.

Common Phone List

Saved

Add

Name Phone Number

Pete Smith | 2037746565 | Edit ||| Delete

To delete the contact, click on the delete button. The contact will be deleted from the portal and all the
end users’ phones.

Common Phone List

Saved

Add

Name Phone Number
Pete Smith | 2037746565 | Edit 1| Delete |

How to bulk add or delete an Enterprise Common Contact list

Administrators can upload a CSV file that contains the name and number of all the common
enterprise contacts you want shared in the system.

Create a CSV file with the headers of Name and Phone Number and populate the sheet with all the
contactinformation. Note: Phone numbers should be added with dashes (XxX-XXX-XXXX).

S -
HOME IMSERT PAGE LAY|

S o Cut

» B3 Copy -
aste - i
- ¥ Format Painter Ty

Calibri

Clipboard [Pl For]
N14 - f
A B C

1 |Name Phone Number
2 Pete Smith 203-774-6565

4
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Click on choose file from the Enterprise Directory Common screen.

No Common phone list entries found

"Impon CSV File

Select a Phone List Filg | Choose File go file chosen

Select the file and click open.

|+ Phonelist

Organize »  New folder

0 Favorites B

Name : Date modified

Type

i& Downloads |@1) Phone List

12/28/201712:30 .

Microsoft Excel C...

% Dropbox A

%] Recent Places |
Bl Desktop

4 Libraries
% Documents
& Music
[&5] Pictures.
B videos

File name: Phone List

« | All Files -

Click Import and the contact list will be added to the contact list.

Common Phone List

Add

Mo Common phone list entries found

’flmpor‘t CSV File

Select a Phone List File: | Choose File | Phone List.csv

User Guide for Polycom 01 Series Phones

Page 12 of 24



MegaPath“‘

A Fusion Company

User Guide for Directories of VVX 01 Series Phones

Group Directory Management
How to add or delete a Group Contact

The Group Directory displays all users provisioned at the group level in your MegaPath voice
account. Groups are typically used by customers with multiple locations. This directory can only be
changed by adding and deleting users, and will display the name and number associated with the
hosted voice seat.

Group Common Directory Management

This directory is managed by anyone that has access to the administrator portal and is intended to
display common contacts outside of the organization and is accessible by anyone provisioned in your
MegaPath voice account at the group level.

How to add or delete an Group Common Contact

Log into your MegaPath Portal located at my.megapath.com and click on the voice administrator link
in the voice section of the portal.

@3 \bice Administration

Manage your Voice Services

@O Voice Asset Management

Manage User PINs, Passwords, 911 and Phone Assignments
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The Group Contacts are managed at the Group or Site level. To access the Group or Site level select
the Site account from the Group drop down. Once you access this section click on the common

phone list under the directory tab.

Welcome ent_107283@megapathvoice.com
Entarprize Group User

MegaPath Corporate (ent_107288)»| 45 OHIO CT (ste_283114) e

—
Dashboard Group Profile Departments Group Services LHilities Directory F lisaster Redirect

Common Phone List R0 Cab R w07

Common Phone List

Add

No Common phone list entries found

Import CSV File
{Select a Phone List File: | Choose File | Mo file chosen Import

To add single contacts click on Add.

Common Phone List

Add

Fill out the contact name and phone number and click save.

Common Phone List Entry %

*Name: Jim Smith
*Phone Numbelf 2035553666

cancel | Save |
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The contact will now show up on the common phone list and automatically appear on all end users
phones under the Group Common Directory.

Common Phone List

Saved
Add
Name Phone Number
Pete Smith | 2037746565 | Edit ||| Delete |

To delete the contact, click on the delete button. The contact will be deleted from the portal and all the
end users’ phones.

Common Phone List

Saved

Add

Name Phone Number
Pete Smith | 2037746565 | Edit 1| Delete |

How to bulk add or delete a Group Common Contact list

Administrators can upload a CSV file that contains the hame and number of all the common group or
site contacts you want shared in the system.

Create a CSV file with the headers of Name and Phone Number and populate the sheet with all the
contactinformation. Note: Phone numbers should be added with dashes (XxX-XXX-XXXX).

S -
HOME IMSERT PAGE LAY|

S o Cut

» B3 Copy -
aste - i
- ¥ Format Painter Ty

Calibri

Clipboard [Pl For]

N14 - f

A B C
1 |Name Phone Number
2 Pete Smith 203-774-6565

4
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Click on choose file from the Group Directory Common screen.

No Common phone list entries found

"Impon CSV File

Select a Phone List Filg | Choose File go file chosen

Select the file and click open.

|+ Phonelist

Organize »  New folder

0 Favorites B

Name : Date modified

Type

i& Downloads |@1) Phone List

12/28/201712:30 .

Microsoft Excel C...

% Dropbox A

%] Recent Places |
Bl Desktop

4 Libraries
% Documents
& Music
[&5] Pictures.
B videos

File name: Phone List

« | All Files -

Click Import and the contact list will be added to the contact list.

Common Phone List

Add

Mo Comrmon phone list entries found

"Impon C3V File

Select a Phone List File: | Choose File | Phone List.csv
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Personal Directory Management

The personal directory is managed by the individual user and is only accessible by that user.
Personal contacts are managed directly through the voice manager portal.

How to add or delete aPersonal Contact

MP Voice Manager MP Home Settings

AS Inbound call handling

In the office > Account >
E Current location .
Messages Settings >
My desk phone >
Location Numbers >
\. (20)
Inbound Call Handling >

Make call Messagaa Call logs

|=| E _ Advanced Configuration &
Sattings

Gunlsrence Saftware This link will open a new browser tab or window. If

you are prompted to change your password,
@ G please do so and after that, please close all the
browser windows and re-login to Voice Manager

Help Log out with the new password.

The personal phone list is used to manage the contacts. To add or delete a contact click on the Edit
button.

rOutgoing Calls
\ Line ID Blocking On ®0ff
é-" Personal Phone List
&. Speed Dial 100 Edit

=Call Cnntral
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Enter the Name and Phone number of the Contact and Click Add.

Personal Phone List

* indicates required field.

No Enfries Present

Add new entry

 Name: Dim Smith

* Phone Numbey |303-555-1212]

Add

Remove

Additional Contacts can be added. Once completed, click save and contacts will be available on the

phone in the Personal Contact section.

Personal Phone List

* indicates required field.

No Entries Present

Add new entry

* Name: Jim Smith
* Phone Number: |703-555-1212

Add new entry
= Name:
* Phone Number:

Remove

Remove

Cancel

Save

How to bulk add a Personal Contact list

End users can upload a CSV file that contains the name and number of all the Personal contacts.

Create a CSV file with the headers of Name and Phone Number and populate the sheet with all the
contact information. Note: Phone numbers should be added with dashes (XXX-XXX-XXXX).

H ©- =
HOME | INSERT  PAGE LAY

o ¥
b Cut Calibri

- ¥ Format Painter

Clipboard [F} For

N14 - S

]

A B
Name Phone Number
Pete Smith 203-774-6565

T
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Click on choose file from the Personal Phone list screen.

| Personal Phone List x|

* indicates required field.
No Entries Present

Add

Import CSV

| Select a Phone List Filef| | Choose File [No file chosen Upload

Cancel Save

Select the file and click open.

(€ o

Ko9\.J)s . » Phonelist | 42 | Search Phone list

Organize New folder =~ [l @

— * Name ‘ Date modified Type Size

i Downloads @] Phone List 12/28/200712:30 .. Microsoft Excel C... 1K

3% Dropbox

"] Recent Places
Bl Desktop

i Libraries
7 Documents
o Music
&= Pictures
B videos

File name: Phone List
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Click Import and save.

Personal Phone List
= indicates required field.
No Entries Present

Add

==l

Import CSV

Select a Phone List File:

Phone List.csv was uploaded to the server. Click Save to
commit the change.

Choose File | No file chosen Upload

Save

The contact will be added to the Personal Directory.

Personal Phone List

* indicates required field.

Name Phone Number
Pete Smith | 2037746565 || Edit | | | Delete |
Add
Import CSV
Select a Phone List File: | Choose File | No file chosen Upload
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How to access and make a call using Enterprise, Enterprise Common,
Group, Group common and Personal Directories (froma VVX 501 or 601
Phone)

Go to the home screen on your phone and click on Directories.

i Directt.)ry.............._
2 Recent Calls

3 Enterprise Directory

4 Enterprise Common Directory

5 Group Directory

From the specific desired directory home screen, you can either scroll the directory or click in the
search option.

Open User 1 +12065083651

8 Admin 1 +14804673232

2 Pilot1+19252719581

2 Michael 1. +12063952246

TR S

Dial Encoding View AdvFind
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Click on the desired contact and click in the dial button to make a call.

Opén User 1 +12065083651

'L Admin 1 +14804673232
& Pilot 1 +19252719581

2 Michael 1. +12063952246

T e

Dial | Encoding View AdvFind

To end the call click on the end call button.

Tojlm Smlt:h

Hold | End Call fransfer Confrnc
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How to access and make a call to Enterprise, Enterprise Common, Group,
Group Commonand Personal Directories (fromaVVvX 301,311,401 and
411 Phones)

Go to the home screen on your phone and click on Directories.

ise Directory
5 Enterprise Common Directory
& Group Directory

7 Group Common Directory

Back ' Select
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From the specific desired directory home screen, you can either scroll the directory or click in the
search option.

Test

L usertestl +15713135204

2 user test10 +14088906177

2 usertest10 +16027149877

L usertest11 +16027345016

- e B e T et A W TN
Encoding View

Click on the desired contact and click in the dial button to make a call.

Work Phone: +16027345016

Extension; 5016

Email; user11@test.com

) Back §ave

To end the call click on the end call button.

11113 AM

E.nd C'all' Transfer More
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