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Administrator Instructions

Once CENTURYLINK Voicemail and/or Smart Connect have been set up through the telephone
interface, access can be established through www.CenturyLink.com. If this has NOT been done,
the customer must dial #55 (or 877-863-7724) from the number that will have the feature and

follow the setup process before establishing access through the website.

Before CENTURYLINK Voicemail users can access their individual voicemail boxes and/or Smart
Connect features via www.CenturyLink.com, the user with organization administrator rights (the
primary user) to the CenturyLink.com account must establish an employee as a voicemail user on

the web portal.

Administrators should follow the steps below to complete this process:

1. Signinto www.CenturyLink.com as usual.

2. From the left navigation panel, select Hierarchy Management.

3. The following screen should then appear:

] Hersonal Husiness VWholesale About Us

% 5 CenturyLink~

Welcome test roles1 Organization: V4 Account: 30

» My Account

Manage Billing Accounts

» My Organization
v Hierarchy Management Position Name: Billing Accounts

» User Managament

My Acc

Logout

» Rzport Managameant #2 Download

» My Profile Billing Accounts Billing Hierarchy Products & Services

» Account Management

Filter:[Phone ~ Text:| |
» My Offers

» My Products and Senvices

Details

Phonss

Name:
Billing Accounts

E‘E@_ Billing Accounts {1/1}
B 307

» Manage Senvices

4. Click on the Products & Services tab which is the third from the left.

5. The Voicemail product will then appear in the center of the screen. See the image below for an
example.
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» My Account Hierarchy Management

= Ny Qrganization Billing Accounts Billing Hierarchy Products & Services

¥ Hierarchy Managemsnt Products & Services

» UserManagement Products & Services Details

» Report Management Select from the list on the left to begin working with a

particular hierarchy

« B VoiceMail

¥ My Products and Senvices
» Manage Senices

» My Profile
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Administrator Instructions (cont.)

6. Click on the Voicemail link in the center of the screen. The following screen will appear:

» My Account

» My Organization
 Hierarchy Management
» LserManagement

» Report Management

» My Products and Senvices
» Manage Semrices

» My Profile

Hierarchy Management

Billing Accounts Billing Hierarchy Products & Services |

 EIETE

Filter |Folder w| Text |

Products & Services = \VoiceMai

VoiceMail Details Folders AccessLines Users

« 9 252245 Name
[voicehail |

Description
[ |
Contents:

v IUSERS 3

+ FOLDER 7

+ ACCESSLINE 3

7. This screen will display a list of access lines that have CENTURYLINK Voicemail service.

Note: For businesses with multiple access lines and/or voicemail boxes, a given user (“Jane Doe”) can
only be given access to a single voicemail box via www.CenturyLink.com. Multiple users may still
access the voicemail box(es) using the telephone user interface (TUI) as usual.

8. Click on the access line to which a user will be assigned. The following screen will appear:

» My Account

» My Organization

v Hierarchy Management

» User Managemesnt

» Report Management

» My Products and Services
» Manage Services

» My Profile

Hierarchy Management

Billing Accounts Billing Hierarchy | Products & Services |

 EDEER

Fifter |Folder vl Tet |

Products & Senvices > VoiceMad > 25224

2522460653 Details | Mailboxes
+ B MALBOX1 o
« B MAILBOX2 [252248 |
« B MAaLBOX3 |DESC"'DTJ'OH |
. B
i SRR Contents: L\\\
+ UUSERS 1
« MAILBOX 4
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Note: Inthe image above, mailboxes 1, 2, and 3 have been assigned users via www.CenturyLink.com.
Mailbox 4, which appears with a grey icon, has not been assigned a user via the eCommerce
platform.

Mailboxes whose Smart Connect™ feature has been enabled via the telephone user interface will
appear Mailbox1 /Smartconnect, Mailbox2 /Smartconnect, etc.
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Administrator Instructions (cont.)

9. Click on the voicemail box to which a user will be assigned. For single mailbox configuration, only
one mailbox may appear. For voicemail configurations with multiple boxes (such as extension
voicemail) multiple boxes may appear, as pictured in the previous image. When Mailbox2 is
clicked, the user will see the following screen:

F My Account Hierarchy Management
* Hierarchy Management | (i

Filter | Folder v| Tet | |
» User Management

Products & Services = \VoiceMai = 2572, = MAILBOX2
» Report Management

_ MAILBOX2 Details
» My Products and Services
» Manage Semices Name
[maLBOX2 |
» My Profile Description
10. Click on the Users tab to the right of the screen, and the following screen will appear:

ity Account Hierarchy Management

Iy Organization

Hierarchy Management

Billing Accounts Billing Hierarchy Products & Services |

Filter |Folder v| Text |

 EZETE

s=r Management
Products & Senvices = VoiceMad = 252246l Mo Box2
Report Management

MAILBOX2

My Products and Services
lManage Services

My Profile

Details

Fter

Text |

O steve
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11.

12.

13.

14.

If users have already been established via www.CenturyLink.com, the administrator will be able to
choose from those users in the area to the right.

Click the radio button for the user and click the Assign User button.

The administrator will receive a final message indicating that the user is being assigned and that
the process may take several minutes.

After allowing the appropriate amount of time, click the Log Out button in the upper right corner
of the screen and log back in to www.CenturyLink.com to complete the process.
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Administrator Instructions (cont.)

15. When the administrator logs back in to www.CenturyLink.com, he/she will see a Manage
Services option in the left navigation panel of the website. If this option does not appear,
processing has not yet completed. The Manage Services option will always be used whenever the
customer wishes to manage their CENTURYLINK Voicemail services online. See the image below:

v

My ot Current Account Summary: Make a Payment:

View bills Next Bill Due: Oct18, 2010

) Bill Amount: 5303.07
Pay bills Current Balance: 50.00 » Schedule recurring payments

L

My Organization » View/Print current and past bills » View past paymenis

» Sign up for paperizss billing

v

Hierarchy Management

L

Report Management
Trouble Ticket Search

+ My Profile
_ Enter a Repair Request
» User Management - Search for a Trouble Tickst
» Account Management Wy Messages:
v My Products & Serices 01/29/2009 Learn more about Pass-t-0On Rewards. Learn Maore
» My Products My Products & Services: $ -95 _'l"'-'“"
;hmn High-Speed Internet
» Shipping Status Voice - 25224 ( View ) . -
Save Now
Voice - 25224 (View ) 1 year. 1 i
» Repair Request Voice - 25224 [ View )

» View more offers

Voice - 26224 (View)
» Ticket Status
» Manage Serices
b Wy Offars
16. Click the Manage Services option in the left navigation panel. The following screen will appear:
Welcome test roles1 Organization: VM4 Account 30762
» My Account Voicemail / Smart Connect

» My Organization Manage your Voicemail and Smart Connect setlings and access your voicemail messages.

Manage Voicemail and/or Smart Connect

» Higrarchy Management
» User Management
» Repor Management

» My Products and Senvices

v Manage Senvices @

» My Profile
AboutUs | Careers | InvestorRelations | Media | Legal | Privacy | Site Map Need help? Call 1.800.786.6272
® 2010 CenturyTe!, Inc. Al Rights Rezerved. The name CenturyLink and the psthways logo are trademarks of CenturyTel, inc. Contact Us | Find a Store

Note: The screen above will always appear as shown, even if the user does not subscribe to both
features. This appearance should not alarm or confuse customers that only subscribe to
one of the services.
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17. Click the Manage Voicemail and/or Smart Connect link in the center of the screen.
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Administrator Instructions (cont.)

18. If the user receives a message asking if the website should be added to the list of trusted sites (as
pictured below), please click Yes. The Messages screen shown on the following page will then
appear.

Security Warning EI

The current Web page iz tiying to open a site in your Trusted
gites list. Do you want to allow this?

Current zite: mec1.embargnow_net

Trusted zite: www. embarg.com

wharning: allowing this can expoze pour computer bo security rizks. [f
you don't brust the current ‘wfeb page, chooze Mo

From this point forward, users can manage their voicemail messages and features via the website as
described on the following pages.
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Voicemail Features and Functionality

Once users have been assigned privileges via the organization administrator on the CenturyLink website,
they will be able to make use of the website functions described below.

Playing and Saving Voicemail Messages

1. Users can play voicemail messages on CenturyLink.com by using the message screen below.

-
= F CenturyLink~

Support | Close [X]
Messages Contacts Settings
Messages (252) 246 = 7

Messages (0 Hew) %

|:| From Time of call Duration

|| unknown Won 12713 912 am 0ull:0d =

Ol | @1s 810 Wed 1241 12:35 pm 0:00:06 -

1| [z steve x Fri11/19 2:31 pm Qu0ele04 ~

| steve a Tue 11/9 2:59 pm 0:00:03 -

| Delete thark As Mew Mark Az Heard MNew Vaicemail

@ 2010 CenturyLink, Inc. All Rights Resenved. The name CenturyLink and the pathways logo are trademarks of CenturyLink, Inc.

2. To listen to a given message, users can click on Play Symbol. Once either selected, the screen below
will appear:
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Y
Voicemail Player

Unknown
Received: Mon 12713 9:12 am
Duration: 00004
Playing...
[m]

“ _.-‘

[save ][ peete |

The various options on this screen include:

Play message

Stop message

Volume

Navigate among messages in the mailbox using Save, Delete, or Close buttons

3. Users may also download messages to their computer’s hard drive. Click the Save button.
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Capabilities Available to CENTURYLINK Smart Connect Customers

The instructions and images on the following pages will only be useful to customers who have subscribed
to CENTURYLINK Smart Connect service. This service must be ordered via a CenturyLink Customer Care
center, and can later be enabled by the customer using the telephone user interface. Once those steps have
been completed, users will be given access to the Smart Connect options via the CenturyLink website
automatically.

Contact List

This screen allows users to enter and maintain a personal contact list. Any contacts entered into this list
will show the caller’s name on the main messages screen instead of telephone number. The Contact List
also allows you to manage several contacts as a group (for example, co-workers, friends, family, etc.) You
can import/export your contacts from/to Microsoft Outlook.

L‘ = 3 ™
7 CenturyLink N
Support | Close[X]
Contacts (252) 248 = 7
Contact List
Contacts & Groups Chris
. Search for... . CenturyLink

Mew Contact ” Mew Group H Impork H Export Al

]

010 CenturyLink, Inc. All Rights Reserved. The nams CenturyLink and the pathways logo are trademarks of CenturyLink, Inc.
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Capabilities Available to CENTURYLINK Smart Connect Customers (cont.)
Settings

Click the Settings tab to configure Voicemail / Smart Connect settings.

—
= L: CenturyLink-

Support |
Messapes Contacts Sethings
- =
Settings (252) 246 =2 7
Messaging
Settings | Mailbo I@.Iu. |
Subscriber Timezone MWotification Schedule b

imezone setting used by all services: You must configure at least one outdial notification
! ! before you can configure a schedule.
| {GMT-5.00) America/Central

Voicemail Auto-Forwarding

ey || Cancel |

= a0
= £l

10 CenturyLink, Inc. All Rights Resenved. The name CenturyLink and the pathways logo are trademarks of CenturyLink, Inc.
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Capabilities Available to CENTURYLINK Smart Connect Customers (cont.)

Help Center

Access the Help Center for configuration support. Users can also access help online at CenturyLink.com by
going to https://www.centurylink.com/Pages/Support/ProductGuides/VoiceMail /index.html or
https://embarg.centurylink.com/Support/Business/ (click on “Voice” under “Product Support” then click
on “Voicemail User Guides”). Various guides are available including two interactive tours located on the
right side of the web page. Users can reach telephone support by calling 877 770-8285, ext. 49664 .

Messages

The top line on all pages provides navigation bebween your key features, and is always visible. Below that, Eo the right are a
number of fixed components

Phone Number Indicator, which reminds you which phone number you are accessing.
@ Logout button, which you can use when you have finished.
@ Refresh button, which updates the page with recent phone and message activity.

? Help button, which brings up the online help window.

The Messages page alows you to manage and listen to your voicemails .

The function an this page is accessible via the following top-level tabs.

Messages

When you play a voicemail the Voicemail Player will appear.
Messages
This tab lists all of the voicemails in your inbox. Mew messages (those you have not yet lislgned to) appear in bold type.

For each message in your inbox, you can see who the caller was, the time of the cal, and the length of the message. If the cal
was from a telephone number that appears in your contack list, then the name of the caler wil be displayed. Otherwise you wil
just see their telephone number. You can also see if the caller marked the message as i Urgent or f{} Private.

rour inbox may alse contain special System Messages, such as delivery failure notifications.
The following actions are available to you on this tab.

Play a voicemail or save a local copy on your computer

Manage your voicemails by deleting them, or marking them as either new or heard

Reply to or forward a voicemail

Leave a voicemail for somecne

View contact details or add new callers to your contact list.
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