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This presentation contains confidential & proprietary information from PCCW and
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1. Getting started
1.1. Software requirements

The software needs to run on a Microsoft Windows platform

1.1.1. Software requirements
«» Windows 2000 with SP4 (or higher), Windows XP, or Windows Vista
++ Internet Explorer 6.0, 7.0 or 8.0
< Mozilla Firefox 2.0 or 3.0

1.2. Web portal
a) Access the web portal at https://web.pccwone.com/

b) Login name is assigned by PCCW and included in the welcome letter.
c) Password is assigned by PCCW and included in the welcome letter
d) Auto logout occurs if idle for 10 minutes

“d POCCW'

Usar ID "

Login i
Password \

Note: To ensure smooth operation, please make sure the browser does not use
cache memory by following the procedure below:
For Internet Explorer 8.0:
Under iToolsi -> ilnternet Optionsi -> iGenerall -> iBrowsing Historyl ->
iSettingsi -> iTemporary Internet Filest, select iEvery time | visit the web pagel

For user with proxy server:
Please ensure that cache memory is not used for visiting the web portal URL
(at https://web.pccwone.com/)
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2. User profile

2.1. Edit user calling-line display name and language preference
. .
"ud PCCW

Welcome

Profile

Advanced

fone of T rmens tems 0T CHERrY Ris o

= 51 Modiy Your cumparty rofie mersaton

Chaoge Password

Change your password

» Profie

b) Click Search to show a complete list of users or enter search criteria to search
for specific contacts.

“d' POCW

vielcome

c) Click Edit to edit a particular user.
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d) Click Profile to view the user profile.
4" pocw

St - e
Welcome

e) Company administrator can update Calling ID Display Name user profile, as well
as other additional information.

f) Two language options are available: English (for voicemail and web portal) or
Cantonese (for voicemail) and English (for web portal)

g) Click the Apply button to save or click the OK button to save and go back to the
previous level.

2.2. Reset user password
a) Follow procedures from 2.1 a) to c).

4" pOCW’

Welcome

Profile

Banic Advanced
Profile

Dy ot pas portie srhirte

Calter D Policy
Ve and astisan Sofipus sae laal Cae © P
Passwords

St T CUTR AR A T AT

b) Click Passwords.
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Welcome

Passwords
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-

c) Select whether user web portal password or user voicemail password will be
reset.

d) Enter the new password.

e) Click the Apply button to save or click the OK button to save and go back to
the previous level.

2.3. Select user outgoing caller ID
a) Follow procedures from 2.1 a) to c).

& POCW'’

{Volcomc o

Ogptivmy

Profile

Banic Advanced

Profile Caller ) Policy

Dty ant configurn porxfle srhrrmte 188 J0e e and astiss Soipee e lsal Clte © Pl
Passwords

Se—— e raearery

b) Click Caller ID Policy to access relevant page.
i
"ud POCW

Weicome

Iptow

Caller 1D Policy

Vi o moafy Calles 10 Padoy tr the L

l — l — . —— _

» Paalile

2 e e b e Cidten D
Lsa sampany phane renveer S Calwr O
Burrey CHE %) Uine v i reomber b Cofier ©
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lurpay Caw Clnse 20445500

wrgany Catw 10 Mame owns Todd

O
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c) Select whether particular user will use user phone number for Caller ID or
company phone number for Caller ID, for Non-Emergency & Emergency

Calls.
d) Click the Apply button to save or click the OK button to save and go back to

the previous level.

Remarks: Emergency calls means dial 19991 for emergency services
(Police, Ambulance or Fire)
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3. Configure user settings
3.1. Block the Blocker
Block the Blocker enables you to reject calls from callers who have blocked their
numbers from display. This feature does not apply to calls originating within your
company and only rejects deliberately anonymous numbers.
a) Follow 2.1 a) to c) procedures, then select ilncoming Callsi option.

" .n' Pccw i
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.hokoﬂepnwmom -\rtnlnm Looeat

Incoming Calls

Bisie Advamced

Bloch (e Beoche: - 0 YIP Binging - OF

IO 3 S TN PRI N (R WIGN T13 (OG0 T A6 SRRl RN DeE NGY A 1 A6 WER O CEMNCING WG ARG SrR-0UN A0 STRNA SLO8 S8 Prane
e e narebe a's rut

AE CaE Foriaroing - oF YINUS Lisg - On

Awsenaies b faraerd ol cout ncaarg ol o o s afe ey dFore suT e Aczapt oafle ahes pre-ceinad clern m ch ea phoss nu by wy meld

Busy Cal Forwarding - 7 Back Lies- o

MEOMINEA iy O rd vour G0 10 o CRIOra W PP OnZ D NBOr WO S phi Y DY) K0T 2000 whon pic 3oMned piena Sk 2 2PN oumbor, e el

Mo Arses: Call Porwarding - Sequeniisi Ring - £ 11
ASRONENEA L TOOREIT (0N SS9 10 0 QOGN PE NG Nt MDar WS [ A1 B i PG RTINS NN SO QUa ANl | AT LIS AN e sl
o o o Al @ Co Ly pu et of 1A e

Enesgeney CII Forwars - o
Ao b T3onerd vor G223 19 3 HBars 1 OF OAR I NEAY WoRr 7 phETe 3
LR L =l
Do Not Risturh - OO

SR N rmilid i Gty bt w o gy sendkor oo i e
¢rerwaethe calarheas e e tne

Block the Blocker

ek o Dwh Yo 10 st Cals ¥ NS w0 Ns Dbl s Bagray of ey nunter Oy QUBEITE ATerymoss WOBns BE TRACIS
. m.u.. labse @ |-. :.-: o Tl we .\-v.:..-\. we 14.,‘... 11 aCLapbng 2als Nam sndenifed Cers e
S A1l Munaul 165 Q086 wat dpes; e
IS'J— —
Buch the Boeter [ J0p & o

L

¢) Turn Block the Blocker On or Off.
d) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.2. All Call Forwarding
All Call Forwarding enables you to forward all incoming calls to a different phone
number, such as your home office phone or mobile handset.
3.2.1. Follow 3.1 a) procedures
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a) Click All Call Forwarding.
v -
" POCCW

Weicome B

Optime

b) Turn All Call Forwarding On or Off.

c) Enter the Phone Number to which calls should be forwarded.

d) Check the optional iPlay Ring Reminder when a call is forwardedi box if
needed.

e) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.3. Busy Call Forwarding
Busy Call Forwarding enables you to forward all incoming calls to a different
phone number if your phone is busy.
a) Follow 3.1 a) procedures.
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b) Click Busy Call Forwarding.
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¢) Turn Busy Call Forwarding On or Off.
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d) Enter the Phone Number to which calls should be forwarded.
e) Click the Apply button to save or click the OK button to save and go back to

the previous level.

3.4. No Answer Call Forwarding

No Answer Call Forwarding enables you to forward all calls to a different phone

number when you do not answer your phone.
a) Follow 3.1 a) procedures.
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b) Click No Answer Call Forwarding.
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¢) Turn No Answer Call Forwarding On or Off.
d) Enter the Phone Number to which calls should be forwarded.
e) Select Number of rings before forwarding.
f) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.5. Emergency Call Forwarding
Emergency Call Forwarding is a paid-for feature. To subscribe, please

contact your PCCW account manager or ON€ communications service
hotline on 1833111.

Emergency Call Forwarding enables you to forward all your incoming calls to a
different phone number when your device is not accessible via the telephone
network.

a) Follow 3.1 a) procedures.
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b) Click Emergency Call Forwarding.
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c) Enter the phone number to which calls should be forwarded.
d) Click the Apply button to save or click the OK button to save and go back to

the previous level.
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3.6. Do Not Disturb (DND)
Do not disturb enables you to send calls directly to your voice mailbox without
your phone ringing. In addition, Ring Reminder makes your primary phone emit a
short ring to inform you when a call is being sent to voicemail.
a) Follow 3.1 a) procedures.
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b) Click Do Not Disturb.
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¢) Turn Do Not Disturb On or Off.

d) Select optional Play Ring Reminder when a call is blocked.

e) Click the Apply button to save or click the OK button to save and go back to
the previous level

Note: When Do Not Disturb is turned On, incoming calls will follow the

busy call-handling procedure and go to voicemail by default.
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3.7. VIP Ringing
VIP Ringing enables you to make your phone use a different ringtone, based on

your pre-defined criteria.
3.7.1. Add VIP Ringing Entry
a) Follow 3.1 a) procedures.
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b) Click VIP Ringing.
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c) Click Add.
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VIP Ringing - Add

T

d) Enter description for the entry.

e) Select criteria for VIP Ringing.

f) Enter phone numbers that will be included (if applicable).

g) Click the OK button to save and go back to the previous level.
Note: Selecting iAny external phone numberi will distinguish calls
originating outside the company from internal calls.

3.7.2. Activate VIP Ringing Entry
a) Follow 3.7.1 a) to b) procedures.
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b) To activate VIP Ringing Entry, check the Active box on VIP Ringing page.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.7.3. Deactivate VIP Ringing Entry
a) Follow 3.7.1 a) to b) procedures.
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b) To deactivate VIP Ringing Entry, uncheck the Active box on VIP Ringing

page.
c) Click the Apply button to save or click the OK button to save and go back to

the previous level.

3.7.4. Modify VIP Ringing Entry
a) Follow 3.7.1 a) to b) procedures.
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b) Click Edit next to the entry that needs to be modified.
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VIP Ringing - Modify
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c) Edit description for the entry (if needed).
d) Change criteria for VIP Ringing (if needed).
e) Change phone numbers that will be included (if needed).
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f) Click the OK button to save and go back to the previous level.

3.7.5. Delete VIP Ringing Entry
a) Follow 3.7.1 a) to b) procedures.
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b) Click Edit next to the entry that needs to be modified.

4" POCW

Velcome

VIP Ringing - Mod
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Click the Delete button to delete and go back to the previous level.

c)

Note: The delete action is not reversible.
3.8. White List
White List allows you to receive only calls that meet your pre-defined criteria.

3.8.1. Add White List Entry
a) Follow 3.1 a) procedures.
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b) Click White List.
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c) Click Add.
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d) Enter description for the entry.

e) Select criteria for the White List.

f) Enter phone numbers that will be included (if applicable).

g) Click the OK button to save and go back to the previous level.
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3.8.2. Activate White List Entry
a) Follow 3.8.1 a) to b) procedures.

l
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b) To activate White List Entry, check the Active box on White List page.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.8.3. Deactivate White List Entry
a) Follow 3.8.1 a) to b) procedures.
l "
" POCCW

Vislcome

b) To deactivate White List Entry, uncheck the Active box on White List page.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.8.4. Modify White List Entry
a) Follow 3.8.1 a) to b) procedures.

“d' POCW

Welcome

White List

1
el S un e

b) Click Edit next to the entry that needs to be modified.
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- Modify

White List

oAl hat !

c) Edit description for the entry (if needed).

d) Change criteria for the White List (if needed).

e) Change phone numbers that will be included (if needed).

f) Click the OK button to save and go back to the previous level.

3.8.5. Delete White List Entry
a) Follow 3.8.1 a) to b) procedures.

“d' POCW

ghl;:m B

b) Click Edit next to the entry that needs to be modified.
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c) Click the Delete button to delete the entry and go back to the previous level.

Note: The delete action is not reversible.

3.9. Black List

Black List enables you to reject calls that meet your pre-defined criteria.

3.9.1. Add Black List Entry
a) Follow 3.1 a) procedures.
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b) Click Black List.
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c) Click Add.

-_.apccw
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et Black List - Add
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d) Enter description for the entry.

e) Select criteria for the Black List.

f) Enter phone numbers that will be included (if applicable).

g) Click the OK button to save and go back to the previous level.

3.9.2. Activate Black List Entry
a) Follow 3.9.1 a) to b) procedures.

'JPCCW
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b) To activate Black List Entry, check the Active box on Black List page.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.9.3. Deactivate Black List Entry
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a) Follow 3.9.1 a) to b) procedures.
"4 POCW
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b) To deactivate Black List Entry, uncheck the Active box on Black List page.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.9.4. Modify Black List Entry
a) Follow 3.9.1 a) to b) procedures.

' POCCW

L
Weicome

b) Click Edit next to the entry that needs to be modified.
“d POCW

Véelcome

Black List - Modify

s | uto T 1aid - r ] 4 o "y '

c) Edit description for the entry (if needed).

d) Change criteria for the Black List (if needed).

e) Change phone numbers that will be included (if needed).

f) Click the OK button to save and go back to the previous level.

3.9.5. Delete Black List Entry
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d) Follow 3.9.1 a) to b) procedures.
' POCW

modr
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e) Click Edit next to the entry that needs to be modified.
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f) Click the Delete button to delete the entry and go back to the previous level.
Note 1: The delete action is not reversible.
Note 2: If a phone number is included in BOTH the Black List and the
White List, it will default to Black List performance.

3.10. Sequential Ring

Sequential Ring is a paid-for feature. To subscribe, please contact your

PCCW account manager or ONE€ communications service hotline on
1833111.

Sequential Ring enables you to sequentially ring up to 5 locations in addition to
the base location phone (desk phone) according to a specified number of rings.
a) Follow 3.1 a) procedures.
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b) Click Sequential Ring.
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3.10.1. Add Sequential Ring Entry
a) Click Add on the Sequential Ring page.
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b) Enter description for the entry

c) Select criteria for the calls that will follow the Sequential Ring.
d) Enter phone numbers that will be included (if applicable).

e) Click the OK button to save and go back to the previous level.

3.10.2. Activate Sequential Ring Entry
a) On the Sequential Ring page, select whether your desk phone (base location
phone) will ring first.

- 4" POCW

Véalcome

Sequential Ring

sTimetn oG e

b) Select number of rings at your desk phone (base location phone).

c) Select whether to allow the caller to continue the search sequence if your
desk phone (base location phone) is busy.

d) Select whether to allow the caller to interrupt the search sequence and go to

voicemail.
e) Enter the phone number (up to 5 phone numbers) in the desired ringing
sequence.
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f) To activate Sequential Entry, check the Active box next to the Sequential
Ring entry.

g) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.10.3. Deactivate Sequential Ring Entry
a) To deactivate Sequential Ring Entry, uncheck the Active box next to the
Sequential Ring Entry on Sequential Ring page.
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e
Véelcoene

Sequential Ring
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b) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.10.4. Modify Sequential Ring Entry
a) On the Sequential Ring page, click Edit next to the entry that needs to be
modified.

p— Sequential Ring - Modify
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b) Edit description for the entry (if needed).
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¢) Change criteria for the Sequential Ring Entry (if needed).
d) Change phone numbers that will be included (if needed).
e) Click the OK button to save and go back to the previous level.

3.10.5. Delete Sequential Ring Entry
a) On Sequential Ring page, click Edit next to the entry that needs to be deleted.

— Sequential Ring - Modify
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b) Click the Delete button to delete the entry and go back to the previous level.

Note: The delete action is not reversible.

3.11. Hide Caller ID
Hide Caller ID enables you to block your number from being shown when
calling other numbers.
a) Follow 2.1 a) to c) procedures, then select iOutgoing CallsT option.

" POCW

Outgoing Calls
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b) Click Hide Caller ID.
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¢) Turn Hide Caller ID On or Off.
d) Click the Apply button to save or click the OK button to save and go back to

the previous level.

3.12. Speed Dial
Speed Dial enables you to set up to 100 speed-dial phone numbers that can be

called by pushing a few buttons.
3.12.1. Add Speed Dial Entry
a) Follow 3.11 a) procedures, then click Speed Dial.
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b) Click Add.

“d" POCW

Wdiom

¢) Choose Speed Dial Code (from 00 to 99).

d) Enter description for the entry.

e) Enter phone number.

f) Click the OK button to save and go back to the previous level.

3.12.2. Modify Speed Dial Entry
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a) Follow 3.11 a) procedures, then click Speed Dial.
. -ﬁ PCCW

WO'CM\.

Spood Diml

. P 058 CYIRE WA e g 5 Erms e L L U L Ll
Pl St Mkl 2r0Q STt St 24 3 o Sl O e S

Spsad D Comnig Fam

Bl Jemr Gt A e tunar Qescmmn [

b) Click Edit next to the entry that needs to be modified.
c -i PCCW

L

Vtelcom
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Spood Dial - Modify
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c) Edit description for the entry (if needed).
d) Change phone number (if needed).
e) Click the OK button to save and go back to the previous level.

3.12.3. Delete Speed Dial Entry
a) Follow 3.11 a) procedures, then click Speed Dial.

_.a"Pcrw

T R T

b) Check the Delete box next to the entry that needs to be deleted.

c) Click the Apply button to delete or click the OK button to delete and go back
to the previous level.
Note: The delete action is not reversible.

3.13. Personal Phone Book
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3.13.1. Add contact to Personal Phone Book
a) Follow 3.11 a) procedures.
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b) Click Personal Phone Book.
“d' POCW
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c) Click Add.
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d) Enter name of contact.
e) Enter phone number.
f) Click the OK button to save and go back to the previous level.

3.13.2. Modify contact in Personal Phone Book.
a) Follow 3.13.1 a) to b) procedures.
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b) Click Edit next to the contact that needs to be modified.
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Personal Phone Book - Modity

¢) Edit name of contact (if needed).
d) Edit phone number (if needed).
e) Click the OK button to save and go back to the previous level.

3.13.3. Delete contact in Personal Phone Book
a) Follow 3.13.1 a) to b) procedures.

“d POCW

0N
Welcome

b) Check the Delete box of the contact to be deleted.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.
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Note: The delete action is not reversible.

3.13.4. Import contact list to Personal Phone Book
a) Follow 3.13.1 a) to b) procedures.
n
“u POCW

medt :
Weicome

b) Click Import Phone Book.
“d POCW o 2
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c) Click Browse to select the CSV file that contains contacts (in the format
below) to upload.

iNamef, iNumber?

For example:

iJohn Chant, 1955512311
iJohn HY Chant, 1923412321
i1Joe Leel, 1634512331

iJoe CW Leetl, 1255512341
iKen Chowif, 1283412351
iKen Lawi, 12934123671

d) Click the Apply button to save or click the OK button to save and go back to
the previous level.

Note: Import Phone Book will append existing Phone Book. If the same
contact exists in the newly-imported phone book, it will be stored again.
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3.14. Fixed-mobile convergence
(Only applicable to Boss/Secretary plan. Executive/Operator plan users

should contact their PCCW account manager or ON€ communications
service hotline 1833111 for subscription)

Fixed-mobile convergence enables your mobile number to be called
simultaneously when an incoming call rings your desk phone. With this
arrangement, you can pick up the call using either your desk phone or mobile.
You can also ipulli a call from your mobile to a desk phone, or vice versa,
without interrupting the call (Call Pull).

a) Follow 2.1 a) to c) procedures, then select iCall Controli option.
'.J PCCW oy sy

Welcome

Call Control
Basie Agvanced

190 reerie BeeTe ¥) NS TatEIe 90w e el Flaed Mobls Convargancs
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b) Click Fixed Mobile Convergence.
-“i PCCW
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¢) Click Edit next to the mobile phone number entry.
- -i PCCW
‘hvlcm

leod Mobﬂc Convotgonco Phone Numbcr l.lodtfy

d) Check the iEnable Fixed Mobile Convergencel box to turn ON the function
(or uncheck to turn OFF).
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e) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.15. Collect Calls

a) Click Calling Plans under Options Menu on the left.
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¢) To change the default setting, check the Custom Setting box.

d) To allow Collect Call, check the Collect Calls Permitted box.

e) Click the Apply button to save or click the OK button to save and go back to
the previous level.

3.16. Voicemalil
a) Follow 2.1 a) to c) procedures, then select iMessagingT option.

Messaging
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b) Click Voicemail.
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¢) Turn Voicemail On or Off.

d) Select types of calls that will be sent to voicemail (all calls, busy calls,
unanswered calls).

e) Select option to allow voicemail to send a copy in wave format to useris
dedicated email address.

f) Select option to allow the caller to press 107 at your voicemail and forward to
another phone number (User is advised to record his / her own busy greeting
at the voicemail to mention this feature)..

g) Click the Apply button to save or click the OK button to save and go back to
the previous level.

Note: To set voicemail language, please refer to section 2.1 i iEdit user calling-
line display name and language preferencei.

3.17. Company Directory
a) Follow 2.1 a) to c) procedures, then select iCompany Directoryi option.
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b) Click Company Directory.
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c) Click Company Directory Summary to view basic contact information within
the company.

d) Click Company Directory Detail to view details of contact information within
the company.

e) Select option to send copy of voicemail by email.

f) Click the OK button to go back to the previous level.

4. Configure group settings

4.1. View Group Profile
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a) Click Profile under Options, then Profile to view and modify company profile
information.

Version 2 EC_ONE comm.(Jan 2025) Page 37 of 52
HKT Limited 2025. All right reserved.



4.2. Change Company Caller ID
=
" PCCW
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¢) UnderiCompany Caller ID Numberf, select any phone number to display
whether a particular user chooses to follow the company caller ID number.

4.3. Change company administrator password

"' PCCW
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d) Click Profile under Options, then Change Password to change company
administrator password.

“d POCW

Vislcome

Change Password

e) Administrator needs to enter the current password, then
f) Enter new password, then
g) Re-enter new password to confirm

h) Click the Apply button to save or click the OK button to save and go back to
the previous level.

Remarks: Password must be 6-digit numeric.

4.4, Set Call Park Recall Timer

Call Park Recall Timer is the time a call is iparkedT in the system before returning
to the useris phone set. Company administrator can set duration to ensure
sufficient time for the user to retrieve the call.
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a) Click Services under Options, then Call Park to change recall timer time.
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b) Enter time (any time between 30 to 600 seconds) for Call Park Recall Timer.
c) Click the Apply button to save or click the OK button to save and go back to
the previous level.

4.5. Hunt Group Configuration
Hunt Groups enable you to redirect overflow calls to a destination when the
group cannot accept calls.
Note: To form a new/additional Hunt Group, please contact your PCCW account

manager or ON€ communications service hotline on 1833111.

45.1. View/Modify Hunt Group Profile
a) Click Services under Options.
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b) Click Hunt Group.
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¢) To temporarily suspend the Hunt Group, uncheck the Active box next to the

group.
d) To modify the Hunt Group, click Edit next to the chosen group.

“d POCW
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e) To view or modify the Hunt Group profile, Click Profile.
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f) Edit Hunt Group name and Caller Line Display name.

g) Click the Apply button to save or click the OK button to save and go back to
the previous level.

4.5.2. Call Waiting and No Answer Settings

a) Click Services under Options.
. ,
"d PCCW

Welcome

Services
Basic Advanced
Call Park Cuxtomizs Connecting Toos
wt call Dot Mt dxpen rwwchng tante tn 3 gloynt in calers b merrters &

s 1Yy
Heol Group

Agtowanc iy proTeRd N oming Tl (e sed by & SN phare
rumber by Anrtuting em aTong 3 PTaD of USArS OF TS

b) Click Hunt Group.
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¢) To modify the Hunt Group, click Edit next to the chosen group.
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e) To enable Call Waiting on agents under Hunt Group, check the iAllow Call
Waiting on agentsT box.

f) Ensure the iSkip to next agent after x ringsi box is checked. Number of
rings can be set according to user needs.

g) To forward incoming calls to other phone numbers (or voicemail) after
completing the hunting sequence, check the iForward call after waiting x
secondsi box and enter the phone number (or voicemail box number) to
which calls should be forwarded.

h) Click the Apply button to save or click the OK button to save and go back to
the previous level.

4.5.3. Hunt Group All Call Forwarding

a) Click Services under Options.
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b) Click Hunt Group.
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¢) To modify the Hunt Group, click Edit next to the chosen group.
n "
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d) Click Incoming Calls under Options.
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e) To view or modify All Call Forwarding, click All Call Forwarding.
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f) If All Call Forwarding is turned On, no Hunt Group agent will be ringed and
the call will be forwarded to the designated phone number.

g) Phone number must be entered in iCalls Forward to phone numberf if All
Call Forwarding is turned On.

h) An optional ring reminder can be set to ring the first agent once when Call
Forward Unconditional is turned on. If this feature is needed, checked the
iPlay Ring Reminder when a call is forwarded? box.

i) Click the Apply button to save or click the OK button to save and go back to
the previous level.

4.5.4. Hunt Group Busy Call Forwarding

a) Click Services under Options.
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b) Click Hunt Group.
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¢) To modify the Hunt Group, click Edit next to the chosen group.
4" POCW
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d) Click Incoming Calls under Options.
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f) If Busy Call Forwarding is turned On, and when ALL agents in the Hunt
Group are busy, the call will be forwarded to the designated phone number.

g) Phone number must be entered in iCalls Forward to phone numberf if
Busy Call Forwarding is turned On.

h) Click the Apply button to save or click the OK button to save and go back to
the previous level.
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4.6. Customize Connecting Tone
Customize Connecting Tone is a paid-for feature. To subscribe, please

contact your PCCW account manager or ONE€ communications service
hotline on 1833111.

a) Click Services under Options.
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b) Click Customize Connecting Tone.
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¢) Turn Customize Connecting Tone On or Off.
d) Click the Apply button to save or click the OK button to save and go back to

the previous level.

4.7. Common Phone Book
4.7.1. Add contact to Common Phone Book

a) Click Company Directory under Options.
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b) Click Common Phone Book.
u
“d POCCW

Weicome

Common Phone Book

tore Peguerty Cadet Turiers b the compay 15 Tum they can be sasly dasled oy G D i
a0ng the mambiers Yom 3 05V e

- . Aol l LU l . _

c) Click Add.
. \
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d) Enter Name and Phone Number for the contact.
e) Click the Apply button to save or click the OK button to save and go back to

the previous level.

4.7.2. Modify contact in Common Phone Book
a) Click Company Directory under Options.
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b) Click Common Phone Book.
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c) Click Edit next to the contact that needs to be modified.
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d) Edit Name and Phone Number for the contact.
e) Click the OK button to save and go back to the previous level.

4.7.3. Delete contact in Common Phone Book
a) Click Company Directory under Options.
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b) Click Common Phone Book.
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c) Check the Delete box next to the contact to be deleted.

d) Click the Apply button to save or click the OK button to save and go back to
the previous level.

4.7.4. Import Contact List to Common Phone Book
a) Click Company Directory under Options.
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b) Click Common Phone Book.
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c) Click Import Phone List.
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d) Click Browse to select the contact list in CSV format.
Required file format:

iNamef, iNumber?

For example:

i1Andy Chant, 1211188991
1Andy CK Chant, 1224455661
iDavid Leetl, 1665544221
iEddie NgfT, 1987654321

e) Click the Apply button to save or click the OK button to save and go back to
the previous level.

4.8. Company Directory
a) Click Company Directory under Options.

Version 2 EC_ONE comm.(Jan 2025) Page 51 of 52
HKT Limited 2025. All right reserved.



Company Directory

Seaces Basc Advancec
> comsinilzesia Coounon Phoos Book More of @ rrens feen 0 Tes Categar, s enatied

DEspiay o gty Commer WAy Phore et s

Sompany Qwestory

Oaplay e conpany cosctory listing

Company Directory

Corpan, dee ) & e

c) Click Search to list all contacts in the company or enter search criteria to
search for specific contacts.

d) Click Company Directory Summary to view basic contact information within
the company.

e) Click Company Directory Detail to view details of contact information within
the company.

f) Click the OK button to go back to the previous level.
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