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1. Welcome 

Thank you for choosing Universe from Firstcom Europe. 

As an Administrator the proper functioning of your organizationĦs Universe communications system is in 

your hands, but we are here to help. There is a separate User Guide for Universe that is also available. 

This guide will provide you with a reference for  the wide range of features available on our Unified 

Communications platform and how you can allocate numbers and features to different Users in your 

organization to you so that your companyĦs telecommunications experience is both convenient and 

productive.  

Unified communications services are developing rapidly and we are always upgrading 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 could work 

better with you.  

 

If you need any further help, please give us a call on the numbers below. 

 

 

Kind Regards, 

The Firstcom Team 

 

Email: info@firstcom.co.uk 

Phone: +44 333 023 7000 

 

 

 

 

 

 

 

 

 

 

 

 

Contact Details: 

Sales:  0333 023 7000 option 1  sales@firstcom.co.uk 

Support:  0333 023 7000  option 2  support@firstcom.co.uk 

Accounts:   0333 023 7000 option  3  accounts@firstcom.co.uk 

Number Porting:   0333 023 7000 option  4  numberporting@firstcom.co.uk 

  

mailto:info@firstcom.co.uk
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2. What is Universe? 

Universe is a cloud-based telecommunications system that can be used by a range of devicesģ mobile, 

computer or desk phone. It provides access to advanced voice calls, PBX functions such as queuing and IVRs 

and well as online chatting, video conferencing and content sharing, all in the cloud. 

3. Getting Started as an Administrator 

i. All Users are allocated phone numbers and services by Firstcom. Each User will have been sent their 

own Username and Password. If 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 and are ready to be allocated to 

your end Users by you.  

ii. As an Administrator you will have access to screens that your Users do not. 

iii. Log into the self-service 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) and password provided in the ĥWelcome to UniverseĦ email. When you 

log in for the ńrst time, you will  see either five or six main menu headings at the top of the portal, 

depending on your choice of features.  

vi. If you select the down arrow on the top right-hand side of the screen near your name, the drop-down 

menu will allow you to swap to administrator viewĩ. 
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4. My Company 

i. Products 

Having selected Administrator view you will see the following screen; 

 

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

assigned and which Users are active. 
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ii. Numbers 

a. By selecting ĨNumbersĩ you will see the following screen. By using the drop down arrows on the right, 

you will be able to change the phone numbers belonging to each member of staff.  

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

 

c. Note that if  a member of staff Call Forwards his number in the User interface it may explain why the 

routing is not as intended by the Administrator. 
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iii. Devices 

 The Devices screen allows the Administrator to allocate different handsets to different Users by use of the 

drop down arrow on the right-hand side. 

 

 The MAC addresses in ĨHardware identificationĩ are assigned by Firstcom and each headset (or services 

such as Microsoft Teams) is assigned to the Users you choose. 

 You can add Users to the drop down list by My Users => Add New 

 Cisco and Yealink devices supplied by Firstcom come ready for service and assigning a User is all you need 

to do. If you have chosen a different phone model or wish to register a third-party soft phone then you will 

require an IP device to be added to your account.  

 Once an IP device is assigned to a User ģ you must click the padlock to the  right -hand side to create an 

email to be sent to the User. This email will have the User name and password required to register a SIP 

device or third party soft  phone. The email will also contain the domain Ĩuniverse.voip.co.ukĩ which is also 

required to register to Universe. If you have any issues or would like to add a device into Universe please 

get in touch with your account manager or accounts@firstcom.co.uk. 
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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. Once allocated for a particular billing period it cannot be 

changed for that billing period (in this case until 01/09/2020) 
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v. Phone Book 

 The Company phone book is controlled by the Administrator. The individual Users can build their own 

phone books, but they automatically receive all the contacts from the AdministratorĦs phone book as well. 

No User can modify or delete the Company contacts.  

 Administrators can upload bulk contacts using the Upload contacts button. This requires your contacts to 

be on an Excel spreadsheet in the format indicated when you select this option. 
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vi. Short Numbers 

 Short numbers allow Users to be called by colleagues on Universe with only 3 or 4 digit dialing.  

 Short Numbers can be added to the list by selecting Ĩ+ĩ and then typing the number in the ĨAdd short 

numberĩ field. 

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

 Once you have added in a new number you can assign it to a User by selecting the drop down and then 

choosing the User that you would like to assign it to. 
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vii. Caller ID 

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

which number you would like to become your main pilot number (each Universe account must have a main 

pilot number selected).  

 The company number secti on allows you to select which numbers you would like to be available to every 

User to display as a caller ID on their outbound calls. Simply select the radio button for Ĩcompany numberĩ 

for the numbers that you would like all Users to access as caller IDs. 

 The ĨMain Pilotĩ will be available for all Users, irrespective of the other choices made. 
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viii. Call Pickup Groups 

 The Call Pickup Group feature allows Universe Users to pick up incoming calls from other members of 

their group, or as a second option, any call to the company to any group. This is only available for fixed 

handsets. 

Á For members of a particular group the User can associate the Programmable Key (Quick Dial) 

button on an IP Phone such as Cisco, to a certain group. This allows Universe to notify a phone User 

when a call is waiting to be picked up from that group 

Á For any call in the company to a number that is in any group simply dial *8  

 For the Administrator to create a pickup group, select ĨCreate Call Pickup Groupĩ on the right-hand side of 

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. 

 

 

 










































