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What is Control Hub?

Cisco Webex Conftrol Hub is a self-service, administrative tool that provides a
view into all services within your Business Calling solution, including calling,
messaging, meetings, devices, and contact center. Control Hub allows
businesses to easily:

e Manage services and users — Provision devices, configure security policies

e Access analytics and reporting — User adoption, calling metrics, device
utilization

e Troubleshoot issues in the platform

The following support guide provides quick step-by-step instructions
for the most frequently used features within Control Hub. For each,
you must login to your Control Hub Admin Portal.

Access your Contirol Hub here.
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Manage Voicemail

webex Control Hub

& et toparmer s || Users 1. Under the Management section, select

(R Overview

& Users & Licenses Contacts Users

xternal administrators 2. Search by name and select individual
who is wanting to update their voicemail

£ Alerts center

Users External usersj

MONITORING Q  Courtney Long x or

ul Analytics

3 Troubleshooting First / Last name
Reports

A\ Courtney Long
MANAGEMENT

] & users
& Groups
@ Locations
Summary  Profile  General Meetingf Calling essaging  Hybrid Services Devices  Vidcast
—

@ Workspaces
Calling template applied: None

&5 Devices
85 Apps
Numbers Directory numbers @
@ Account Type Mumber Extension
Primary 5135624581 (3 80048 (3

®
4. SeleCT The quling Tob Emergency callback number & Location default ECBN : +15132410276
5. Scroll down to find the
VOicemO” seCTion Ond usiness texting User is not eligible for texting capabilities. Learn more
select the Enabled link

Voicemail, fax, Voicemail ® Enabled 4___

announcement
language and timezone Announcement language English

Calling timezone America/Los_Angeles

Summary  Profile  General Meetings Calling Messaging Hybrid Services  Devices  Vidcast

{ Calling

Vicerail 6. To create a new custom
voicemail message, select

Custom Message

Send calls tovicemal (<) Send alincoming s 0 vicomai 7. Record new message or
P upload pre-made file

(O Custom message @ | Upload File Record message 8- HIT que

B Send calls to voicemail when unanswered

Number of rings before playing the “no answer” message

E 2

@ Default "no answer” message

. (O Custom message @ | Upload File Record messag
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Manage Individual Call Forwarding

= webex Control Hub

Under Management in the left

menu, select Users
Search by name a

nd select

individual who is wanting to

update their forwa

rding

Anonymous call rejection @

Incoming call permissions

Outgoing call permissions

Call forwarding @

Call notify @

(3 Return to Partner Hub Users -|
@ Overview & Users © Licenses Contacts
£ Alerts center
Users External users; xternal administrators
MONITORING Q  Courtney Long x \ or = .
wl Analytics -
A3 Troubleshooting First / Last name
& Reports s
[ “‘__f Courtney Long
MANAGEMENT
& Groups
@ Locations
@ Workspaces
£ Devices
84 Apps
g1 Accoun it
Call handling
.
4. Under Call handling,
.
select Call forwarding
5. Enable forwarding for
desired calls
6. Enterin all forwarding
number details
Summary  Profile  General Meetings Calling Messaging Hybrid Services Devices Vidcast
< calling

Call forwarding ransfer or forwarteg

B Forward all calls

O this phone number

[ Q  513-555-5555

ded calls to leave voicemail @

D Play a brief tone for forwarded calls
rward calls during busy line

Forward calls when unanswered

[] Forward calls if the network is disconnected ©

DR ey

|s to another phone number or directly to voicemail. Note that cu

X ®

Default settings

Default settings

Mot forwarding calls

Disabled
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= webex control Hub Searct

Users

& Users & Licenses Contacts
Users External users, xternal administrators

2 Return to Partner Hub

[ Overview

£ Alerts center

MONITORING

wl Analytics

/Q Courtney Long

Ad Troubleshooting

& Reports

MMMMMMMMMM

® Locations
@ Workspaces
£ Devices

85 Apps

@l Account

Call handling

>

Anonymous call rejection 2
Incoming call parmissions
Outgaing call permissions
Call forwarding @

Call notify ©

Call waiting @

Call intercept @

Priority Alert &

Selectively Accept Calls @
Selectively Reject Calls @
Selectively Farward Calls &

Sequential Ring @

First / Last name

Courtney Long

Default settings

Default settings

Mot forwarding calls

Disavled

Disabled

Disabled

x}or?

Enable Simultaneous Ring

1. Under Management in the left
menu, select Users

2. Search by name and select
individual

Enable Simultaneous Ring

w

Select Calling from top menu

Scroll down to Call Handling

5. Select Simultaneous Ring and
toggle on Ring personal numbers
at the same time for incoming
calls

6. Check the rest of the fields and
add phone numbers you want
your calls fo go to

7. Hit Save

»

Simultaneous Ring &

Simultaneous Ring

Ring personal numbers at the same time for incoming calls

B Do notring when on a call

Set number

5135855847 3]

Answer Confirmation @

+ Add personal number
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Call handling Anonymous call rejection @ x @

Create Individual Schedules

Qutgoing call permissions Default settings

Catforwaring © Not ferwarcing cls 1. Under the same Calling >
Catnoity © Call Handling menus, you
Callwaling © © - can find Schedules

Catintreept © 2. Toggle on Apply Schedules
Priity lrt © and edit each field as you
Selectively Accept Calls @ Disabes prefer.

Solctively gt Cals O isabes 3. Hit Save

Selectively Forward Calls @ Disabled

Seguential Ring @ Disabled >

Simultaneous Ring ® Disabled >

Schedules >
* Apply Schedules

Apply a predefined schedule. You can add schedules by going to the Schedules tab.

Schedule

Every day, All day v + Add Schedule ®

Ring Do not Ring

No Schedules

Cancel Save
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Manage Hunt Groups

= webex control Hub earch

S | C#ting \ 1. Under Services in the left

Numbers  Virtuallines  CallRouting  Managed Gateways  (Features) PS

menu, select Calling
Auto Attendant CaIIOncwCuHPa\k Extension  Call Park Group Call Pickup D SeleCT The Features TOb

Automatically route incoming calls from one number to a group of users, and define call routing based on di

T TS 3. Select the Hunt Group tab

N

565 Sick IT OPS Call Center

565 WORK Campaign Atrium Il

565-PERK Atrium Il

Afterhours TEST Atrium

To add a new Hunt Group
Agile Eng Ovrflw Agile_grp

1. In the Hunt Group tab, hover over the
Manage button on the far-right side

Agile Sales haear 2. SG'GCT Add
3. Enterrequired information in the Basics

g tab, including location, group name,
phone numbers, and caller ID
Select Next
5. Review and select Create

Cassady Hunt Group altafiber 4

wunt groups &

@] O @] O Oo—-

Basics Business Schedule Holiday Schedule Menu Greeting

Location
Assign your Auto Attendant to a Location

altafiber N
L J

Auto Attendant Name
The name is used to default Caller ID and reference the Auto Attendant later in the process.

[ Auto Attendant Name ]

Phone Number
Assign the Auto Attendant to a Webex Calling primary line. A phone number and/or extension is required

‘ Search ~ | and/or [ Extension ]
\ J

Language

Select the Auto Attendant language. This field is required by government regulation.

| English ~

L J

Caller ID

Caller ID is used when calls are transferred or forwarded out of this auto attendant.
First Name Last Name
[ First name ] [ Last name ]
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To update a Hunt Group

1. In the Hunt Group tab, select the appropriate group
a. To change who getfs first ring — select Routing Pattern
b. To change what happens after ‘X' number of rings — select
Routing Options

c. To change numbers, people, or pattern
i. Select Routing Pattern
ii. Select style of pattern you desire
ii. Move, add and update accordingly

Calling 565 Sick ¢ ®
Numbers Virtual Lines Call Routing
Overview
Auto Attendant Call Queue Hunt Group Call Palrk Enable Hunt Group

Automatically route incoming calls from one nu rto agi
General Settings Manage »
[ Q. Search Hunt Group All Locations
- Phone Number 50898 or +15135650898 »
Hunt Group Nan/ Call Forwarding Disabled »
565 Sick

Agents Manage »
565 WORK Campaign
565-PERK
Call Routing Pattern Simultaneous »
Afterhours TEST ; .
srhours Call Routing Options Manage >
Anile AR
Agile Sales X

Overview > Call Routing Pattern

Select the Call Routing Pattern
The call routing pattern determines how many agents ring when a call comes into your Hunt Group, and the ring order of the agents.

© 1] @
Longest Idle Weighted Simultaneous
(Max 1,000 agents) (Max ToU Bgents) (Max 50 agents)
Add user, workspace, or virtual line v |
< J
O\ 3 agents Remove All
Name Phone Number xtension =
Jason Miller S L] lv]
Ryan Ramsey m L] v}
Rick Strecansky r ] L] [ul
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Manage Auto Attendants

Partner Hub Calling

Numbers Virtual Lines Call Routing Managed Gateways eatures

(2uto atendant )c;m.\aue Hunt Group  Call Park Extension  Call Park Group  Call Pickup

Auto attendant provides callers with customized prompts and menu options to navigate your system, F

1. Under Services in the left menu,
select Calling

2. Select the Features tab

3. Select the Auto Attendant tab

To add a new Auto Attendant
1. In the Auto Attendant tab, hover
over the Manage button on the far-
right side

S . | 2 SelectAdd
3. Enterrequired information in the
Basics tab, including location,
group name, phone numbers, and
caller ID

4. Select Next

p  Virtual Extension »
(@] O (@] O O (@]

Add

Auto Attendant Name
The name is used to default Caller ID and reference the Auto Attendant later in the process.

Bulk manage [rest x|

Actions

Phone Number
Assign the Auto Attendant to a Webex Calling primary line. A phone number and/or extension is required.

View Analytics

| +15132410276 ~ | andjor [Exlens\on ]
\ )

Language
Select the Auto Attendant language. This field is required by government regulation.

|/ English v |

Caller ID
Caller ID is used when calls are transferred or forwarded out of this auto attendant.

First Name Last Name

= D C D
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To add a new Auto Attendant cont’d...

5. Add the Business Hours, After Hours and Holiday Schedule you wish to
match the call flow
a. You can use existing or create new for both in this menu
6. Designate what menu options you want
7. Review and select Create

- - - -
[ ] Q (0] o— Basics Business Schedule Holiday Schedule Menu

Business Hours ~ After Hours <_

Business Hours Menu

Assign different functions to each keypad number. These settings direct your customers where they need

Basics Business Scheduls Haliday Schedule Menu

s Hours Schedule
€t the hours during which your Business Houi

Quto Attendant operates. Your After Hours Auto Attendant ope

) Assign an existing schedule
©Q Create anew schedule
B Enable extension dialing without requiring a menu item.

The new scheTe =PEETault entry. You can modify the schedule to fit your organization's needs. P

Press 0 to Exit menu e
New Sched Name

|\ e Srneche mam Press 1to Not Used ~
Press 2 to Not Used ~

] sunday 5 $
Press 3 to Not Used ~

B monday @© sonad @ to @ s00PM @ TEIam [ NotUs=d v]
Press 5 to

Tuesd 2:00 AM to 5:00 PM

B Tuesoay © ° © o Not Used
Press 6 to

B wednesday @O sooam @ to @ soopn @ Press 7 10 Play announcement
Press 8 to

B Thursday @© gooam @ to @© soorM O Transfer call with prompt
Press 9 to

B Friday © so0aM @ to © s00PM @ Press * to Transfer call without prompt

[] saturday Press # to Transfer call to operator

Lunch Break Transter to voicemail

B Lunch Braak @ 1200 @ to ® toorM @ Dial by name

Dial by extension

Basics Business Schedule Holiday Schedule

Business Hours  After Hours

Business Hours Greeting
This is the message that your customers hear when they call the Business Hours Auto Attendar

o Default Greeting
O Custom Greeting

Instructions for recording on a phone N\

Show me a sample script \

——

——
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Business and Holiday Hour Scheduling

= webex Control Hub

i < Locations
(A Overview

4 Alerts center

altafiber
Location ID: 59535844-8741-419f-5799-Tec12cdd026d (D

MONITORING 187 users * 0O workspaces
Dl Analytics
B Troubleshooting Overview F\oor‘ Calling ’

& Reports S

Calling connection PSTN connection &

MANAGEMENT
& Users Main number ©
& Groups

@ Locations

@ Workspaces

Emergency calling Callback number (©

& Devices

Emergency call notification @
04 a
8% Apps

Bulk manage Add Schedule

Qverview Floors Calling

1. Under Management in

the left menu, select

Locations

Select desired location

Select Calling tab

4. Scroll down to the
Calling features
settings

5. Select Schedules

w N

If creating a new Schedule:

1. On far-right side select Add Schedule

2. Enterrequired information including
the Schedule Name, Schedule Type,
and Business Hours

3. Click Save

< Schedule

Schedule Schedule Name =

Schedule Type
I\ Business Hours ~ ||

Hours
[] Sunday
Monday © 9:00 AM to (© 5:00 PM [~
Tuesday © 9:00 AM to © 5:00 PM o
Wednesday @© 9:00 AM o to @® 5:00 PM (-]
Thursday @© 9:00 AM (-] to (© 5:00 PM [~]
Friday © 9:00 AM (=] to © 5:00 PM o
[] saturday
Lunch Break
Lunch Break @© 12:00 PM o to © 1:00 PM [>] * Applies to every Busing]

%‘“’—'"
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Calling features

Vaicemail transcription © @) ranscrive voice messages in-app and email a copy to the user

setlings
° Vaice portal © i
.
If updating Schedule:
I Schedules & )I
. Call park settings (© b
1. Hover over the desired
Announcement language @ English >
schedule that needs
updating
2. Click the pencilicon to TN
b Schedule Name Type
start editing , ) \
1Exceptions Business Hours
l finc Vo e T ) I
Every Day All Day Business Hours
Overview  Floors  Calling
£ Schedule
Schedule Schedule Name *
[ After Hours ® 1
Schedule Type
Business Hours
Hours & Add
Ewent Name Repest Start time End time
Mondsy - Thursday Weekly Feb 06, 2017 Feb 07, 2017
Weekend Weekly Feb 10, 2017 Feb 13, 2017
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Manage Call Park

= webex Control Hub

Calling 1. Under Services in the left

Numbers  Virtuallines  CallRouting  Managed Gateways ervice Settings  CI menu, SG'GCT Cq"ing

: R 2. Select the Features tab

3. Select the Call Park option
you're wanting to
update/add

4. Hover over the Manage tab

5. Select Add

Single Number Reach ~ Paging Group »

Manage v

Export

Bulk manage

Location

Each location can have up to 100 Call Park Extensions.

6. Select the location

( altafiber v ) .
\ ) you wish
Name and Extension 7. Enterin the name you
Choose a name to appear on phones and an extension that’s unique to the location.
want to appear, and
 Jon Doe ) [ 1234 ) add the extension
8. Hit Save

+ Add another call park extension
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Manage Name and Caller ID

webex Control Hub

c
(0]
f=

MONITORING

Dall
2]

Return to Partner Hub Users

QOverview N
&) Users & Licenses

Alerts center

Users External users;

Contacts

xternal administrators

( Q,  Courtney Long = or =
Analytics
Troubleshooting First / Last name
Reports i

[ > “g Courtney Long

MANAGEMENT

‘l & Users ,

& Groups

Locations

) Workspaces

Devices
Apps

Account

1.

2.

Under Management in the
left menu, select Users
Search by name and select
the individual you want to
update

w

Select Profile in the top menu

4. Next to Identity, update the fields with how you want their name to be

displayed on Caller ID
5. Hit Save

Summary  Profile General Meetings Calling Messaging Hybrid Services Devices Vidcast
Identity First name [ Janice ]
Last name [ Doe ]
Display name [ Jane Doe ]
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Manage Email

= webex Gontrol Hub 1. Under Management in the
(2 Returm to rarmer vut ]| Us@rS left menu, select Users

P Overview BEE)  © Licenses g ® Contacts 2. Search by name and select
 ternal administrators the individual whose email
you want to update

£ Alerts center
Users External users

MONITORING

j Q@ Courtney Long x or =
ul Analytics ‘
AJ Troubleshooting First / Last name
Reports -5

1 '\? Courtney Long

MANAGEMENT

‘l & Users ,

& Groups

® Locations
@ Workspaces
& Devices

85 Apps

£l Account

3. Select Profile in the top menu
4. Next to Identity, update Primary email or Alternative emaiils fields
5. Hit Save

Summarymeneral Meetings  Calling Messaging Hybrid Services  Devices  Vidcast

Identity First name

Courtney

Last name

Display name [ Courtney Long ]
> Primary email * [ ]

Alternative emails @ @  Add email

clong@altafiber.com
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Resend Welcome Email

1. Under Management in the left menu, select Users
2. Search by name and select the individual who you want to send

the email to

3. On the far-right side, select the 3 dofs.
4. Select Resend Invitation in the drop-down menu
5. Hit Send
Users
. & Users 2 Licenses @ Contacts
iy [ eormmecemas | o S0 o Mlscaton vt 4 Addusers WeoesorWholsse)  Send ivistons (N

First / Last name Email Status Administrator role: \
3 jacol jacobl | ® Not Verified Full admin, Webex site admin

Reset Password

Maove User

Deactivate User

—_ S
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