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1. Introduction

The Single Number service allows you to link your
business number to other devices, which will ring
when your landline can't. You can link your number
to up to 20 devices (fixed-line or mobile),
guaranteeing that you stay contactable - even
when your business line is down.

Your customers will dial the same number and get
charged the same rate, while you choose and

manage which numbers receive the forwarded calls.

This manual provides a step-by-step guide on how
to configure your Customer Web Interface on the
platform once it is activated, and gives insight into
changing a number from first login, creating a new
destination, and adding and removing numbers
from a hunting sequence.

Link your business
number to up to

20

devices

(fixed-line or mobile)



2. Step-by-step process

2.1 Login and password change

a. Click on the following portal link: www.lIrs.telkomcwa.co.za.
(Note: The page below will pop up if the browser is not supported.
Only Firefox 3.5+ and Internet Explorer 7+ are supported for this interface.)

Admin Online

Browser not supported

Safarl 10 is not appropriate to use this Interface

Supported navigaters: ) Firefox 3.5+ (recommended) B Internet Explorer 7+

PROCEED ANTWEY . do not show this warning next time




b. Include the portal link in the Compatibility View Settings of the internet browser

(only valid for Internet Explorer).
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c. The login page will appear.

Tel kom Admin Online

Telkom Admin Online

LOGIN
PASSWORD

—

N ( Fargot your password?




d. Your login name will be your virtual fixed-line geographical number, provided for the service,
followed by @telkom.co.za. For example, if your virtual fixed-line number is 0123260010,
then your login name would look like this: 0123260010@telkom.co.za.
This number (i.e. 0123260010) is the trigger number that customers will dial for your hunt group.

Admin Online

012320004 nlsom.co.za

({ Forgot your password?




e. If you're logging in for the first time, use the default password Telkom#1 to sign in to the application.

Admin Online

012320004 nlsom.co.za

({ Forgot your password?




f. After you've entered the default password, a password change request pop-up will appear
with rules for the first login, as shown below.

Password Rules

;j | Password Rules
e

Plaase provide new password

* At least B characters fong. FIRST LOGIN PASSWORD CHANGE

= At lgast 1 digit from [0-9],
« At lpast 1 letter lower letter from [a-z] and 1 NEW PASSWORD [ ]
upper letter from [A-Z]. conFirmpassworo [N
= ft least 1 special character from
[, @, #.5,%, " 87 _~+,)
= No pational character allowed.
= All password fields are case sensitive.
+ The new password must be different from the
current password,
s The new password must be different from the last
B passwords,
= The new password must be different from login,
email, customer name or reseller name,
= The new password must be entered twice with
Tarmsa and Condtion the same syntax.
= The new password cannot be part of the email.




2.2 First-time set-up

The ‘Do Not Disturb’ function is activated by default. This function allows you to block/unblock the onward routing of calls.

To disable or enable this function, please refer to section 2.9 of this manual.
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a. On the Home page, click on ‘Change settings’ to set or change the email address for lost password retrievals.

You are logged in as 0123210084 elkom.co.2a
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Your sarvice number  + 123210064
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b. Add or amend the email address for the required receiver and click on the ‘Save’ button.

You am logged in as 01 23210064 felkom.co.za

TEIkom Admin Online Ghings Aatiage - Lig it I

& Change settings

Change settings

Emadll® poplerhl S1ekem. oo, 28

i.ﬂ:‘livlt? Logs

oﬂﬂlp Rode

The email address must be changed in order for the ‘Forgot your Password’ tab on the Home page
to email the password to you, if so required in future. This is very important and will reduce the
number of password reset requests.



2.3 Adding a number to the portal

a. Access the Home page by clicking on the ‘Home’ button on the top left-hand side of the screen.

You sre legged in as 0123310064 Exelkom.co.xn

Telkom Admin Oaiine Craogeetng Loyt B
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— Welcome to Telkom Admin Online
- Activity Logs

@

t@ Your Service Access Numbar

Your service number 4123210064

Iz currently routed according to your tres TREE-SN-133210064 -ir

e- Modify the reuling plan @ Crptkane Salect anather fuimbsr O




2.3 Adding a number to the portal

b. When you get to the Home page, click on the ‘Route Manager’ tab and scroll down to ‘Destinations’.

You are logged in as 012321 D064ETelkom.co.za
Admin Online Change setiings Log oot =

Welcome to Telkom Admin Online
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c. Hover your mouse over ‘Destinations’, and a drop-down menu should appear. Click on the ‘Numbers’ tab.

You are logged in as 012321 D064ETelkom.co.za
Admin Online Change setiings Log oot =

Welcome to Telkom Admin Online

L .

DivertCall Groups

t@ Your Service Access Number
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d. On first login, an 086xxxxxx number will be created by default.
To correct this, click on the ‘Create new destination’ button.

You are logged in s 012321 D064 St lkom.co.zn
Teu(ﬁm Admin Online Change setings  Log out
ﬁ'rjnmu
* Route Manager
7 5 Fitters
- Activity Logs
0 S iy New Destination +123116528 @ [=)
(€] RN-BODDMEHEZ +B0004ES5Z @ =)
—

Tatal: 2 destination{s] - 18 availabia




e. Enter the destination name and the first number to which the service should be forwarded,
without the leading O, and click on ‘Sav@’. --------------mmmmmmmme oo :

You o logged in as 01232100648 elkom. cooa
Change sottings Log out =

Admin Online
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f. The numbers on the platform will be displayed, as shown below.
At this stage, forwarding and hunting are not activated.

You are logged in s 0123310084 telkom. coxn

TE"{Om Admin Online Charige sliign  Lag sk B
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2.4

.....
'

Activating hunting and forwarding

a. On the Home page, click on the ‘Route Manager’ tab.

b. When the drop-down menu appears, click on the ‘Destinations’ tab.
c. A new set of tabs should appear. Click on ‘DivertCall Groups’.

.................................................

You are logged in es 0123210084 elkom.coza
Change sottings  Log oul =
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d. The next page will show the virtual geographical number. Click on the yellow ‘Configure’ button next to the number.

You are logged in =a 0123210064 Melkom.cozn
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e. After you've done that, click on ‘Add New Destination’, which will be below the table.

You are logged In as 012321 0004islkem.co.za

Telkom Admin Onlina Change settings  Log out b=

Haodify a DivesrtCall Growp

LHG-SM-17721 0064

Algarithm * O Sequential  Cyclic  Parallal
o Help Comment '
1 Mew Destination +123116528 =]

....................

....................

A0



f. Select the new destination and accept by clicking on the green tick. &)

LHG-SN-123210064 - Add new destination

RN-800046862 (4+800046862)

' Before
New Destination

ik

After
l MNew Destinatt_un

ik



g. Delete the default destination number by clicking on the purple ‘Remove’ icon & next to the number.
Save the changes by clicking the ¥ save icon.
h. Click ‘Save’ after making the changes.

You are legged in as 01232100642 telkom.co. 20

Teu{om Admin Online Gl el Lag ot B
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The service is now set up to onward route calls to the new designated number.

To add additional numbers, the steps on page 5 must be executed again.

A total of 20 alternative designations are allowed.

To include the additional numbers in the hunting group, the steps on page 20 must be executed.

You am logged in a8 0123210064 e kom.co.a

TE"(O 11 Admin Online Charge seftings Lo out =
[} Modify a DivertCall Group
Gﬂwhﬂlwr Home Roule Manager Desiinations / DhertCall Groap Hodify a DivertCall Group
ﬁ“ﬂlﬂw Logs Group Mame * LHG-GN- 123210064
Algorithm = O Soquential Cyclic  Paralial
Q- -
1 New Destinatian +123116528 =
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2.5 Hunting definitions
a. Cyclic:
In some environments, there is a need to even out the number of calls taken by each member of a ring group.
Examples include technical support helplines (to even the loading) and sales hotlines (to even the leads).
This can be achieved by adding a cyclic hunting mode. Instead of starting each call at the same position in the
hunting group, calls start at a position that cycles through the members of the ring group.

b. Sequential:
The first telephone number on the hunt group priority list is dialled. If that number is busy,
the system continues down the priority list until a non-busy number accepts the call.

c. Parallel:
All services created in a hunting group will ring at the same time.



-enee a. On the Home page, click on the ‘Route Manager’ tab.
o b. On the set of tabs that appear after that, click on ‘Destinations’.
' c. Hover your mouse over ‘Destinations’, and a drop-down menu will appear. Click on the ‘Numbers’ tab. --------
d. When you get to the table showing all configured numbers, press the yellow ‘Configure’ button next '
to the number in question. o :
e. Change the number and click on ‘Save’. This will also change the number in Hunting. -------- : '

You are logged in as 0123210064 telkom.co.zn

T'E'I kom Admin Onlina Chance seltings Lisg oot
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-enee a. On the Home page, click on the ‘Route Manager’ tab.

e b. On the set of tabs that appear after that, click on *Destinations’. -~

B c. Once there, click on the ‘DivertCall Groups’ tab. '
d. Click on the yellow ‘Configure’ button. ------------msmmmmm 5

You are logged in &8 0123110084 0telkom.co.xa
Admin Online Change sstiings  Log out =

— 5 Filters
§ -M‘HHI‘.‘kl.ﬂﬂ!
- (] Wame | Configure | emove | -
H 'OH'-BII} i LHG-5H-123210054 e _: ______ = '"E'}"""""""""""'""""""""""""'
1 Total; L group(s) used - 1 availlable



e. Click on the ‘RemMOVEe’ DULTON. ~--- - mmm e .
f. Click 0N the *Sav@’ DUTTON. == -

You are logged in as 0123210064 Eteikom.co.zs

ull Giroasy Hodify & DivertCall Group

TEI k'om Admin Online Change seitings Log oul e E

Group Mame © LHG-SN-123210064
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Comment
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g. The number has now been removed from Hunting.

You are logged In as 0123210084 islkom.co.za
Admin Online Change seftings Log out =

HMaodify a DivertCall Group
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oesnee- h. Click on the ‘Route Manager’ tab.
| i. Once there, click on the ‘Destinations’ tab.
j. A drop-down menu should appear. Click on the ‘Numbers’ tab.
k. Select the number you want to remove and click on the ‘Remove’ button. ----------------------------s
A pop-up will then appear to confirm the removal.
l. Click on the green confirmation tiCk.----------------mmmmm e ----- :

You sre ogped in as 0123160010 elkom. co.za

Telkom Admin Online Clangs sethigs Log il
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m. The number has now been removed from the portal.

Yo are logged in &a 012325001 0@telkom. co.xa
Admin Online Change seltings  Log out =
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2.8 Activity logs
a. Under the ‘Activity Logs’ tab, you can view all the actions and changes
you or others have implemented on the portal. -----------seemmmmmmmmmmee oo :

You are logged in as 01231 00648 telkom.co.zn

TEI I(Om Admin Online Chis stings - Log ot B E

120040 ; '
B o e S e |
| agrs, 2017 un:zm:-s. Modification e vetcal o nm.- mmu;z '
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Total: 35 log(s)
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2.9 Do Not Disturb

This function allows you to block/unblock the onward routing of calls.

Calls will not be routed to the numbers created on the portal.

To suspend onward routing and to activate it again, simply follow these steps:
ooe a. On the Home page, click on the ‘Route manager’ tab.

----- b. Once there, click on the ‘My Service’ tab.
c. A drop-down menu will appear. Click on ‘Service Access Numbers’'.

You ore logged in as 01232100643 tekom.co.xn
Change settings Log oul

Admin Online

""""""" A ... Welcome to Telkom Admin Online L .l

t@ Your Service Access Number
Your sarvice number  +123210064



d. Click on the blue ‘Routing plan’ button, which is next to the grey ‘Options’ button.

You are logged in e 0123210064 telkom.co.za
Admin Online Change ssftings Log out =

A rome

f# Sarvice Access Numbars

Gﬂnvtt Managar Hamm | Bouts Maneger [ My Servics [ Service Accass Numbers
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e. On the next screen, click on the ‘Do Not Disturb’ tab and then on the ‘Save’ button.
This will ensure that the change takes effect. When you require onward routing to start again,
complete steps a and b above and this time, click on the ‘Routing Trees’ tab and then on ‘Save’.
(Please note that for all changes done, there is a + 60-second delay before the changes take effect.)

You arm logged in as 0123210064 @telkom.co.xa
1‘e| kom Admin Online Change settings Log out
H -
ﬁ ke i# Service Acoess Numbers
a Route Manmgear Home / Routs HManager By Sarwice [ SAN rooting
iR Activity [T Descripfion | Value |
i3 it Customaer CUST-123210084
o Melp SAN +129710064

-l
Routing by tree  TREE-SN-123710064 1 |"'

..................
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Done.

You’re set up.

If you still need help,
call us on 10210.




