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Welcome

firstcom e@rope

Thank you for choosingUniverse from Firstcom Europe.

AsanAd mi ni strator

the proper f unct icommumogtiorsgystgnoisiim or gani
your hands, but we are here to helpThere is a separate User Guide for Universe that is also available.

This guide will provide you with a referencefor the wide range of features availableon our Unified
Communications platform and how you can allocate numbers and features to differentUsersin your
organization to you so that yourc o mp a telgchsmunications experience is bothconvenient and

productive.

Unified communications services aredeveloping rapidly and we are alwaysupgrading our product so there
may be some slight differences between the details here and your user experience

We would be delighted if you could give us feedback and make recommendations as to how we cowdrk

better with you.

If you need any furtherhelp, please give us a catin the numbers below.

Kind Regards,
The Firstcom Team

Email: info @firstcom.co.uk

Phone: +44 333 023 7000

Contact Details:

Sales
Support:
Accounts:

NumberPorting:

0333 023 7000
0333 023 7000
0333 023 7000
0333 023 7000

option 1
option 2
option 3

option4

Version 1.5
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What is Universe?

Universe is a cloudbased telecommunications system that can be used byange of devicesg maobile,
computer or desk phone. It provides access tadvancedvoice calls,PBXfunctions such as queuing and IVRs
and well as online chatting, video conferencing and content sharingall in the cloud.

Getting Started as an Administrator

i. All Usersare allocated phone numbers and services by Firstcom. Each User will have been sent their
own Username and Passwordlf any numbers are to be ported from other operators, this will be done
for you by Firstcom. Your phones will have been configured by Firstcom ahare ready to be allocated to
your end Users by you.

ii. As anAdministrator you will have access to screens that your Users do not.
iii. Log into the selfservice portal at www.selfcare.voip.co.uk

iv. Bookmark the selfcare portal address above in your browser such as Google or Yahoo on your
Bookmarks or Favorites bar for convenience.

V. Enter the username (your email) andpasswordpr ovi ded in the hWelWhemyeu t o Un
l og in for t Wwilseatitherfive orisixmeain mgnao headings at the top of the portal
depending on your choice of features

vi. If you select the down arrow on the top righthand side of the screemear your name,the drop-down
menu will allow you to swap to administrator viewT .

> Swap to administrator view

u I A a My Profile

@ Logout

Devices Services Phone book Software Meeting Space

Events Tony Robinson e
UKU - Fixed Mcbile Freephone
Outgoing call é 12:09 17/08/2020

Adam C J

Duration
00:14:11

5hrs 9min

Meetings this week

11:53 17/08/2020 9 Incoming call

Adam C Name Starting Join

Duration Firstcom Mission Statement Tue, Aug 18, 10:00

Not answered Discussion

" Linked In Training and Discussion Tue, Aug 18, 11:00 2
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4. My Company
i Products

Having selected Administrator view you will see the following screen;

Tony Robinson

My Company

ﬁ My Company

MUSIC-ON-HOLD

P ‘) Azzigned 5 Assigned 1
Resources Mot assigned 0 Not assigned 0
NUMBERS o
DEVICES [
SUBSCRIPTIONS =
Assigned 1 Active 5
PHONE BOOK =]
Mot assigned : IMax a
SHORT NUMBERS
CALLERID A
CALL PICKUP GROUPS &,
1]

MEETING SPACE

This screen tells you the products that your company has purchased and which of the products have been
assignedand which Usersare active.

Version 1.5 Apr-2022
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Numbers

a. By selecting TNumbersi? you will see the following s
you will be able to change thgophone numbers belonging to each member of staff

b. To Add a new member of staffjo to the My Users icon at the top of the screen.

ﬂ My Company J Numbers

PRODUCTS » _

‘ 10 v ‘ numbers per page Search Q
Resources
Number A Assignedto

NUMBERS g ‘
_ EE 01372 363939 [ Clare Moss v

DEVICES ]

g 01737304099 [ Tony Robinson v

SUBSCRIPTIONS -

HIONEROOK a EE 03330233217 [ Universe VR v

SHORT NUMBERS EE 03330233218 [ Universe Conference v

CALLERID E EE 03330233219 | Universe Fax v |

CALL PICKUP GROUPS &

w | e ||| e
MUSIC-ON-HOLD (1)
MEETING SPACE ¥l

c. Note that if a member of staff Call Forwards his numbein the User interface it may explain why the
routing is not as intended by the Administrator.

Version 15 Apr-2022
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iii. Devices

a. The Devices screen allows the Administrator to allocate differenthandsetsto different Usersby use of the
drop down arrow on the right-hand side.

| 2 L

My Company My My IVRs My Conference My WallDisplay

E My Company D Devices

PRODUCTS e —

’> | 10 v ‘devices per page Search Q
Resources
Name A Type Hardware identification Assigned to
NUMBERS o —
L_J Device 2193 Yealink W52P 00:15:65:F6:F7:47 ‘TonyRobinson '\ n

SUBSCRIPTIONS 8 e e

PHONE BOOK =]

SHORT NUMBERS

CALLERID 2]

CALL PICKUP GROUPS =

MUSIC-ON-HOLD (1)

MEETING SPACE Pl

b. The MAC addresses i n T Hassigheddy Firstcondanaeaachhedadset (oi service ar e
such as Microsoft Team$ is assigned to the Users you choose.

¢. You can addUsers to the drop down list by My Users => Add New

d. Cisco and Yealink devices suplied by Firstcom come ready for serviceand assigning dJseris all you need
to do. If you have chosen different phone model or wish to register a third-party soft phone thenyou will
require an IP device to be added to your account.

e. Once an IPdevice is assigned to dJser § you must click the padlock to the right-hand side to create an
email to be sent to theUser. This email will havahe User name and password required to register a SIP
device or third party soft phone. The email will also contain the domaifi uni ver se. voi p. co. ukT
required to register to Universe. If you have any issues or would like to add a device into Univergdease
get in touch with your account manager oraccounts@firstcom.co.uk.

Version 15 Apr-2022
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iv. Subscriptions

The subscriptions (minute bundles) are listed here for each of the different Users. In this example one of the
subscriptions has been allocated and one has not. On@dlocated for a particular billing period it cannot be
changed for that billing period (in this case until 01/09/2020)

My Company

E My Compary E Subscriptions
PRODUCTS _—
‘> | 10 v |subscripﬂons per page Search Q
Resources
Subscription 4 Locked Assigned to
NUMBERS = —
B Universe Office 1000 Locked until 01/09/2020 Tony
DEVICES
D = Universe Office 1000 ‘ Not assigned 5
SUBSCRIPTIONS 25
AR
PHONE BOOK (=]
SHORT NUMBERS
CALLERID A
CALL PICKUP GROUPS EL R
MUSIC-ON-HOLD o
MEETING SPACE <
Version 1.5 Apr-2022
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v. Phone Book

a. The Company phone book is controlled by the Administrator. The individual Users can build their own
phone books, buttheyat omati cally receive all the contacts fror
No Usercanmodify or delete the Company contacts.

b. Administrators can upload bulk contacts using the Upload contacts buttonThis requires your contacts to
be on an Excel spadsheet in the format indicated when you select this option.

Usage

B My Company & Phonebook
PRODUCTS »
Create contact + Upload contacts & Deleteall Wl
Resources
| 10 v 1contacts per page Search Q
NUMBERS »
First Last A Company
DEVICES D name name Number E-mail Company  contact

SUBSCRIPTIONS

=
John Cahill 03330237014 "3;‘"“ ]

PHONE BOOK &
N;een Feeney +447769973147 eileen.feeney@viacliniccouk  Via Clinic ﬂ
SHORT NUMBERS any;
CALLERID E Antony Robinson +441372304099 tony.robinson@viaclinic.couk  Robinson E
T
CALL PICKUP GROUPS & \A‘;;‘;er Robinson +447970099827 tonyrobinson@viacliniccouk  ViaClinic [
MUSIC-ON-HOLD ©

MEETING SPACE

%
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vi. Short Numbers

a. Short numbers allow Users to be called by colleagues on Universe with on8/or 4 digit dialing.

b. Short Numbers can be added to thkelnembby BBl Ehéeihg
number T field.

You are however unable to add in any emergency services humbers including 999, 111, 911, 101 and 102

d. Once you have added in a new number you can assign it tdJser by selecting the drop down and then
choosing the User that you would like to assign it to.

Tony Robinson

(= e Jll @

My IVRs My Fax My Conference ay My Statistics Usage

H My Company Short numbers
PRODUCTS »
| Add shortnumber |
Resources
10 v |short numbers per page | Search Q
NUMBERS o
MNumber 4 Assigned to
DEVICES 0
1234 ( Fony Robinson - n
SUBSCRIPTIONS =
1250 [ clare Moss N © |
PHONE BOOK (=]
we o« 1w oae
SHORT NUMBERS
CALLERID A
CALL PICKUP GROUPS &,
MUSIC-ON-HOLD o
MEETING SPACE &
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vii. Caller ID

a. Once in the caller ID window you will see a display ddll the numbers in your account. You can then choose

which nhumber you would like to become your main pilot number (each Universe account mudtave a main
pilot number selected).

b. The company number setion allows you to select which numbersyou would like to be available to every
Userto display as a caller ID on their outbound calls. Simply select thadio button f or T company r
for the numbers that you would like all Usersto access as caller IDs.

¢. The TMain Pilot7 wildl be available for all User s, il

Tony Robinson

S 2 Jll -1

My IVRs My Fax My Conference My Wall D 'y My Statistics Usage

E My Compary E Caller IDs
PRODUCTS
‘) 10 ¥ |numbers per page Search Q
Resaources
MNumber Main pilot number + Company number
NUMBERS o
EfR 01572363959 ® @ on
DEVICES 0
EE 01737 304095 0 Off
AR S
SUBSCRIPTIONS —
PLHONE BOOK a EE oassozaazy ) off ()
SHORT NUMBERS EE 03330233218 O off ()
CALLERID B EE 03330233219 o) off ()
CALL PICKUP GROUPS = -
= ¢ 5 @
MUSIC-ON-HOLD o
MEETING SPACE ¥
Version 15 Apr-2022
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viii. Call Pickup Groups
a. The Call Pickup Group feature allowdJniverse Users to pick up incomingecalls from other members of
their group, or as a second optionany call to the company to any groupThis is only available for fixed
handsets.

A For members of aparticular groupthe User can associate the Programmable KegQuick Dial)
button on an IP Phonesuch as Ciscoto a certain group. This allows Universe to notify a phonéJser
when a call is waiting to be picked up from that group

A For any call in the companyto a numberthat is inany group simply dial *8

b. For the Administrator to create a pickup -gandsidegof s el ¢
the screen. You will then be directed to a page that allows you to select the members of that group from
the list of Universe Users.
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