Quick Reference Guide

Voice Admin - My Cloud Services Portal

SIGN IN

To access the Admin Tools area within the My Cloud Services Portal: Go to https://portal. momentumtelecom.com to enter your
separate Administrator account Username and Password credentials to Sign In and follow any MFA protocol setup or data entry
steps presented to you. Note: Upon initial log in, the system requires all account holders to acknowledge Terms and Conditions.

ADMIN TOOLS MENU

The Admin Tools Menu on the left side of the page offers permission-based access to at least some of the following
sections. Note: Only those sections and tools the organization needs and the Admin is authorized to view will display.
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x

Dashboard - The site Home page displays account activity, and offers filtered quick access links to Admin Tools sections.
Locations & Groups - Access to manage Department or Service level settings organized by Locations or Groups.

Services & Users - Access to review and manage individual User level services and settings.

Trunking | IP Trunking | Enterprise Trunking - General SIP or customized trunk information and setting administration.
Enterprise Settings - Enterprise level feature and services management.

Contact Center - Manage queues, schedules, assignments and the setup for any Contact Center(s) on the account.

*Billing - Restricted Access. Authorized Admin access to account billing history and payment management tools.

*Microsoft Teams - Restricted/Limited Access. 0365 / MS Teams Admin access to manage hosted voice access for users.
*Call Recording - Limited Access - Licensed only. Manage voice settings and Call Recording portal access permissions.
*Webex - Webex Customers Only. Search/Review activation process status data for Webex licenses on the account.
*Support Tickets - Restricted Access. View and (where fully authorized) submit minor tickets to Momentum's Retail Support.
*Devices - Provider-Level Only. Manage devices currently in NEPS inventory and their user assignments.

*Service Changes - Provider-Level Only. Advanced billing impacting single-process service and order management tools.
*Circuits - Beta Data Only - Review list of active circuits/NIDs on the account. Permission-based access to additional tools.
*Manage MFA - Beta Review user MFA activation status and Reset MFA to assist users with MFA-related portal access issues.
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ADMIN DASHBOARD

The Home page for Administrators.
The Admin Dashboard provides at-a-glance views of Live and historical account activity AND direct quick-access links from each
card section to filtered views of your administrator-level tools, services, and features. Now you can track what's going on within
your Enterprise account and access any area or service your org wants you to manage from one web page - fast.

Best Company, LLC
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Voice Admin - My Cloud Services Portal

Quick Reference Guide

ADMIN DASHBOARD FEATURES

The Dashboard section cards offer LIVE and historical data along with easy access to common administration
tools. All Dashboard features and menu items require sufficient authorization or permission to view and use.

Account Profile - Review current account
information. Billing Admins can see the latest
invoice, pay the current bill, and access the Billing
history. Admins without Billing access permissions
will only see the Profile information in this section.

Links to: Billing

Call Activity - A quick graphical view of call data,
with tools to filter the view, useful ‘mouse-over’
details within the graph display, and access to
open and filter your call logs for reporting.

Call Activity st Deits
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Devices - Current counts for registered,
unassigned, and provisioned devices in
Momentum inventory, and the ability to filter
by Location, check registration status, and
access device assignments.

Links to: Services & Users

Devices
AllLocations
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Best Company, Inc

GAINESVILLE, GA 30501

Apcount No.: SE7654321
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Support Tickets
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Manage
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Total Due: 56,043.54
Current Balanca: 515668.71
Due Dat=: 3312018

Make a Payment

View Invoice

Activity History - Shows recent
Administrator-level activities and
provides quick access links to review
the account or service shown in the
list.

Links to: Direct links to Dashboard of
the accounts or services listed here.

Favorite Services - Locate accounts

to set as favorites # for constant
quick Dashboard access.

Links to: The Services & Users
page and to the selected User's
Dashboard for account
management.

Quick View - Total number of
Locations & Groups, Services &
Users, and Devices. Information
is based on the Admin's access
permissions.

Links to: Filtered views of
Locations & Groups and
Services & Users

Support Tickets & Starred
Tickets - These two optional
dashboard cards only display to
authorized Admins and offer
quick views of useful support
ticket information, and access to
the Support Tickets section.
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LOCATIONS & GROUPS

Review and manage settings for the Users and Groups that are assigned to Locations.

The Locations page provides a searchable table listing of the Locations currently configured on the account. Authorized Admins
may use the Section Search to locate specific terms within the table, use the column headers to sort the list alphanumerically,
and access the following areas for each Location listed on the page:

e Location ID, Services, and Users - Click on the number displayed for a Location in these columns to open the related list
within the Services & Users page.
e Links to review and manage the Emergency Call Notification Email and See 911 Address List for each location.

e Editicon '~ (far right column) opens the Group Settings dialog for the selected Location.

Lt L

Name Location ID Services  Usars SVC Streat sve ciy SVCState  Emergency Call Notification Email Estt Eait

Hosied P PEX soostor = n 850 Moriclsi RD ERMINGHAN A willam poweli@momertumisiecom com See 11 Address List P
SIP Trunking sooestz 2 2 850 Moriclsi RD ERMINGHAN A willam poweli@momertumisiecom com See 11 Address List P
Hosted IPFEX 2 ao0tes103 B s 580 Moriclsi RD BRI A wiliam poweli@memertumieiecom com See 01 Address Lit s
Senvics Offcs aoo0testo4 3 2 250 Moricisi RD ERmGAN a wilam powcli@mementumisiecom com See 011 Asdress Lt P
Srandon EmSPTunkTest 30000105108 O o 250 Moricisi RD ERmGAN a wilam powcli@mementumisiecom com See 011 Asdress Lt s
FTrurking st ocaton aovotestos 48 = 250 Mometir RD EIRMNGHAM A witam powsli@momantumision com See 911 Address List s
1P Trunking Tesi2 ao00ieELeT 54 » 880 Moriciair RO ERMINGHAN m wikam powe@mementumisiesom com See 011 Address Lit ,

Iocation gama 310000185108 4 2 850 Monselair RD EIRMINGHAN A illiam pawel|@momentumisizcom.com See 911 Agdress List s

SERVICES & USERS

Review and manage feature settings for individual users and services on the account.
Services & Users displays a searchable and sortable list of the user accounts currently defined on the account.
The information is provided in a simple table format, and includes the Service Type, Name (First,Last), Service ID, Ext
(Extension), MAC (Address), Location, Department and Number Assignment for each user, where defined. Links in the
columns take users directly to the related area of the site where editing or review of filtered data may be performed. Admins
may also select specific listings to display as Favorites % on the Dashboard for quick access to accounts that they manage
frequently.
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ENTERPRISE SETTINGS

Manage the Enterprise (global) level settings and features.

The Enterprise Settings menu option opens the Enterprise (global) level default feature settings for review and
edit. These may include the Global Enterprise Services settings (Departments, Directory, and Time Schedules),
and the Global Contact Center settings (Agents, Unavailable Codes, Disposition Codes and Routing Policies).

¢ View/Edit The drop down arrow » next to an item opens the Edit Settings view.

FQON Setup 7

Enterprise
Enterprise Services View/Edit

Departments =
Emergency Call Notification Email >
Enterprise Directory >
Time Schedules -

Contact Center
Global Contact Center Setfings
Agent Default Settings >
Agent Unavailable Codes >
Call Disposition Codes >
Contact Center Routing Policies >

£ Enterprise Seffings

CONTACT CENTER

Contact Center management tools for activation, setup, and feature configurations.

The Contact Center page provides authorized Admins with full access to manage their Contact Center feature
configurations and overall settings. This section shows the current Status, Name, Type, Phone Number, and

Ext(ension) within a searchable list. Each Contact Center listing offers access to Edit its default setup and
Configure individual feature settings.

Hi, Jan =

Contact Center Location List

Contact Center Location List

Location Location Name View

Admin Tools

3100000028-01 Louie's Famous Chicken Edit
3100000028-09 Test2 Ej’tﬁ
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*BILLING

Restricted Access. Authorized Admins may review and manage account billing information and payments.

The Billing page displays current account and balance history information (at the Enterprise or - where enabled -
at the Location level, with easy access to the tools that allow Admins to review and manage statements, edit the
billing payment method information, setup routine monthly payment schedules, and even immediately pay the
current bill when necessary. Billing tools include:

Pay My Bill «  Billing Method Setup <+ View Statements

[M] MOMENTUM

Billing

[EE————

Admin Taols

Name

Test Account

Account Number Payment
3100000028-01 Due Upon Receipt
Billing Address

507 W Main ST

SAVANNAH, MO 64485

Bills

Current Bill: $344.58
Past Due: $0.00
‘Amount Due: $344.58
Due Date: 121317208
Recent Activity
Statement #58621 in the amount of (§1,146.08) on 12111201 12:00:00 AM
Payment of $0.01 on 7/8/2017 6:33:14 AM Statement #55524 in the amount of §189.24 on 1/4/2018 12:00:00 AM

Payment of $0.01 on 7/8/2017 6:28:16 AM Statement #5856 in the amount of $115.11 on 12/1/2017 12:00:00 AM
Statement #5377 in the amount of $531.44 on 11/1/2017 12:00:00 AM

Gurrent Billing Methad
Due Upon Receipt
Statements

View Statement

TRUNKING

Access for IT Admins to review and manage basic SIP Trunking settings.
The Trunking page allows authorized Admins to review current SIP Trunk settings for the account. The page prominently
displays a sortable and searchable table listing the trunk group(s) with Location Name and ID, Trunk Group ID, Pilot DID,
Enterprise Call Path, Location Call Path, and Service Number.
e Location ID - Links directly to the Services & Users page to review or modify individual assignments.
e Pilot DID - Provides a color code health indicator (Red = Issue) and links directly to the Services dashboard.

e Edit - The Editicon '~ opens the Group Settings page for administration of the SIP Trunk defaults.

[M] MOMENTUM

Trunking 4

Admin Tools Location Location 1D Trunk Group 1D Pilot DID Enterprise CP Losation CP Services Numbers Edit

location 2 3 5-02 2057219808 7 2 1 s
Sip Trunk Location 3100000028-06 2057218823TRUNK 2067210823 % 3 1 ’
rE ) Hisire's House of Chicken Soup  2100000028-03 205720001BTRUNK 2057300018 T 1 ] s

Sip Trunk Location 3 28 2 2067300079 % 1 0 s
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IP TRUNKING

Advanced Access for IT Admins. Review and manage specialized IP Trunking information and settings.

For those organizations using IP Trunking, this page displays current and historical IP Trunking information,
with easy access to the tools that allow authorized Administrators to manage IP Trunking location settings and
create call log reports. IP Trunking tools include:

View/Edit Trunking Location Settings ¢ View Call Logs <+ Create Call Log Reports

M| MOMENTUM
. Q
, IP Trunking
Admin Tools
Cafl Logs for Location
T Trunk ID Loeation Start Date IP Address 1 IP Count Assigned DID's Group Pelicy Service State Direction
72385 IPTrunking lest foc.. 05:22/2010 11:37-07 AM 1142 3 0 round_robin inservice out Call Logs Vi
72388 {PTrunking test loc. 05/22/2010 11:44-06 AM 1145 » 0 round_robin inservice in Call Logs r
IP Addresses:

i Tkbae P Adress

1145

1147

ENTERPRISE TRUNKING

Advanced Access for IT Admins. Review and manage Enterprise SIP Trunking settings for the account.

The Enterprise Trunking page provides access to the tools that allow specially trained and authorized Admins to
manage and maintain specialized Enterprise trunk group settings.

View/Edit Trunk Group Settings <+ Manage DID Associations ¢ Manage Routing/Priority/Weight

(M| MOMENTUM

Save Gancel

Enterprise Trunking

Manage Associsied DVDs

Entarprisa Trunk Name: 2100017014 M5Teams
Max # of Reroute Attempts (max 10} 10

Ma # of Reroute Atiempts within a Priorty (max 10): 10

Route Exfiaustion Action O None

® Forward to Phone

& Enterprise Trunking 8635551212

Trunk Group Available | Assigned Pricrity Weight Manage Trunk
2100017814-3t01 Assigned 4
2100017914-phi01 Assigned .
2057300442 TRUNK Available
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MICROSOFT TEAMS

Restricted Access for 0365/MS Teams Administrators Only.

This section only displays for those organizations with integrated MS Teams, and offers specially authorized and
trained Teams Administrators access to a simplified deployment wizard. Post-deployment, the wizard tabs offer read-
only views. The User List and Resource Accounts tabs offer basic tools for MS Teams TN/Direct Routing setting
management from this portal. MS Teams setting and user administration tasks should be managed by an O365/MS
Teams Admin with sufficient permissions via the organization's 0365/ Teams Admin portal.

The available Microsoft Teams section tools (Post-Deployment) include:

MS Teams Connector Deployment Info ¢« User TN / Derived Routing Assignment Access

@momentumieiecom com -
Microsoft Teams SR

up Temp Users ) Dortie R ’\
0

First Name: LastName Principal Phone Ext Street State  LlastUpdated  User.. Ussgelocat..  Sip Proxy User Type Status

M| MOMENTUM

Admin Tools.

( 355 ) (setwpoman ) ( JE

Export Users: Import Users.

Missing Valid Phone License

1200
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1200
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CALL RECORDING

Access to review and manage Call Recording license holder settings and site access.

This section only displays in Admin Tools for those organizations with Call Recording licenses in place, and offers
access to manage voice and 3rd party portal access settings for license holders.

View License Holders + Manage Call Recording Voice Settings « Manage Call Recording Site Access

Call Recording =]

* R— Hom Loy oy [P L]
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WEBEX

Limited Access section for accounts with Webex application licenses.

The Webex section displays only if Webex licenses have been purchased for users on the account and should be viewed
only by authorized Administrators. The Webex page provides a searchable list of the Webex users currently licensed on
the account and their current activation process status.

Search Table Contents + Filter by Activation Status * Sort Columns + Refresh Status for Updates « Directory Sync

ite@momentumtelecom.com-~

M| MOMENTUM

Webex Al v

Admin Tools
Last Synced Date: Wed Sep 14 2022 15:40:26 GMT-

Review progress of Webex activation for your users 0400 (Easten Daylight Time)
In queue to be processed Export
Location Webex License 1 Service Type Service ID Ext First Name Last Name Email Webex Email Validation
Al v Al v
472021 regression Basic Metered ; :
ot standard ot 2 1 1013 contact center Test cctest@mglgo.us Provisioned Refesi Statis

412021 regression

(@ WebEx
test

standard Basic Seat 2 76 9877 James Heffield Pending Email Input Refresh Status

Smart Number
SIP Trunking basic Seat with 2 23 5523 Smart Number smno@mglgo.us Pending Email Validation
Messenger

Refresh Status

Smart Number
SIP Trunking basic Seat with 2 84 7684 oD Number2 Pending Email Input
Messenger

Refresh Status

*SUPPORT TICKETS

Limited Access / Advanced Permissions required section.

The Support Tickets section displays only if the Admin has been granted permission to view it.
Additional permissions required in order to be authorized to also submit minor tickets to Momentum Retail Support.

@momentumtelecorm.com-

M| MOMENTUM

Support

Admin Tools

For immediate assistance please CALL Customer Care
888.538.3960

(If referencing a submitted ticket, have your ticket # ready)

Support Tickets & G

Enter New Ticket  Expor Tickets

*§ Ticket Status, Subject Contact Priorty Opened Closed Escalated Category. Contact Method
A v Al v an v an v A~ Ay Al v A~ Clear Fitters
c TEST-DO NOT 1055 A1
* o New bl Minor no Other ’
QATest-Donot 10:19 A0
* o New bk Minor no Other Email 7
* o New st QaTester Minor T no Mobilty Email P
TEST-DO NOT
CLOSE - Voice fcket
* o Open submission without Minor P no Other ’

required ied data
entry [ selection

. o - Tt stan - 3
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*MANAGE MFA

BETA Select Areas. Data shown in this section is permission-based.

The Manage MFA section offers access to a searchable and sortable list view of the user and admin portal access
accounts along with a Reset MFA tool that lets the Admin disconnect an account's current MFA protocol thus allowing
the account holder to sign into the portal without using MFA (if MFA is Optional) OR setup a new MFA protocol again
during the next sign in attempt (if MFA is Mandatory). The data in this page is populated as account holders set up their
MFA protocols during sign in or via their account profile.

Note: Only the Portal Account Holder can set up the Multi-Factor Authentication protocol they'll use to log into their account.

Hi,

M|MOMENTUM
Manage MEA Users g/
Admin Tools. LUseriD  Azure User Name Email Verification Method Last Reset Manage User
w % prodr momentumiele... st Jmomentumtelecom com 2023-11.09 Reset MFA
il s, M iciies oy s i)
wow a8 ymimus « ri@gomomentu. 2231023 Resst MFA
T ymimus v ty@momentu 2231023 ResatMFA
Wy e 1064 VURG.. mentuneleco. sms 20230525 (Reset MFA )
o2 s ymimus st umtelecom com 2231023 Reset MFA
1o a0 — s« untelecomeom s macts (ResetMFR)
& Manage MFA
* C . . t

BETA Data/Managed Network Customers ONLY.

The Circuits page displays a list of circuits that are currently in inventory and active with the Service Provider.
If Monitored service was purchased, status indicators display red (down) or green (up).

H, michael com-
M | MOMENTUM
' Circuits List
Crautio Cireuit Hama Specd (o) Locaton staus
s HPI012 AL GA == 5001500 Ne2 os08] .
/| o s0/%0 oo
s Rowss usss 001100 ot
;R uscse 1501150 o
s Ao usso 5001600 o
s romm usst 2001200 o1
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*DEVICES

Restricted. Service Provider Level. Support Impacting. Advanced additional training required prior to access.
Review and manage devices in NEPS inventory, along with their settings and assignments.

The Devices section offers access to a searchable view of All, Assigned, and Unassigned Devices for management,
with the ability to Export a detailed device listing report, and add new devices to inventory, and manage FQDN and

VLAN assignments for Locations on the account. The device management tools provided here make it easy to Add

new devices to inventory, Configure, Swap and Assign listed devices, Remove device assignments, Delete devices

from inventory, and review the historical activity of actions performed on each device within the Portal.

Devices 23
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*SERVICE CHANGES

Restricted. Service Provider Level. Support Impacting. Advanced additional training required prior to access.

Manage simple orders and minor changes to services for the account.

The Service Changes page displays current account service orders, with easy access to the tools that allow
specially trained Admins to Move, Add, and Change account services and review order status information.

IfMOMENTUM

Adimin Tools

Service Gianges

@ 888.538.3960

Service Changes

View Al Service Chinges

e T
{Order Account MACD Type Greated Date Greated By Modified Date Modified By Status
280670 310000002601 ADD_SERVICES 03202018 Cloud Services Portal 03202018 o PROCESSING -
285235 310000002801 'ADD_SERVICES 03132018 Gloud Services Portal 032019 Chou Sesioes OFEN —
.
o . Cloud Services [ Edi
-
284801 310000002801 ADD_SERVICES 031112019 Cloud Services Portal 031112010 Qlotw Secwbes OPEN Ext
284300 310000002801 'ADD_SERVICES 031112010 Cloud Services Portal 03112010 AN Seridee: OPEN —
=
2 = Cloud Services. e Edit
=
284777 310000002801 'ADD_SERVICES 031172010 Cloud Services Portal 031112010 Clot Servoe® OPEN =




