The Hong Kong University of Science and Technology
Telephone Web Portal User Guide

The HKUST IP phone system is enhanced to support many advanced features. This user guide walks
through the most useful features on the Telephone web portal.

The guide covers the following topics:

Login the Telephone Web Portal

Telephone Web Portal Layout

Voicemail Deactivation during Vacation

Forward Calls When No Answer

Call Forward When the Line is Busy

Personal Phonebook

User Speed Dial

Call Alert Box and Call Panels

Access to Voicemails

Send Fax

Change Telephone Web Portal Password and Voicemail PIN

Reset Telephone Web Portal Password and Voicemail PIN
. Check Call History

Logout
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A. Login the Telephone Web Portal

1.
2.
3.

Enter the URL https://frsip.ust.hk

Enter your 4-digit telephone extension and the telephone web portal password
Click the “Login” button
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L SERVICES CENTER

Telephone Web Portal

Please enter your 4-digit telephone extension no. and web portal password.

xtension no.: <4-digit telephone extension>

Password: <Telephone Web Portal Password>

Eorgot Password?

For help, please contact ITSC Service Desk (Extn. 6200) or email to cchelp@ust hk


https://frsip.ust.hk/

B. Telephone Web Portal Layout

1.

3. By clicking the MENU button (v = you can access different function panels

If this is the first time you logon the web portal, a tutorial is run automatically to guide you
the basic features. You can follow the guide to learn the basics, or you may click “Skip

Tutorial” on upper-right corner to skip it.
& c h e 3 V-w| frsip.usthk
(o =]
Welcome to frSIPI
This tutorial guides you o various features of irSIP UC
Click on frSIP button on the top left-hand comer.

The default screen layout looks like this:
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Main Panel

'/5 Voice Mail

=3

Phonebook

fg; User Speed Dial

Numbering Plan

[ 2
E - Line Features

Personal Settings

PIN

Change Woicemail

ﬁ Outgoing Fax

cg User's Perscnal
Phonebook

=" Change Web
Portal Password

4. There are 3 shortcut keys on the bottom left corner:

Voice Mail Panel

Quick access to the voicemail box

Information

Quick access to set call forwarding or to disable voicemail

O|pe |0

Phonebook

Quick access to dial a number in personal phonebook




C. Voicemail Deactivation during Vacation

1. You may disable the voicemail via the Information shortcut key. Clicking the t icon on
the left hand side to bring up the Information menu:

2
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@ Hi! Kevin CHAN

@ = = My Extension (Ext. 2885) =8
Screen
My Schedule &7
All Day
10:05 t. 2 ring and vm
¥
Logout

Click the Pencil icon to bring up the schedule list. Under “Current Status”, select “ring”.
Click “OK” to confirm.
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@ Hi! Kevin CHAN

@ & ~ My Extension (Ext. 2885) gg Current Status: [ ring and vm

Follow My Schedule
Screen

My Schedule & call forward specific

All Day |

t. = ring and vm ring and vm

@ Hil Kevin CHAN

W & ~ My Extension (Ext. 2885) S8 | Current Status: | ring

Screen
My Schedule &
S2Nov 20T o) pay

%, = ring and vm

Logout

3. To activate voicemail. Repeat the above steps. Under “Current Status”, select “ring and

vm”. Click “OK” to confirm.



D. Forward Calls When No Answer
1. By default, when no one answers the incoming call, the call is redirected to the voicemail

system. You can change to forward unanswered calls to other colleague.
2. Click “Line Features”.
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3. Click the pencil icon of the status “call forward specific”.

Numbe —No N X
Search Q Q Advance Filter =
||| Status Name Description Owner
|| call forward specific Redirect the call when you are u._. 2885 - Kevin CHAN ( & )
| ring 2885 - Kevin CHAN &
[ ring and vm 2885 - Kevin CHAN &

4. Click the pencil icon of the step “2 Forward to mailbox owned by this user”.

Owner: 2885 - Kevin CHAN
Name call forward specific
Description: Redirect the call when you are unavailable or busy

Status Routing
Def Routi Busy Routing

@ Add Step
Routing Step
1 Ring the following destination (extension of the user) SR

2 Ferward to mailoox owned by this user

5. Inthe “Routing Step Settings” window:

a. Tick the “Ring the following for” radio button.
b. Enter 20 for the seconds.

c. Select without Call Screening”




d. Tick the “Other Number” box
e. Type in the phone number to redirect the call.

f. Click OK to confirm

Routing Step Se a

Dial to Internal

-

# Ring the following for 20 second(s) without Call Screening

3 [ Extension (2885) b c

® Skype for Business Account

@ W Other Number [<phone number to redirect the call> ]
B

|| Mask ringtona with music

Forward to Woicemail

. Forward to Voicemail and announce | Unavailable Greeting

A o~ )

6. Click t icon on the left hand side to bring up the Information menu:
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@ Hi! Kevin CHAN

[ & ~ My Extension (Ext. 2885) 58
Screen
My Schedule &
23 \J_:rJ. 2017 All Day
1005 . 2 ring and vm

Logout

7. Click the Pencil icon to bring up the schedule list. Under “Current Status”, select “call
forward specific”. Click “OK” to confirm.
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() Hil Kevin CHAN

] l% + My Extension (Ext. 2885) 58 Current Status: | ring and vm - |
Follow My Schedule
Screen
My Schedule & i call forward specific
= u.?ﬂ T A Day ring
10:20 . 2 ring and vm ring and vm
9

Logout
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23NoV 20T A Day
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Logout

8. Toreset to default, repeat steps 6 and 7. Under “Current Status”, select “ring and vm”.
Click “OK” to confirm.



E. Forward Calls When the Line is Busy
1. By default, call waiting is enabled. You can change to forward the waiting call to other
colleague when the line is busy.
2. Click “Line Features”.
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3. Click the pencil icon of the status “call forward specific”.

I 7 P O €
Search Q| | Q Advance Filler =
||| Status Name Description Owner
|| call forward specific Redirect the call when you are u._. 2885 - Kevin CHAN ( & )
| ring 2885 - Kevin CHAN &
[ ring and vm 2885 - Kevin CHAN &

4. Click “Busy Routing” tab.

Number Si et —NoNx
Owner 2685 - Kevin CHAN
Name: call forward specific
Description Redirect the call when you are unavailable or busy

Busy Routing

— "
@ Add Step
Routing Step
1 Ring the following destination {extension of the user) SR
2 Forward to mailbox owned by this user P 4

"ok | Cancel |

5. Inthe “Number Status Settings” window:
a. Tick the “Enable this conditional routing” check box.
b. Click “Add Step” to bring up the next window.



6.

ber o ot — NN

COwner: 2685 - Kevin CHAN
Name: call forward specific
Description Redirect the call when you are unavailable or busy

Status Routing
Default Routing Busy Routing

b @ Add Step DaEnable this conditional routing

Routing Step

ok " Cancel |

In the “Routing Step Settings” window:

a. Tick the “Ring the following for” radio button.
b. Enter 20 for the seconds.
c. Select without Call Screening”
d. Tick the “Other Number” box
e. Type in the phone number to redirect the call.
f. Click OK to confirm
Routing Step Settings o
Dial to Internal

(# Ring the following for 20 second(s) without Call Screening -

@ Extension 2885) c

@ || Skype for Business Account

@ nﬁdOlher Number[<phone number to redirect the call>

)

|| Mask ringtone with music e

Forward to Voicemail

\_ Forward to Vioicemail and announce  Unavailable Greeting -

f

Click OK to finish the “Busy Routing” setting.




Number Status Settings
Qwner: 2585 - Kevin CHAN
Name: call forward specific

Description: Redirect the call when ycu are unavailable or busy

Status Routing
Default Routing Busy Routing

@ Add Step ' Enable this conditional routing

Routing Step

1 Ring the following destination (number: 2836) SR

(e

8. Click t icon on the left hand side to bring up the Information menu:

Information

2o
2
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“..I Hi! Kevin CHAN

@ & ~ My Extension (Ext. 2385) 8
Screen
My Schedule &
23 Nov 2017
(Thu) All Day
10:05 . = ring and vm
7
Logout

9. Click the Pencil icon to bring up the schedule list. Under “Current Status”, select “call
forward specific”. Click “OK” to confirm.
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] % ~ My Extension (Ext. 2885) S8 | Current Status: [ring and vm - |
Screen Follow My Schedule
My Schedule tf' call forward specific
23 Nov 2017 T -
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Logout
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W & ~ My Extension (Ext. 2885) 58 | Current Status: | call forward specific - |
Screen
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23 Nov 2017

Logout

10. Toreset to default, repeat steps 8 and 9. Under “Current Status”, select “ring and vm”.
Click “OK” to confirm.



F. Personal Phonebook

1. You may click the Phonebook shortcut key ©to dial a number in the personal phonebook.

Qs

“« Andy CHAN

934692896 Details...
wr cisco 2102

= 2102 Details...
“ Kevin CHAN

6216 Details...
« RTHK

922720000 Details...

No more records to load

¢

m
i

Screen

23 Nov 2017
{Thu)
10043

?

Logout

2. You can access the full version of personal phonebook by clicking “User’s Personal

Phonebook”.
Main Panel
t% Voice Mail ﬁ Cutgoing Fax
Phonebook

User's Personal
Phonebook

‘%7 User Speed Dial

Numbering Plan

| D
- Line Features

Personal Settings

Change Voicemail ="* Change Web
PIN Portal Password

[Bearch:




3. The personal phonebook looks like this:

Yo )x
@ Add Contact @ Remove Selected Contacts [ Contact Batch Tools [ Personal [ Departmental [ Site Search: Q
L ‘ First Name ‘ Last Name ‘ First Name... ‘ Last Name. | Company ‘ Phone Num___ | Mobile Num ‘ Other Number | Owner ‘ |
[ Andy CHAN BB 934692896 2885-Kev . &%
|| cisto 2102 T 2102 2885-Kev . &%
[ Kevin CHAN T 6216 2885-Kev . &%
| RTHK 03 922720000 2885-Kev.. &%

Page 1 of 1 C Displaying item 1-4 of 4 ' Export +

4. To add a new contact, press ©*¢<=: and then fill in the contact details. Press Bi=iil at the
bottom when finish.

Personal Contact

Cwner: 2885 - Kevin CHAN

First Name: Bobby

Last Name: CHAN

First Name Pronunciation:

Last Name Prenunciation:

Other Name:

Name Title:

Company

Department:

Job Title:

Phone Number: 2894
| Add to Speed Dials

Mobile Number: { ]

| Add to Speed Dials

Other Number: { ]

| | Add to Speed Dials

SMS Number: +{ )

Fax:

E-mail:

oK ‘Cancel

5. The system will ask you to reboot the phone. Select “No”.



The following user devices needs to be rebooted for changes to take effect. Do you want

to reboot them now?

2685




G. User Speed Dial
1. To access the user speed dial, click “User Speed Dial”.

(menu = |- frs1p UC Pratorm (v4.2.2)

Main Panel

D
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Phonebook

‘g; User Speed Dial

Woice Mail Outgoing Fax

User's Personal

Phenebook
Numbering Plan
E@
® Line Features
Personal Settings
ases ases Change Web

Change Voicemail
PIN Portal Password

[Search:

2. Click the pencil icon to bring up the list of speed dial numbers.

User Speed Dial —_Yo)x
Search: Q
Username | Mame | Group |
e}
2885 Kevin CHAN HKUST &

3. To add a speed dial from the phonebook entry, click the “Add Speed Dial” button and then
select “From exist Contact”. Select the phonebook entry to add.

Speed Dial - 2885 @ O
@ Add Speed Dial ~ Save
First Name | Last Name ‘ Phone Number ‘ Buddy |
Kevin CHAN 6216 Disable LoV

Speed Dial - 2835

@ Add Speed Dial ~
From new Contact
From exist Contact
Special Key

Save

| Last Name

| Phone Number

| Buddy

CHAN

6216

Disable

TSR




From exist Contact

Contacts wish to add: [ Find contact(s) ... ]
Andy CHAN - 934692896 (Phaone)

Bobby CHAN - 28594 (Phone)

RTHK - 822720000 (Phane)

Page | 1 of 1 C

If the speed dial number is not defined in the phonebook, click the “Add Speed Dial” button
and then select “From new Contact”. Fill in the speed dial details and click OK

I ———

First Name: Bobby

Last Name:  CHAN

First Name Pronunciation:

Last Name Pronunciation:

Other Name:

Company:

Department:

Phone Number: | 2895

SMS Number. +( )

E-mail:

Buddy: Disable -

Ring Type: -

e ———————
OK ‘Cancel

Remember to click “Save” to save the speed dial list.

Speed Dial - 2885 — R X
@ Add Speed Dial + Save
First Name T Last Name ‘ Phone Number ‘ Buddy ‘
Kevin CHAN 6216 Disable LN

To take effect, the phone needs to reboot. Press “Yes” when the following message shows
up:

The following user devices needs to be rebooted for changes to take effect. Do you want
to reboot them now?

2685

s




H. Call Alert Box and Call Panels
1. When the phone rings, an alert box pops up on the bottom right corner. Via the alert box,
you can:
- Answer the call
- Immediate divert the call to voicemail system
- Terminate the call without diverting the call to voicemail system
- Transfer the call

Caller ID : Bob LEE

0 Answer
Eg To Mailbox
ZE End Call

Transfer Call To:
% Kevin CHAN - 5216

2. The Call Panel shows the details of current call:

L-dll Fane — X

Call Time Caller ID To Call Type
| 2017-11-2314:...  Bob LEE <2831> 2885 Incoming o3




Access to Voicemails

1. The “Voice Mail” panel lists the voicemails. You can listen to the voicemails, download them
or delete them.

(menu = - frSIP UC Platform (v4.2.2)

Main Panel

@ Voice Mail ﬁ Outgoing Fax

=

Phonebook
g . User's Personal
; User Spsed Dial ¥'—g|“ Phonebook

Numbering Plan

| D
= Line Features

Personal Settings

2=>**  Change Voicemail =" Change \Web

PIN Portal Password

Mailbox Panel
Message(s)
[ Mark as Read EZ Download  [g Delete @ Flay 9 Greetings Management
[l | | Mailbox ‘ Time Caller ID Second(s)

| & 2885 2017-11-21 10:58:58 "Cisco 7841-2" <2881= 3




Send Fax

Note:

a) The fax file must be one of the following formats:
PDF, JPG, JPEG, PNG, TIF or TIFF

b) Departments may obtain an eFax Extn. From ITSC, so as to receive fax through a dedicated
ITSC network account.

1. User can send fax via “Outgoing Fax”:

Main Panel

® Woice Mail Qutgoing Fax

=3

Phonebook
& | | User's Personal
7 User Speed Dial 8 Phonebook

Numbering Plan

E 2
E-4 Line Features

Personal Settings

=" Change Voicemail el Change Web

Portal Password

| Search:

2. Click “Send Fax”.

Time Status Destination File Name

Fage of D c Mo item to display | | Export

3. The “Send Fax” window pops up. Type:
- Destination: The fax number of the receiving party. Remember to add the prefix “9” for
external receiving party.
- Faxfile: Select the file to fax.

Click OK to send the fax



Destination: 923580967

Fax File: | C:\fakepath\doc 1.pdf Browse

OK Cancel

4. Click OK again to acknowledge the notice

5. The Fax Panel shows the fax request is under processing.

o Request processed.

Fax Panel

[+ Send Fax Search: Q

Time ‘ Status ‘ Destination ‘ File Name

2017-03-27 15:04:43 Processing 923580967 20170327150440-881..
Page | 1 of1 (& Displayingitem 1-10f1 | [ Export +

6. When the fax has sent, the status changes to “Successful”.

Fax Panel
[« Send Fax Search- Q
Time | Status | Destination | File Name
2017-03-27 15:10:33 Successful 923580967 20170327150440-851....

Page 1 of1 c Displaying item 1-10f1 | [g Export v '




K. Change Telephone Web Portal Password and Voicemail PIN

1. To change the Telephone Web Portal Password, click “Change Web Portal Password”.

Main Panel

@ Voice Mail ﬁ Outgoing Fax

c=3

Phonebook
g ; { “ User's Personal
7 User Speed Dial 3 Phonebook

Numbering Plan

| ]
£~ Line Features

Personal Settings

Change Voicemail
PIN

Change Web
Portal Password

Search:

2. Type your current password and the new password. Press “OK” when complete.

hange Password — Yok x

Current Password:

New Password:

Verify new Password:

ok | Cancel |

3. To change the Voicemail PIN, click “Change Voicemail PIN”.



.= frSIP UC Platform (v4.2.2)

Main Panel

9 Voice Mall ﬁ Cutgoing Fax

(s

Phonebook
8. . User's Personal
7 User Speed Dial i‘g | Phonebook

Numbering Plan

| D
+® Line Features

Personal Settings

= Change Voicemail =" Change Web
PIN Portal Password

[Search:

4. Type in your new PIN. Press “OK” when complete.

New PIN: |

Verify new PIN: |

OK Cancel




L. Reset Telephone Web Portal Password and Voicemail PIN

In case you forget the Telephone Web Portal Password or Voicemail PIN, you can reset it via the
Telephone Web Portal.

Reset the Telephone Web Portal Password
1. Connect to the URL: https://frsip.ust.hk
2. Click the “Forgot Password?” link

((3& INFORMATION TECHNOLOGY Te:'ephone Web Portal

SERVICES CENTER

Please enter your 4-digit telephone extension no. and web portal password.

Extension no.

Password.

Forgot Password?

For help, please contact ITSC Service Desk (Extn. 6200) or email to cchelp@usthk

3. The “Reset Login Password” window pops up. Type in the User ID (4-digit extension) and
the email address registered during phone assignment. Click “Submit” to proceed.

Extension no.:
<4-digit telephone extension number:

ITSC network account username:
<|TSC network account@ust.hk>

4. A notice is shown and asks the user to check the mailbox.

o Reset instructions sent to email address

—

5. The password-reset email is sent to the mailbox. Click the link in the email to launch the
web browser.


https://frsip.ust.hk/

7/11/2017 (87 04:45 PM

ITSC Telephone Services <telservice@ust.hk>
Reset Login Password at Telephone Web Portal
To SE——

Dear SEN
A request has been made to reset your Extn's login password at the Telephone Web Portal.
If you would like to reset your Telephone Web Portal password, please click the following link.

‘https:/ffrsip ust. hk/Preset=7i3pAVI4p6ZI3GPaCIN 19hTonvQIMA 346In7sH4Q85G60u3 578w IMROIEYM2ITLG
This link will be expired on 2017-11-08 16:44:47. Please reset your password before the aforesaid time.

If you have not requested the reset, please ignore this email.
Should you have further query, please feel free to contact our Service Desk at Extn 6200 or send email to cchelp@ust hk, thanks!

Regards,
ITSC

This is a system generated message, please DO NOT REPLY.

6. The new password is shown in the new browser:

Your password has been reset to

U1YcuBrl

—

7. You can use the new password to logon the Telephone Web Portal. After that, you can
change the Telephone Web Portal Password by clicking “Change Web Portal Password”
(please refer to the section “Change Password and PIN”).

Reset the Voicemail PIN

1. To reset the Voicemail PIN, click “Change Voicemail PIN”.

Main Panel

O veewal ) ownr

r=3

Phonebook
,g; I | User's Personal
User Speed Dial 2 P

Numbering Plan

2]
| ] neFeaes

Personal Settings
22°*  Change Voicemail o0 Change Web
= PIN @  portal Passwora

| search

2. Type in your new Voicemail PIN. Press “OK” when complete.

MNew PIN:

Verify new PIN:




M. Check Call History

1. To check the call history, click “Call History Panel”.

= SIP UC Platform (v4.2.2)

MENU

Main Panel

( \.) Call History Panel

Phonebook

fg} User Speed Dial

Numbering Plan

E@
k- Line Features

Personal Settings

2***  Change Voicemail

PIN

Voice Mail

User's Personal

Phonebook

Change Web

Portal Password

=

Qutgoing Fax

[ Search:

2. The Call History Panel shows up.

Date/Time Duration (second). .

2020-03-02 11:04:38 2
2020-02-13 18:08.01
2020-01-16 12:41:51
2020-01-14 15:31:01
2019-12-20 15:38:14
2019-12-04 16:32:53
2019-11-29 16:37:48
2019-05-29 13:59:23
2019-02-16 21:07:52
2018-01-1210:15:23
2017-12-27 14:54:18
2017-12-27 14:54:05
2017-12-05 18:22:47

W W W w O N
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Caller Numbg

"CTLEU...
61220862
"Penny L...
"Penny L...
"Liane S.__.
"Penny L...
"Penny L...
"Macy M .
39001174
"Prof Min...
"Kevin C...

"Kevin C...

) o 05 b Ch 0§ KB OO 0 O O O O O

Destination Number

2885
Voicemail-2885-u
2885
Voicemail-2885-u
Voicemail-2885-u
2885
Voicemail-2885-u
Voicemail-2885-u
2885
Voicemail-2885-u
6216
6205
failed

Search: [

Description
Answered an incoming call

Forwarded the call to your Voicemail

Answered an incoming call

Forwarded the call to your Voicemail

Forwarded the call to your Voicemail

Rejected / Missed an incoming call

Forwarded the call to your Voicemail

Forwarded the call to your Voicemail

Answered an incoming call

Forwarded the call to your Voicemail

Placed an outgoing call

Placed an outgoing call and there was no answer

Hang-up the call

v

Displaying item 1 - 100 of 1193




N. Logout
s
1. Clickthe 9" button at the lower left corner.

2. A window pops up to confirm. Press “Yes” to logout.

9 Are you sure you want to logout?

——




