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Notice
While reasonable efforts have been made to ensure that the 
information in this document is complete and accurate at the time 
of printing, Avaya assumes no liability for any errors. Avaya reserves 
the right to make changes and corrections to the information in this 
document without the obligation to notify any person or organization 
of such changes.
Documentation disclaimer
“Documentation” means information published in varying media 
which may include product information, subscription or service 
descriptions, operating instructions and performance specifications 
that are generally made available to users of products. 
Documentation does not include marketing materials. Avaya shall 
not be responsible for any modifications, additions, or deletions 
to the original published version of Documentation unless such 
modifications, additions, or deletions were performed by or on the 
express behalf of Avaya. End user agrees to indemnify and hold 
harmless Avaya, Avaya's agents, servants and employees against 
all claims, lawsuits, demands and judgments arising out of, or in 
connection with, subsequent modifications, additions or deletions to 
this documentation, to the extent made by End user.
Link disclaimer
Avaya is not responsible for the contents or reliability of any linked 
websites referenced within this site or Documentation provided by 
Avaya. Avaya is not responsible for the accuracy of any information, 
statement or content provided on these sites and does not 
necessarily endorse the products, services, or information described 
or offered within them. Avaya does not guarantee that these links will 
work all the time and has no control over the availability of the linked 
pages.
“Hosted Service” means an Avaya hosted service subscription that 
You acquire from either Avaya or an authorized Avaya Channel 
Partner (as applicable) and which is described further in Hosted SAS 
or other service description documentation regarding the applicable 
hosted service. If You purchase a Hosted Service subscription, 
the foregoing limited warranty may not apply but You may be 
entitled to support services in connection with the Hosted Service 
as described further in your service description documents for the 
applicable Hosted Service. Contact Avaya or Avaya Channel Partner 
(as applicable) for more information.
Hosted Service
THE FOLLOWING APPLIES ONLY IF YOU PURCHASE AN 
AVAYA HOSTED SERVICE SUBSCRIPTION FROM AVAYA OR 
AN AVAYA CHANNEL PARTNER (AS APPLICABLE), THE TERMS 
OF USE FOR HOSTED SERVICES ARE AVAILABLE ON THE 
AVAYA WEBSITE, HTTPS://SUPPORT.AVAYA.COM/LICENSEINFO 
UNDER THE LINK “Avaya Terms of Use for Hosted Services” 
OR SUCH SUCCESSOR SITE AS DESIGNATED BY AVAYA, AND 
ARE APPLICABLE TO ANYONE WHO ACCESSES OR USES THE 
HOSTED SERVICE. BY ACCESSING OR USING THE HOSTED 
SERVICE, OR AUTHORIZING OTHERS TO DO SO, YOU, ON 
BEHALF OF YOURSELF AND THE ENTITY FOR WHOM YOU ARE 
DOING SO (HEREINAFTER REFERRED TO INTERCHANGEABLY 
AS “YOU” AND “END USER”), AGREE TO THE TERMS OF USE. 
IF YOU ARE ACCEPTING THE TERMS OF USE ON BEHALF A 
COMPANY OR OTHER LEGAL ENTITY, YOU REPRESENT THAT 
YOU HAVE THE AUTHORITY TO BIND SUCH ENTITY TO THESE 
TERMS OF USE. IF YOU DO NOT HAVE SUCH AUTHORITY, 
OR IF YOU DO NOT WISH TO ACCEPT THESE TERMS OF 
USE, YOU MUST NOT ACCESS OR USE THE HOSTED SERVICE 
OR AUTHORIZE ANYONE TO ACCESS OR USE THE HOSTED 
SERVICE.
Copyright
Except where expressly stated otherwise, no use should be made 
of materials on this site, the Documentation, Software, Hosted 
Service, or hardware provided by Avaya. All content on this site, the 
documentation, Hosted Service, and the product provided by Avaya 
including the selection, arrangement and design of the content is 
owned either by Avaya or its licensors and is protected by copyright 
and other intellectual property laws including the sui generis rights 

relating to the protection of databases. You may not modify, copy, 
reproduce, republish, upload, post, transmit or distribute in any way 
any content, in whole or in part, including any code and software 
unless expressly authorized by Avaya. Unauthorized reproduction, 
transmission, dissemination, storage, or use without the express 
written consent of Avaya can be a criminal, as well as a civil offense 
under the applicable law.
Third Party Components
“Third Party Components” mean certain software programs or 
portions thereof included in the Hosted Service may contain 
software (including open source software) distributed under third 
party agreements (“Third Party Components”), which contain terms 
regarding the rights to use certain portions of the software (“Third 
Party Terms”). The Third Party Terms that apply is available in 
the products, Documentation or on Avaya’s website at: https://
support.avaya.com/Copyright or such successor site as designated 
by Avaya.
Service Provider
WITH RESPECT TO CODECS, IF THE AVAYA CHANNEL 
PARTNER IS HOSTING ANY PRODUCTS THAT USE OR 
EMBED THE H.264 CODEC OR H.265 CODEC, THE AVAYA 
CHANNEL PARTNER ACKNOWLEDGES AND AGREES THE 
AVAYA CHANNEL PARTNER IS RESPONSIBLE FOR ANY AND 
ALL RELATED FEES AND/OR ROYALTIES. THE H.264 (AVC) 
CODEC IS LICENSED UNDER THE AVC PATENT PORTFOLIO 
LICENSE FOR THE PERSONAL USE OF A CONSUMER 
OR OTHER USES IN WHICH IT DOES NOT RECEIVE 
REMUNERATION TO: (i) ENCODE VIDEO IN COMPLIANCE WITH 
THE AVC STANDARD (“AVC VIDEO”) AND/OR (ii) DECODE AVC 
VIDEO THAT WAS ENCODED BY A CONSUMER ENGAGED IN A 
PERSONAL ACTIVITY AND/OR WAS OBTAINED FROM A VIDEO 
PROVIDER LICENSED TO PROVIDE AVC VIDEO. NO LICENSE 
IS GRANTED OR SHALL BE IMPLIED FOR ANY OTHER USE. 
ADDITIONAL INFORMATION FOR H.264 (AVC) AND H.265 (HEVC) 
CODECS MAY BE OBTAINED FROM MPEG LA, L.L.C. SEE HTTP://
WWW.MPEGLA.COM.
Compliance with Laws
You acknowledge and agree that it is Your responsibility to comply 
with any applicable laws and regulations, including, but not limited 
to laws and regulations related to call recording, data privacy, 
intellectual property, trade secret, fraud, and music performance 
rights, in the country or territory where the Avaya product is used.
Preventing Toll Fraud
“Toll Fraud” is the unauthorized use of your telecommunications 
system by an unauthorized party (for example, a person who is not a 
corporate employee, agent, subcontractor, or is not working on your 
company's behalf). Be aware that there can be a risk of Toll Fraud 
associated with your system and that, if Toll Fraud occurs, it can 
result in substantial additional charges for your telecommunications 
services.
Avaya Toll Fraud intervention
If You suspect that You are being victimized by Toll Fraud and You 
need technical assistance or support, please contact your Avaya 
Sales Representative.
Security Vulnerabilities
Information about Avaya’s security support policies can be 
found in the Security Policies and Support section of https://
support.avaya.com/security.
Suspected Avaya product security vulnerabilities are handled 
per the Avaya Product Security Support Flow (https://
support.avaya.com/css/P8/documents/100161515).
Trademarks
The trademarks, logos and service marks (“Marks”) displayed in this 
site, the Documentation, Hosted Service(s), and product(s) provided 
by Avaya are the registered or unregistered Marks of Avaya, its 
affiliates, its licensors, its suppliers, or other third parties. Users 
are not permitted to use such Marks without prior written consent 
from Avaya or such third party which may own the Mark. Nothing 
contained in this site, the Documentation, Hosted Service(s) and 
product(s) should be construed as granting, by implication, estoppel, 
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or otherwise, any license or right in and to the Marks without the 
express written permission of Avaya or the applicable third party.
Avaya is a registered trademark of Avaya LLC.
All non-Avaya trademarks are the property of their respective owners.
Linux® is the registered trademark of Linus Torvalds in the U.S. and 
other countries.
Downloading Documentation
For the most current versions of Documentation, see the Avaya 
Support website: https://support.avaya.com, or such successor site 
as designated by Avaya.
Contact Avaya Support
See the Avaya Support website: https://support.avaya.com for 
Product or Cloud Service notices and articles, or to report a 
problem with your Avaya Product or Cloud Service. For a list of 
support telephone numbers and contact addresses, go to the Avaya 
Support website: https://support.avaya.com (or such successor site 
as designated by Avaya), scroll to the bottom of the page, and select 
Contact Avaya Support.
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Chapter 1: Introduction

Purpose
This document provides information about advanced administration tasks for Avaya System 
Admin Portal. The target audience for this document is system administrators and analysts who 
perform Move, Add, Change, and Delete (MACD) workflows.

This document includes the following information:

• General administration

• Managing authorization

• Managing phone numbers

• Managing templates

• Managing group

• Viewing logs

Change history
The following changes are made to this document since the last issue:
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Issue Date Summary of changes
7 August 2025 For Release 4.3, added the following sections:

• Provisioning the analog and digital phones on page 35

• Verint template add options on page 62

• Adding a new Verint template on page 62

• Copying an existing Verint template on page 63

• Verint key and value pair descriptions on page 63

• Editing a Verint template on page 64

• Deleting a Verint template on page 64

• Exporting the Verint template on page 64

• Exporting data from Verint templates on page 65

• Importing the Verint template on page 65

• Importing data to Verint template on page 66
Table continues…

Change history
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Issue Date Summary of changes
6 March 2025 For Release 4.2, added the following sections:

• Role-based access for users and location and org unit pair on 
page 24

• Group Scope overview on page 27

• Adding group scope for a user on page 27

• Editing group scope for a user on page 27

• Exporting group scope list on page 27

• Importing the group scope list on page 28

• Exporting data from the group scope list on page 28

• Importing data to the group scope list on page 28

• Deleting a group scope on page 29

• Analog Digital Phone Ports overview on page 34

• Exporting analog and digital phone ports on page 34

• Analog Digital Phone Ports field descriptions on page 35

• Searching analog and digital phone ports on page 35

• Group Media Gateway Map overview on page 72

• Adding a media gateway group map on page 72

• Editing a media gateway group map on page 73

• Initializing a media gateway group map on page 73

• Exporting a media gateway group map on page 73

• Importing media gateway group map list on page 73

• Searching a media gateway group map on page 74

For Release 4.2, updated the following sections:

• Adding authorization for a user on page 24

• Exporting data from the existing user authorization list on page 26

• Importing data to the user authorization list on page 26

• Adding a new System Manager template on page 37

• Adding a new System Manager Communication Manager 
template on page 60

5 January 2025 For Release 4.1.0.2, updated the following sections:

• System Manager key and value pair descriptions on page 38

• Voicemail key and value pair descriptions on page 53
Table continues…
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Issue Date Summary of changes
4 June 2024 For Release 4.1, updated the following sections:

• Extensions on page 34

• 911inform template on page 62

- Exporting 911inform template on page 62

For Release 4.1, added the following sections:

• Exporting locations on page 17

• Exporting org units on page 19

• System Manager key and value description pairs on page 38

• Getting data from server for the System Manager template on 
page 43

• Getting data from server for the Communication Manager 
template on page 46

• Getting data from server for the Call Management System 
template on page 50

• Getting data from server for the voicemail template on page 57
3 March 2024 For Release 4.0, updated the following sections:

• Locations overview

• Org unit overview

• Adding an Admin Portal application role

• Adding an extension range

• Editing an extension range

• Importing an extension range

• Group template map overview

• Edit group template map field descriptions

• Importing group template map list

For Release 4.0, added the following sections:

• Add location field descriptions

• Voicemail key and value pair descriptions
Table continues…

Change history
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Issue Date Summary of changes
2 December 2023 For Release 3.9, updated the following sections:

• Org unit overview

• Adding an application role

• Initializing an extension range

• Extensions

• Edit group template map field descriptions

• Workflow log overview

• Transaction log overview

• System log overview

• Opening a support ticket

For Release 3.9, added the following sections:

• Adding a location

• Importing locations

• Adding an org unit

• Importing org units

• Report user group

- Adding a report user group

- Importing report user groups

• 911 inform template

- Exporting 911 inform template
1 August 2023 Release 3.8 document.

Introduction

August 2025 Administering Avaya System Admin Portal 12
Comments on this document? 

13

https://onecare.avaya.com/customercare/en/documentation/feedback?formId=1399859460448&p1=S3&p2=AdministeringAvayaSystemAdminPortal&p3=11


Chapter 2: Overview

Welcome to Avaya System Admin Portal
Avaya System Admin Portal is a web-based application that enables you to perform workflows and 
manage your communication resources.

You can use System Admin to manage authorization for Admin Portal. You can also manage 
resources such as phone numbers, templates, and groups directly and view logs. System Admin 
logs all the workflows, transactions, and system events, and you can track the entries when 
required.

System Admin supports the latest major web browser releases corresponding to the release date 
of the latest software.

Logging in to Avaya System Admin Portal
About this task
When the system administrator creates a System Admin account for you, you receive an email 
with the access URL and details about the login credentials.

Before you begin
Ensure that you have an active System Admin account.

Procedure
1. Enter the System Admin URL in your browser.

2. In the Username field, enter your enterprise username.

3. In the Password field, enter your enterprise password.

4. Click Sign in.
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Chapter 3: General administration

Locations overview
A location is a branch office for your organization. You can view the multiple branch offices 
configured across different network regions. For each location, you can see the time zone, 
Communication Manager location, tenant partition number, and home location values.

For more information on locations, see Avaya Aura® Communication Manager Feature Description 
and Implementation.

Note:

The location and org unit pair is called a group. Each group maps to extension ranges and 
templates.

Related links
Preconfigured Avaya Experience Platform (Private Cloud + Connect) locations on page 16
Exporting locations on page 17
Group overview on page 67
Extension ranges on page 32

Adding a location
About this task
You can add a location for your organization and assign a time zone, Communication Manager 
location, tenant partition number, and home location to it using this task.

Procedure
1. From System Admin, go to General > Locations.

2. On the Locations page, click Add.

System Admin displays the Add dialog box.

3. Enter the required details.

4. Click Add.
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Add location field descriptions
Name Description
Location Enter a name for the location.
Time Zone Select a time zone for the location.
CM Location Enter the Communication Manager location.

Communication Manager supports up to 2000 locations. The Communication 
Manager location of an endpoint determines its dial plan, which determines how 
regular and emergency calls are routed. The Communication Manager location 
controls the time zone when an endpoint makes a call that is controlled by a 
vector. For example, an auto-attendant call or a call routed to a Avaya Experience 
Platform™ Public Cloud agent.

For more information on Avaya Enterprise Cloud™ locations, see Preconfigured 
Avaya Enterprise Cloud locations on page 16.

Tenant Partition 
Number

Enter the tenant partition number. Enter any integer value from 1 to 250.

The tenant partition number is applicable only if you have multiple music on hold 
entries.

You cannot add a new tenant using System Admin. Open a support ticket to add a 
new tenant.

Locations overview
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Name Description
Home Location Enter the home location value, also known as the Session Manager location value, 

for outgoing call handling.

Communication Manager supports 2000 network regions (NR). The 
Communication Manager NR of an endpoint determines the codec set from which 
an endpoint can select a codec set.

Session Manager supports unlimited locations and communicates in ways similar 
to a Communication Manager NR. Assign a home location to each endpoint.

Avaya Enterprise Cloud™ is preconfigured with a fixed set of home locations and 
Communication Manager NRs. In Avaya Enterprise Cloud™, the default home 
locations include the Communication Manager NR in their names.

Distribute office users between NR 1601 and 1701 to balance the load between 
Microsoft Azure (AZ) availability zones.

Zones Office workers (20 pairs 
per world region)

Remote workers (1 pair 
per world region)

North America AZ 1 
and 2

NRs 1601-1620 & 
1701-1720

NRs 1381 & 1382

EMEA AZ 1 and 2 NRs 1621-1640 & 
1721-1740

NRs 1383 & 1384

APAC AZ 1 and 2 NRs 1641-1660 & 
1741-1760

NRs 1385 & 1386

CALA AZ 1 and 2 NRs 1661-1680 & 
1761-1780

NRs 1387 & 1388

In System Admin, use the syntax NR1601_OW_NAR1 and NR1601_RW_NAR1 to 
enter NR for office and remote workers respectively.

Enable 911inform Select true to enable or false to disable the 911inform feature for a location.

Related links
Opening a support ticket on page 79

Preconfigured Avaya Experience Platform® (Private Cloud + 
Connect) locations

The 1xx locations are for the first Avaya Enterprise Cloud™ availability zone, and the 2xx locations 
are for the second availability zone. Distribute users between the two zones.

Country Preconfigured Avaya Enterprise Cloud™

locations
North America (East) 101 / 201
Mexico (Mexico City) 102 / 202
France 103 / 203

Table continues…

General administration
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Country Preconfigured Avaya Enterprise Cloud™

locations
Germany 104 / 204
Brazil (Brasilia) 105 / 205
Australia (Canberra) 106 / 206
China (Beijing) 107 / 207
India 108 / 208
Japan 109 / 209
UK 110 / 210
Italy 111 / 211
Netherlands 112 / 212
Argentina 113 / 213
Singapore 114 / 214
Hong Kong 115 / 215
New Zealand 116 / 216
Spain 117 / 217
Portugal 118 / 218
Belgium 119 / 219
Austria 120 / 220
Russia (Moscow) 121 / 221
Ireland 122 / 222
Switzerland 123 / 223

Related links
Locations overview on page 14

Exporting locations
About this task
You can export the list of existing locations in .csv format.

Procedure
1. From System Admin, go to General > Locations.

System Admin displays the list of existing locations.

2. Click Export.

System Admin downloads the location files to your computer.

Related links
Locations overview on page 14

Locations overview
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Importing locations
About this task
You can import a list of locations to an existing location list.

Before you begin
Fill in the details for each template, such as location, time zone, Communication Manager location, 
tenant partition number, home location, and enable 911inform. Save the spreadsheet file on your 
computer in the .csv format.

Procedure
1. From System Admin, go to General > Locations.

2. On the Locations page, click Import.
3. Click Choose File, find the spreadsheet to import, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.
6. Review the valid and invalid entries.

To remove the invalid entries, clear the check boxes that are related to the invalid entries.

7. Click Submit.

Org unit overview
The Org unit is used to build a group (Location - Org Unit). The Group determines extension 
ranges and configuration templates to use for the user. From System Admin, you can view, add, 
and import organization units for your organization.

Note:

The location and org unit pair is called a group. Each group maps to extension ranges and 
templates.

Related links
Exporting org units on page 19

Adding an org unit
About this task
You can add an organization unit and use it to create groups.

Procedure
1. From System Admin, go to General > Org Units.

General administration
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2. On the Org Units page, click Add.

System Admin displays the Add dialog box.

3. In the Name field, type a name for the organization unit.

4. From the Verint Organization list, click a Verint organization unit.

This field maps the Verint organization with the organization unit.

5. Click Add.

Exporting org units
About this task
You can export the list of existing organization units in .csv format.

Procedure
1. From System Admin, go to General > Org Units.

System Admin displays the list of existing organization units.

2. Click Export.

System Admin downloads the organization unit files to your computer.

Related links
Org unit overview on page 18

Importing org units
About this task
You can import a list of organization units to an existing organization unit list.

Before you begin
Fill in the details for each template, such as name. Save the spreadsheet file on your computer 
in .csv format.

Procedure
1. From System Admin, go to General > Org Units.

2. On the Org Units page, click Import.
3. Click Choose File, find the spreadsheet to import, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.
6. Check the valid and invalid entries, to remove invalid entries, clear the check boxes.

7. Click Submit.

Org unit overview
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Chapter 4: Authorization

Application Role

Application role overview
The application role is used for role-based access to the portals. From System Admin, you can 
add, edit, export, import, and delete application roles.

By default, the following application roles are available:

• Customer admin

• Delegated Admin user

Adding an application role
About this task
Add an application role and enable the user role using the active field.

Procedure
1. From System Admin, go to Authorization > Application Role.

2. On the Application Role page, click Add.

System Admin displays the Add dialog box.

3. In the Name field, enter the name of the application role.

4. In the Active field, select the status of the application role.

5. Click Add.

Editing an application role
Procedure

1. From System Admin, go to Authorization > Application Role.

System Admin displays the list of existing application roles.

2. Find the application role to update and click the Edit icon.

3. Update the required details.

4. Click Update.
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Exporting application roles
About this task
You can export the list of existing application roles in .csv format.

Procedure
1. From System Admin, go to Authorization > Application Role.

System Admin displays the list of existing application roles.

2. Click Export.

System Admin downloads the list of application role files to your computer.

Importing application roles
About this task
You can import a list of application role files to an existing application role list.

Before you begin
Fill in the name and active status details for each application role. Save the spreadsheet file on 
your computer in .csv format.

Procedure
1. From System Admin, go to Authorization > Application Role.

System Admin displays the list of existing application roles.

2. Click Import.
3. Click Choose File, browse the spreadsheet file on your computer and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.

Deleting an application role
About this task
From System Admin, you can delete an active or inactive application role.

Procedure
1. From System Admin, go to Authorization > Application Role.

2. Find the application role to update and click the Delete icon.

3. On the confirmation dialog box, click Yes.

Application Role
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Admin Portal

Admin Portal application role overview
From System Admin, you can manage the Admin Portal application roles for your organization. 
You can assign permission, export, import, copy, edit, and delete application roles.

Adding an Admin Portal application role
About this task
Assign permission such as read, add, edit, delete, or export for an Admin Portal user.

Before you begin
Add an application role before adding an Admin Portal application role.
For more information on adding an application role, see Adding an application role on page 20.

Procedure
1. From System Admin, go to Authorization > Admin Portal.
2. On the Admin Portal page, click Add.

System Admin displays the Add dialog box.

3. From the Application Role list, select the required application role.

4. Scroll down to verify the selected permissions.

5. Click Add.

Copying an Admin Portal application role
About this task
Use this task to copy an existing Admin Portal application role and customize the newly created 
Admin Portal application role.

Procedure
1. From System Admin, go to Authorization > Admin Portal.

System Admin displays the Admin Portal page.

2. Find the Admin Portal application role to copy and click the Copy icon.

System Admin displays the Copy permission dialog box.

3. In the Application Role field, select the new Admin Portal application role and click Copy.

On the Admin Portal page, System Admin displays the new Admin Portal application role.

4. In the newly added Admin Portal application role, click the Edit icon to change the required 
permission for the new application role.

5. Click Update.

Authorization
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Editing an Admin Portal application role
About this task
Use this task to edit the permission to menu items for an existing Admin Portal application role.

Procedure
1. From System Admin, go to Authorization > Admin Portal.
2. On the Admin Portal page, find the application role to edit and click Edit.
3. Select or clear the check boxes as required to edit permissions.

4. Click Update.

Exporting Admin Portal application roles
About this task
Use this task to export the Admin Portal application role permission for all the user roles in a .csv 
file.

Procedure
1. From System Admin, go to Authorization > Admin Portal.
2. On the Admin Portal page, click Export.

System Admin downloads the application role permissions file to your computer.

Importing Admin Portal application roles
About this task
You can import Admin Portal application roles and permission for each role to System Admin.

Before you begin
Fill in the details, such as application role, menu, read, add, edit, delete, and export permission for 
each application role. Save the spreadsheet file on your computer in .csv format.

Procedure
1. From System Admin, go to Authorization > Admin Portal.
2. On the Admin Portal page, click Import.
3. Click Choose File, find the spreadsheet to import, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.
6. Review the valid and invalid entries.

7. Click Submit.

Admin Portal
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Deleting an Admin Portal application role
Procedure

1. From System Admin, go to Authorization > Admin Portal.

System Admin displays the list of existing Admin Portal application roles.

2. Find the application role to delete and click Delete.

3. On the confirmation dialog box, click Yes.

Role-based access for users and location and org unit pair
If the user or the location and org unit pair is associated with a certain group scope, then the user 
can see only those resources that are allowed for the user. You can associate the location and org 
unit pair to a group scope on the Authorization > Group Scope page in System Admin. You can 
associate the user to a group scope on the Authorization > User Authorization page in System 
Admin.

User Authorization

Adding authorization for a user
About this task
You can add Email or User ID to provide authorized access to the Admin Portal and System 
Admin interfaces as per assigned Application role permissions.

Before you begin
• Add an application role before assigning it to a user.

For more information on adding an application role, see the Adding an application role on 
page 20 section.

• Add a group scope if you need to provide access of a certain group to a user.
For information about adding a group scope, see Adding group scope for a user on 
page 27.

Procedure
1. From System Admin, go to Authorization > User Authorization.

2. On the User Authorization page, click Add.

System Admin displays the Add dialog box.

3. In the Email/UserID field, enter an email address or a userID.

Authorization
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4. In the Application Role field, select an application role.

5. In the Allow All Groups field, select True to provide access of all the groups to a user.

If you want to allow access of the certain group to a user, set the Allow All Groups field to 
False and proceed to next step.

6. (Optional) In the Group Scope field, select a group scope to provide access of the certain 
group to the user.

You can add the + icon and select the group scope.

7. Click Add.

Editing authorization for a user
Procedure

1. From System Admin, go to Authorization > User Authorization.

System Admin displays the existing user authorization list.

2. Find the application role to update for a user and click the Edit icon.

3. Update the application role for a user.

4. Click Update.

Exporting existing user authorization list
About this task
You can export the list of existing user authorization list in .csv format.

Procedure
1. From System Admin, go to Authorization > User Authorization.

System Admin displays the existing user authorization list.

2. Click Export.

System Admin downloads the existing user authorization list to your computer.

Importing user authorization list
About this task
You can import a list of user authorization files to an existing user authorization list.

Before you begin
Fill in the email/user ID, application role details for each user. Save the spreadsheet file on your 
computer in .csv format.

Procedure
1. From System Admin, go to Authorization > User Authorization.

User Authorization
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System Admin displays the list of existing user authorization list.

2. Click Import.
3. Click Choose File, browse the spreadsheet file on your computer and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.

Exporting data from the existing user authorization list
About this task
You can export data such as Email/UserID and Group Scope value details from the list of existing 
user authorization list in the .csv format.

Procedure
1. From System Admin, go to Authorization > User Authorization.

System Admin displays the existing user authorization list.

2. Click Export Data.

System Admin downloads the file with the Email/UserID and Group Scope value details of 
the existing user authorization list to your computer.

Importing data to the user authorization list
Before you begin
Fill in the user authorization details such as Email/UserID and Group Scope value details in a 
spreadsheet. Save the spreadsheet on your computer in the .csv format.

Procedure
1. From System Admin, go to Authorization > User Authorization.

System Admin displays the list of existing user authorization list.

2. Click Import Data.

3. Click Choose File, browse the spreadsheet file on your computer and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the uploaded file.

6. Click Submit.

Authorization
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Deleting a user authorization
Procedure

1. From System Admin, go to Authorization > User Authorization.

System Admin displays the existing user authorization list.

2. Find the user authorization to delete and click the Delete icon.

3. On the confirmation dialog box, click Yes.

Group Scope overview
From System Admin, you can create and manage group scope to provide role based access to 
the users based on the location and organization unit. You can add, edit, export, and import the 
group scope.

Adding group scope for a user
Procedure

1. From System Admin, go to Authorization > Group Scope.

2. On the Group Scope page, click Add.

System Admin displays the Add dialog box.

3. In the Name field, type the group scope name.

4. From Location-OrgUnit, select a location and organization unit.

5. Click Add.

System Admin displays the added group scope on the Group Scope page.

Editing group scope for a user
Procedure

1. From System Admin, go to Authorization > Group Scope.

2. On the Group Scope page, find the group scope to update for a user and click the Edit 
icon.

3. Update the group scope.

4. Click Update.

Exporting group scope list
About this task
You can export the list of existing user authorization group scope list in .csv format.

Group Scope overview
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Procedure
1. From System Admin, go to Authorization > Group Scope.

2. On the Group Scope page, click Export.

System Admin downloads the existing group scope list to your computer.

Importing the group scope list
Before you begin
Fill in the group scope details, save the spreadsheet file on your computer in the .csv format.

Procedure
1. From System Admin, go to Authorization > Group Scope.

2. On the Group Scope page, click Import.
3. Click Choose File, browse the spreadsheet file on your computer and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.

Exporting data from the group scope list
About this task
You can export data such as Name and Location-OrgUnit value details from the list of existing 
user authorization group scope list in the .csv format.

Procedure
1. From System Admin, go to Authorization > Group Scope.

2. On the Group Scope page, click Export Data.

System Admin downloads the file with the Name and Location-OrgUnit value details of the 
existing user authorization group scope list to your computer.

Importing data to the group scope list
Before you begin
Fill in the group scope details such as Name and Location-OrgUnit value details in a spreadsheet. 
Save the spreadsheet on your computer in the .csv format.

Procedure
1. From System Admin, go to Authorization > Group Scope.

2. On the Group Scope page, click Import Data.

Authorization
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3. Click Choose File, browse the spreadsheet file on your computer and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the uploaded file.

6. Click Submit.

Deleting a group scope
Procedure

1. From System Admin, go to Authorization > Group Scope.

2. On the Group Scope page, find the group scope to delete and click the Delete icon.

3. On the confirmation dialog box, click Yes.

Group Scope overview
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Chapter 5: Bundle

Report user group
Report User Group is used for billing. Each user is associated with a bundle and a user group for 
reporting purposes.

You can assign a user to a report user group when you provision a user using Admin Portal. From 
System Admin, you can view, add, and import report user groups for your organization.

Adding a report user group
About this task
You can create report user groups to assign users based on their roles. For example, you can 
have report user groups for training, support, sales, and marketing.

Procedure
1. From System Admin, go to Bundle > Report User Group.

2. On the Report User Group page, click Add.

System Admin displays the Add dialog box.

3. In the Name field, type a name for the report user group.

4. Click Add.

Importing report user group list
About this task
Use this task to import report user group list to System Admin.

Before you begin
Fill in the details for each template such as name. Save the spreadsheet file on your computer 
in .csv format.

Procedure
1. From System Admin, go to Bundle > Report User Group.

2. On the Report User Group page, click Import.
3. Click Choose File, find the spreadsheet to import, and click Open.
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4. (Optional) Modify Bulk Request Name.

5. Click Next.
6. Review the valid and invalid entries. To remove invalid entries, clear the check boxes.

7. Click Submit.

Report user group
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Chapter 6: Phone number management

Extension ranges
From System Admin, you can manage phone numbers using extension ranges and extensions.
For more information about extension ranges, see the Avaya Aura® Communication Manager 
Feature Description and Implementation document.

Adding an extension range
Procedure

1. From System Admin, go to Phone Numbers > Extension Ranges.

2. On the Extension Ranges page, click Add.

System Admin displays the Add dialog box.

3. In the Range Start field, type the extension start range.

4. In the Range End field, type the extension end range.

5. From the CM Name list, select the required Communication Manager to filter the list.

6. In the Ext Type field, select the type of extension.

7. In the Routing Setting field, select the status of the setting.

8. Click Add.

Initializing an extension range
About this task
Initializing an extension range to ensure that the extension is available for the user provisioning.
Initialize an extension range using the following steps or the extension range automatically 
initializes overnight:

Procedure
1. From System Admin, go to Phone Numbers > Extension Ranges.

2. Click the Initialize icon to initialize a range.

System Admin displays a confirmation dialog box to indicate that the range is initialized.
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Related links
Adding an extension range on page 32
Editing an extension range on page 33

Editing an extension range
Procedure

1. From System Admin, go to Phone Numbers > Extension Ranges.

System Admin displays the list of existing extension ranges.

2. Find the extension range to edit and click the Edit icon.

3. In the Edit dialog box, update the required field values.

4. Click Update.

Importing an extension range
About this task
You can import a list of extension ranges to an existing extension range list.

Before you begin
Fill in the range start, range end, CM name, extension type, and routing setting details for each 
range. Save the spreadsheet file on your computer in .csv format.

Procedure
1. From System Admin, go to Phone Numbers > Extension Ranges.

System Admin displays the list of existing extension ranges.

2. Click Import.
3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.

Exporting an extension range
About this task
You can export the list of extension ranges in .csv format.

Procedure
1. From System Admin, go to Phone Numbers > Extension Ranges.

System Admin displays the list of existing extension ranges.

Extension ranges
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2. Click Export.

System Admin downloads the extension range files to your computer.

Deleting an extension range
Procedure

1. From System Admin, go to Phone Numbers > Extension Ranges.

System Admin displays the list of existing extension ranges.

2. Find the extension range to delete and click the Delete icon.

3. On the confirmation dialog box, click Yes.

Extensions
Extensions list station and agent extension numbers with their associated availability indicators, 
CM name, range, and DID.
A station is available only if it is unallocated on Communication Manager.

Exporting extensions
About this task
You can export the list of extensions in .csv format.

Procedure
1. From System Admin, go to Phone Numbers > Extensions.

System Admin displays the list of existing extensions.

2. Click Export.

System Admin downloads the list of extension files to your computer.

Analog Digital Phone Ports overview
The Analog Digital Phone Ports page displays the analog and digital phone ports associated with 
Communication Manager and media gateway.

Exporting analog and digital phone ports
About this task
You can export the list of analog and digital phone ports in the .csv format.

Phone number management
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Procedure
1. From System Admin, go to Phone Numbers > Analog Digital Phone Ports.

2. Click Export.

System Admin downloads analog and digital phone ports file to your computer.

Analog Digital Phone Ports field descriptions
Name Description
CM Name The Communication Manager name.
Media Gateway The name of the media gateway.
Port Number The port number of the media gateway.
Available The availability status of the analog and digital phone type.
Phone Type The phone type associated with the media gateway.

Searching analog and digital phone ports
Procedure

1. From System Admin, go to Phone Numbers > Analog Digital Phone Ports.

2. On the Analog Digital Phone Ports page, click Search icon.

3. In the Search dialog box, type the field values.

4. Click Search.

System Admin displays the search result on the Analog Digital Phone Ports page.

Provisioning the analog and digital phones
Procedure

1. On System Admin, add a media gateway group map.

For information, see “Adding a media gateway group map”.

2. On System Admin, initialize a media gateway group map.

For information, see “Initializing a media gateway group map”.

3. On System Admin, verify that the ports are displayed on the Phone Numbers  > Analog 
Digital Phone Ports page.

4. To provision a new analog and digital user, on System Admin, create a System Manager 
template.

For analog and digital phones, provide a SMGR CMEndPoint Template name with analog 
or digital phone type value in the CMTemplateName field.

For information about adding a new System Manager template and System Manager key 
and value pair descriptions, see “System Manager key and value pair descriptions ”.

Analog Digital Phone Ports overview
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5. To provision users with analog and digital phones, do the following:

a. From Admin Portal, go to Users > Manage.

b. On the Users page, click Add.

c. On the Provision User page, enter the required details and select the required Phone 
Type, Port, and Template details.

For information about the fields, see “Provision User field descriptions”.

6. To provision station with analog and digital phones, do the following:

a. From Admin Portal, go to Resources > Station.

b. On the Station page, click Add.

c. In the Add Station dialog box, enter the required details and select the required 
Phone Type, Port, and Template details.

For information about the fields, see “Add station field descriptions”.

Phone number management
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Chapter 7: Template management

System Manager template

Add options in System Manager template management
In System Manager template management, you can add a template using two options.

Related links
Adding a new System Manager template on page 37
Copying an existing System Manager template on page 38

Adding a new System Manager template
About this task
Add a new template and key and value pairs to the add table.

Procedure
1. From System Admin, go to Templates > SMGR.

2. Click Add.

System Admin displays the Add dialog box.

3. In the Name field, type the name of the template.

4. In the CM list, select the required Communication Manager.

5. From the Phone Type list, select the type of the phone.

Following are the options:

• Analog
• Digital
• IP

6. Add or edit the required Key and Value pairs.

7. Click Add.
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Copying an existing System Manager template
About this task
Perform the following steps in this procedure to copy an existing template and customize the 
template.

Procedure
1. From System Admin, go to Templates > SMGR.

2. Find the template to copy and click the Copy icon.

System Admin displays the Copy Template dialog box.

3. In the Name field, type the name of the new template.

4. Click Copy.

5. In the newly added template, click the Edit icon to change the required Key and Value 
pairs.

System Manager key and value pair descriptions
Name Description
CommunicationProfilePassword Enter only numeric value for the communication 

profile password key.

There is no minimum or maximum limit of the 
numbers you can enter in the System Manager 
template, but there is a restriction when you reset 
password in Selfcare and Admin Portal.

CommunicationAddressDomain Enter the communication address domain. This 
value is SIP domain configured on the System 
Manager routing domain section.

For example, in Avaya Enterprise Cloud™, this value 
is domain.ec.avayacloud.com.

CommunicationAddressDomain_Presence This field is mandatory if the presence profile is 
enabled.

PrimarySessionManager Enter the name of Session Manager.

This key is the default access point for connecting 
devices associated with the communication profile 
to the Avaya Aura® network.

SecondarySessionManager Enter the name of Session Manager.

If you add a secondary Session Manager, Session 
Manager provides continued service to SIP devices 
associated with the communication profile when the 
primary Session Manager is unavailable.

Table continues…
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Name Description
ThirdSessionManager Enter the name of Session Manager.

When the primary or secondary Session Manager 
server becomes unavailable, the third Session 
Manager provides continued service to SIP devices 
associated with the communication profile.

This key is optional.
FourthSessionManager Enter the name of Session Manager.

When the primary, secondary, or third Session 
Manager server becomes unavailable, the fourth 
Session Manager provides continued service to SIP 
devices associated with the communication profile.

This key is optional.
SurvivabilityServer Specify the name of a survivability server, a SIP 

entity, only if the setup has an edge friendly 
gateway with the survivable server installed. When 
you enter the name of a survivability server, it 
provides survivability communication services for 
devices associated with a communication profile if 
the local connectivity to Session Manager instances 
in Aura is lost.

This key is optional.
BlockNewRegistrationWhenMaxActive Select a value. The default value is no.

If you select yes and if an endpoint tries to register 
using the communication profile after the maximum 
number of allowed simultaneous registrations, the 
endpoint cannot register with Session Manager. 
The endpoint does not have the SIP service.

If you select no, the endpoint can register only 
after Session Manager cancels the registration of 
the oldest endpoint. The stopped endpoint does not 
have the SIP service.

This field is optional.
OriginationAppSequence Enter the default value of the origination application 

sequence. It is an application sequence invoked 
when calls are routed from this user.

If you enter an origination application sequence, 
and if each sequence contains a Communication 
Manager application,Communication Manager must 
be the same in both the sequences.
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Name Description
TerminationAppSequence Enter the default value of the termination 

application sequence. If you enter the termination 
application sequence, and if each sequence 
contains a Communication Manager application, 
Communication Manager must be the same in both 
the sequences.

HomeLocation Enter the home location value that you want to 
configure.

When you call numbers that are not associated with 
an administered user, dial-plan rules that are set 
in System Manager are applied to complete the 
call based on this home location regardless of the 
physical location of the SIP device used to make 
the call.

ConferenceFactorySet Enter the conference factory set value.

The conference factory set to enable media 
capability-based call routing to the conferencing SIP 
entities.

This key is optional.
EnableCentralizedCallLog Select a value to enable call logs centralized.

The devices registered in MDA mode are able to 
view the full history irrespective of the device the 
call was made from.

This key is optional.
CMName Enter the name of Communication Manager.
CMTemplateName Enter Communication Manager template name.

The template name is used to create the endpoint. 
Communication Manager uses the values defined in 
the template if you do not provide other values.

SetType Enter the set type of the endpoint.

Configure value based on the value configured in 
CMTemplateName.

SecurityCode Enter a numeric value as the security code for 
authorized access to the endpoint.

VoiceMailNumber Enter the default voicemail number.
EnhCallrInfodisplay The Enhanced Callr-Info Display check box is used 

for 1- line display phone.

This key is optional.
DeleteOnUnassign Select a value.

Select Yes to delete the endpoint if it is unassigned.

Table continues…
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Name Description
OverRideEndpointName Select a value.

Select Yes to override endpoint name on 
Communication Manager with the value configured 
in System Manager during synchronization.

Select No to not override the endpoint name on 
Communication Manager with the name configured 
in System Manager during synchronization.

System The value of system is the Presence SIP Entity 
configured on System Manager Routing SIP Entity 
section.

This key is mandatory if the presence profile is 
enabled.

ImGatewaySipEntity Enter the ImGatewaySipEntity value.

The Presence Services instance for the user. This 
key is mandatory if the presence profile is enabled.

PublishViaAEsCollector Select System Default.

This key is mandatory if Presence profile is 
enabled.

CMPort The Communication Manager port is automatically 
populated when a station is created for SIP phones 
and on the set type selection.

This key is optional.
PreferredHandle By default Admin Portal sets 

extension@communicationAddress as a 
PreferredHandle.

PrimaryFixedRegion Enter the name of region only if Policy 
Based Session Manager is enabled and 
SessionManagerPolicyType is fixed-region.

When you specify the fixed-region, this field 
indicates the primary region of the Session 
Manager server.

SecondaryFixedRegion Enter the name of region only if Policy 
Based Session Manager is enabled and 
SessionManagerPolicyType is fixed-region.

When you specify the fixed-region, this field 
indicates the secondary region of the Session 
Manager server.

This key is optional.
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Name Description
ThirdFixedRegion Enter the name of region only if Policy 

Based Session Manager is enabled and 
SessionManagerPolicyType is fixed-region.

When you specify the fixed-region, this field 
indicates the third region of the Session Manager 
server.

This key is optional.
FourthFixedRegion Enter the name of region only if policy 

based Session Manager is enabled and 
SessionManagerPolicyType is fixed-region.

When you specify the fixed-region, this key 
indicates the fourth region of the Session Manager 
server.

SessionManagerPolicyType Enter the Session Manager policy type only if Policy 
Based Session Manager is enabled.

When you specify the fixed-region policy type, this 
field indicates the regions of the Session Manager 
server such as the primary, secondary, or third 
region.

This key is optional.
UserLoginDomain Enter the user login domain name.

The unique login name given to the user. The login 
name format is Username@UserLoginDomain. The 
login name creates your primary handle.

ThirdPartyClient Admin Portal supports Avaya Aura® X for Zoom 
Workplace (ZOOM) and Avaya Cloud Office (ACO) 
features.

You can select the following third-party client name:

• Avaya Cloud Office

• Zoom Workplace

Editing System Manager template
Procedure

1. From System Admin, go to Templates > SMGR.

System Admin displays the list of existing System Manager templates.

2. Find the System Manager template to update and click the Edit icon.

3. Update the required details.

4. Click Update.
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Getting data from server for the System Manager template
About this task
When you add or edit a System Manager template, you can use the get data from server button to 
populate the values in the System Manager template.

Procedure
1. From System Admin, go to Templates > SMGR.

2. Do one of the following:

• To add a new template, do the following:

a. Click Add.

b. Click Get Data from Server.

System Admin displays the Get Template Data From Server dialog box.

c. In the Identifier field, type LoginName.

d. In the Server field, select the server.

e. Click Get Template Data.

• To edit a template, do the following:

a. Find the System Manager template to update and click the Edit icon.

b. Click Get Data from Server.

System Admin displays the Get Template Data From Server dialog box.

c. In the Identifier field, type LoginName.

d. Click Get Template Data.

System Admin populates the values in the new or the existing System Manager template 
with entries from the server.

Exporting System Manager template
About this task
You can export the list of existing System Manager templates in .csv format.

Procedure
1. From System Admin, go to Templates > SMGR.

System Admin displays the list of existing System Manager templates.

2. Click Export.

System Admin downloads the System Manager template files to your computer.
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Importing System Manager template
About this task
You can import a list of System Manager templates to an existing System Manager template list.

Before you begin
Fill in the details for each template, such as name and CM. Save the spreadsheet file on your 
computer in .csv format.

Procedure
1. From System Admin, go to Templates > SMGR.

System Admin displays the list of existing System Manager templates.

2. Click Import.
3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.

Exporting data from System Manager template
About this task
You can export data such as name, key, and value from the list of existing System Manager 
templates in .csv format.

Procedure
1. From System Admin, go to Templates > SMGR.

System Admin displays the list of existing System Manager templates.

2. Click Export Data.

System Admin downloads the file with name, key, and value details from the list of System 
Manager template files to your computer.

Importing data to System Manager template
About this task
You can import a list of System Manager template data to an existing System Manager template 
list.

Before you begin
Fill in the details for each template, such as name, key, and value. Save the spreadsheet file on 
your computer in .csv format.

Template management

August 2025 Administering Avaya System Admin Portal 44
Comments on this document? 

45

https://onecare.avaya.com/customercare/en/documentation/feedback?formId=1399859460448&p1=S3&p2=AdministeringAvayaSystemAdminPortal&p3=11


Procedure
1. From System Admin, go to Templates > SMGR.

System Admin displays the list of existing System Manager templates.

2. Click Import Data.

3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.

Communication Manager template

Add options in Communication Manager template management
In Communication Manager template management, you can add a template using two options.

Related links
Adding a new Communication Manager template on page 45
Copying an existing Communication Manager template on page 46

Adding a new Communication Manager template
About this task
Add a new template and key and value pairs to the add table.

Procedure
1. From System Admin, go to Templates > CM.

2. Click Add.

System Admin displays the Add dialog box.

3. In the Name field, type the name of the template.

4. In the Ext type field, type the extension type. For example, agent and vdn.

5. Add or edit the required Key and Value pairs.

6. Click Add.
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Copying an existing Communication Manager template
About this task
Perform the following steps in this procedure to copy an existing template and customize the 
template.

Procedure
1. From System Admin, go to Templates > CM.

2. Find the template to copy and click the Copy icon.

System Admin displays the Copy Template dialog box.

3. In the Name field, type the name of the new template.

4. Click Copy.

5. In the newly added template, click the Edit icon to change the required Key and Value 
pairs.

Editing Communication Manager template
Procedure

1. From System Admin, go to Templates > CM.

System Admin displays the list of existing CM templates.

2. Find the CM template to update and click the Edit icon.

3. Update the required details.

4. Click Update.

Getting data from server for the Communication Manager 
template

About this task
When you add or edit a Communication Manager template, you can use the get data from server 
button to populate the values in the Communication Manager template.

Procedure
1. From System Admin, go to Templates > CM.

2. Do one of the following:

• To add a new template, do the following:

a. Click Add.

b. Click Get Data from Server.

System Admin displays the Get Template Data From Server dialog box.

c. In the Identifier field, type Station or AgentLoginID or VDN.
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d. In the Server field, select the server.

e. Click Get Template Data.

• To edit a template, do the following:

a. Find the Communication Manager template to update and click the Edit icon.

b. Click Get Data from Server.

System Admin displays the Get Template Data From Server dialog box.

c. In the Identifier field, type Station or AgentLoginID or VDN.

d. Click Get Template Data.

System Admin populates the values in the new or the existing Communication Manager 
template with entries from the server.

Exporting Communication Manager template
About this task
You can export the list of existing Communication Manager templates in .csv format.

Procedure
1. From System Admin, go to Templates > CM.

System Admin displays the list of existing Communication Manager templates.

2. Click Export.

System Admin downloads the Communication Manager template files to your computer.

Importing Communication Manager template
About this task
You can import a list of Communication Manager templates to an existing Communication 
Manager template list.

Before you begin
Fill in the details for each template, such as name and extension type. Save the spreadsheet file 
on your computer in .csv format.

Procedure
1. From System Admin, go to Templates > CM.

System Admin displays the list of existing Communication Manager templates.

2. Click Import.
3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.
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System Admin displays the status of the files uploaded.

6. Click Submit.

Exporting data from Communication Manager template
About this task
You can export data such as name, key, and value from the list of existing Communication 
Manager templates in .csv format.

Procedure
1. From System Admin, go to Templates > CM.

System Admin displays the list of existing Communication Manager templates.

2. Click Export Data.

System Admin downloads the file with name, key, and value details from the list of 
Communication Manager template files to your computer.

Importing data to Communication Manager template
About this task
You can import a list of Communication Manager template data to an existing Communication 
Manager template list.

Before you begin
Fill in the details for each template, such as name, key, and value. Save the spreadsheet file on 
your computer in .csv format.

Procedure
1. From System Admin, go to Templates > CM.

System Admin displays the list of existing Communication Manager templates.

2. Click Import Data.

3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.

Template management

August 2025 Administering Avaya System Admin Portal 48
Comments on this document? 

49

https://onecare.avaya.com/customercare/en/documentation/feedback?formId=1399859460448&p1=S3&p2=AdministeringAvayaSystemAdminPortal&p3=11


Call Management System template

Add options in Call Management System template management
You can add a template using two options in Call Management System template management.

Related links
Adding a new Call Management System template on page 49
Copying an existing Call Management System template on page 49

Adding a new Call Management System template
About this task
Add a new template and key and value pairs to the add table.

Procedure
1. From System Admin, go to Templates > CMS.

2. Click Add.

System Admin displays the Add dialog box.

3. In the Name field, type the name of the template.

4. Add or edit the required Key and Value pairs.

5. Click Add.

Copying an existing Call Management System template
About this task
Perform the steps in this procedure to copy an existing template and customize the template.

Procedure
1. From System Admin, go to Templates > CMS.

2. Find the template to copy and click the Copy icon.

System Admin displays the Copy Template dialog box.

3. In the Name field, type the name of the new template.

4. Click Copy.

5. In the newly added template, click the Edit icon to change the required Key and Value 
pairs.

Editing Call Management System template
Procedure

1. From System Admin, go to Templates > CMS.
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System Admin displays the list of existing CMS templates.

2. Find the CMS template to update and click the Edit icon.

3. Update the required details.

4. Click Update.

Getting data from server for the Call Management System 
template

About this task
When you add or edit a Call Management System template, you can use the get data from server 
button to populate the values in the Call Management System template.

Procedure
1. From System Admin, go to Templates > CMS.

2. Do one of the following:

• To add a new template, do the following:

a. Click Add.

b. Click Get Data from Server.

System Admin displays the Get Template Data From Server dialog box.

c. In the Identifier field, type LoginName.

d. In the Server field, select the server.

e. Click Get Template Data.

• To edit a template, do the following:

a. Find the Call Management System template to update and click the Edit icon.

b. Click Get Data from Server.

System Admin displays the Get Template Data From Server dialog box.

c. In the Identifier field, type LoginName.

d. Click Get Template Data.

System Admin populates the values in the new or the existing Call Management System 
template with entries from the server.

Exporting Call Management System template
About this task
You can export the list of existing Call Management System templates in .csv format.
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Procedure
1. From System Admin, go to Templates > CMS.

System Admin displays the list of existing Call Management System templates.

2. Click Export.

System Admin downloads the Call Management System template files to your computer.

Importing Call Management System template
About this task
You can import a list of Call Management System templates to an existing Call Management 
System template list.

Before you begin
Fill in the details for each template such as name. Save the spreadsheet file on your computer 
in .csv format.

Procedure
1. From System Admin, go to Templates > CMS.

System Admin displays the list of existing Call Management System templates.

2. Click Import.
3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.

Exporting data from Call Management System template
About this task
You can export data such as name, key, and value from the list of existing Call Management 
System templates in .csv format.

Procedure
1. From System Admin, go to Templates > CMS.

System Admin displays the list of existing Call Management System templates.

2. Click Export Data.

System Admin downloads the file with details such as name, key, and value from the list of 
Call Management System template files to your computer.
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Importing data to Call Management System template
About this task
You can import a list of Call Management System template data to an existing Call Management 
System template list.

Before you begin
Fill in the name, key, and value details for each template. Save the spreadsheet file on your 
computer in .csv format.

Procedure
1. From System Admin, go to Templates > CMS.

System Admin displays the list of existing Call Management System templates.

2. Click Import Data.

3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.

Voicemail template

Add options in voicemail template management
In voicemail template management, you can add a template using two options.

Related links
Adding a new voicemail template on page 52
Copying an existing voicemail template on page 53

Adding a new voicemail template
About this task
Add a new template and key and value pairs to the add table.

Procedure
1. From System Admin, go to Templates > Voicemail.
2. Click Add.

System Admin displays the Add dialog box.
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3. In the Name field, type the name of the template.

4. Add or edit the required Key and Value pairs.

5. Click Add.

Copying an existing voicemail template
About this task
Perform the steps in this procedure to copy an existing template and customize the template.

Procedure
1. From System Admin, go to Templates > Voicemail.
2. Find the template to copy and click the Copy icon.

System Admin displays the Copy Template dialog box.

3. In the Name field, type the name of the new template.

4. Click Copy.

5. In the newly added template, click the Edit icon to change the required Key and Value 
pairs.

Voicemail key and value pair descriptions
Key Value description
Company Name Enter the default company name.
Feature Group Name The feature group name determines the rules for 

the associated voicemail box. The following are the 
four feature groups:

• Default users: A feature group that is commonly 
used for most users.

• Basic users: A feature group for users with limited 
voicemail functionalities.

• Mobility users: A feature group for mobility users.

• Professional users: A feature group for users with 
a specific set of professional functionalities.

In the Feature Group Name field, enter Default 
users.

Department Name This field is optional. To request other department 
names, open a ticket with Avaya.

Enter the default department name.
Storage Mode Select Database.

Table continues…
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Key Value description
Use Feature Group Settings for IMAP Use Feature Group Settings for IMAP has two 

values:

• Yes: Select this option to use the feature group 
settings for IMAP.

• No: Select this option to not use the feature group 
settings for IMAP.

Select No. Avaya Enterprise Cloud™ does not 
support IMAP synchronization.

Mailbox Capability Mailbox capability has two values:

• Basic: Select this option to use the basic license 
type.

• Advanced: Select this option to use the advanced 
license type.

Select Advanced to explore enhanced 
functionalities and unlock advanced features such 
as the voicemail to email feature. A basic license 
supports standard voicemail features, enabling you 
to send and receive voicemails seamlessly.

NumericPassword Use the NumericPassword key to set a unique and 
secure numeric password to access your voicemail 
box using a phone.

In Avaya Enterprise Cloud™, the minimum numeric 
password length is set to 8, and the maximum 
length is 20 numbers.

Enter the default value.
MailPassword Use the default value.
LIFO Select Yes to set the Message Playback order to 

LIFO.

The default value is No. The optional key displays 
the newest message first.

MbxShowGettingStarted The optional key has two values:

• Yes: Select this option to display the Getting 
Started page.

• No: Select this option to disable the Getting 
Started page.

Table continues…
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Key Value description
MbxShowToolTips The optional key has two values:

• Yes: Select this option to display the Hints help 
documentation.

• No: Select this option to disable the Hints help 
documentation.

TimeZoneId Select a time zone from the list.
require_MessageForwardAddress The optional key has two values:

• Yes: Select this option to add the message 
forward address for the mailbox.

• No: Select this option to disable the message 
forward address for the mailbox.

Use the default value.
require_EmailAddress The optional key has two values:

• Yes: Select this option to add an email address in 
the addresses for the mailbox.

• No: Select this option to disable adding an email 
address in the addresses for the mailbox.

Use the default value.
require_ReplyToAddress The optional key has two values:

• Yes: Select this option to add a reply address to 
the addresses in the mailbox.

• No: Select this option to disable the reply to 
address to the addresses in the mailbox.

Use the default value.
enable_AttachmentForMessageForwardAddress The optional key has two values:

• Yes: Select this option to enable the attachment 
for the message forward address for the mailbox.

• No: Select this option to disable the attachment 
for the message forward address for the mailbox.

Select No for PCI compliance. If you don't need to 
be PCI compliant, select Yes.

MessageForwardAddress_MessageType_Email The optional key has two values:

• Yes: Selects the Email check box for Message 
Type on the User Message Forward Properties 
page of the Avaya Messaging (IXM) interface.

• No: Clears the Email check box for Message 
Type on the User Message Forward Properties 
page of the Avaya Messaging (IXM) interface.
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Key Value description
MessageForwardAddress_MessageType_Fax The optional key has two values:

• Yes: Selects the Fax check box for Message 
Type on the User Message Forward Properties 
page. of the Avaya Messaging (IXM) interface.

• No: Clears the Fax check box for Message Type 
on the User Message Forward Properties page of 
the Avaya Messaging (IXM) interface.

MessageForwardAddress_MessageType_Misse
dCall

The optional key has two values:

• Yes: Selects the Missed Call check box for 
Message Type on the User Message Forward 
Properties page of the Avaya Messaging (IXM) 
interface.

• No: Clears the Missed Call check box for 
Message Type on the User Message Forward 
Properties page of the Avaya Messaging (IXM) 
interface.

MessageForwardAddress_MessageType_Voice The optional key has two values:

• Yes: Selects the Voice check box for Message 
Type on the User Message Forward Properties 
page of the Avaya Messaging (IXM) interface.

• No: Clears the Voice check box for Message 
Type on the User Message Forward Properties 
page of the Avaya Messaging (IXM) interface.

AddressTypeEmail_EmailDomain This field is optional.

Based on the formatter configuration in the 
Database configuration, this is used as a domain 
while formatting email address while adding entry 
for address type Email.

By default, the user email is used as it is in the 
email address.

AddressTypeReplyTo_EmailDomain This field is optional.

Based on the formatter configuration in the 
Database configuration, this is used as a domain 
while formatting email address while adding entry 
for address type ReplyTo.

By default, the user email is used as it is in the 
email address.

Table continues…
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Key Value description
IMAPEmailAddressDomain This field is optional.

Based on the formatter configuration in the 
Database configuration, this is used as a domain 
while formatting email address for the voicemail.

By default, the user email is used as it is in the 
email address.

MessageForwardAddressEmailDomain This field is optional.

Based on the formatter configuration in the 
Database configuration, this is used as a domain 
while formatting message forward email address.

By default, the user email is used as it is in the 
email address.

MFAHtmlContent The optional key includes the URL in the email to 
listen to voicemail.

The default value is No.

Editing voicemail template
Procedure

1. From System Admin, go to Templates > Voicemail.

System Admin displays the list of existing voicemail templates.

2. Find the voicemail template to update and click the Edit icon.

3. Update the required details.

4. Click Update.

Getting data from server for the voicemail template
About this task
When you add or edit a voicemail template, you can use the get data from server button to 
populate the values in the voicemail template.

Procedure
1. From System Admin, go to Templates > Voicemail.
2. Do one of the following:

• To add a new template, do the following:

a. Click Add.

b. Click Get Data from Server.

System Admin displays the Get Template Data From Server dialog box.
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c. In the Identifier field, type Voicemail number.

d. In the Server field, select the server.

e. Click Get Template Data.

• To edit a template, do the following:

a. Find the voicemail template to update and click the Edit icon.

b. Click Get Data from Server.

System Admin displays the Get Template Data From Server dialog box.

c. In the Identifier field, type Voicemail number.

d. Click Get Template Data.

System Admin populates the values in the new or the existing voicemail template with 
entries from the server.

Exporting voicemail template
About this task
You can export the list of existing voicemail templates in .csv format.

Procedure
1. From System Admin, go to Templates > Voicemail.

System Admin displays the list of existing voicemail templates.

2. Click Export.

System Admin downloads the voicemail template files to your computer.

Importing voicemail template
About this task
You can import a list of voicemail templates to an existing voicemail template list.

Before you begin
Fill in the details for each template such as name. Save the spreadsheet file on your computer 
in .csv format.

Procedure
1. From System Admin, go to Templates > Voicemail.

System Admin displays the list of existing voicemail templates.

2. Click Import.
3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.
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5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.

Exporting data from voicemail template
About this task
You can export data such as name, key, and value from the list of existing voicemail templates 
in .csv format.

Procedure
1. From System Admin, go to Templates > Voicemail.

System Admin displays the list of existing voicemail templates.

2. Click Export Data.

System Admin downloads the file with name, key, and value details from the list of 
voicemail template files to your computer.

Importing data to voicemail template
About this task
You can import a list of voicemail template data to an existing voicemail template list.

Before you begin
Fill in the name, key, and value details for each template. Save the spreadsheet file on your 
computer in .csv format.

Procedure
1. From System Admin, go to Templates > Voicemail.

System Admin displays the list of existing voicemail templates.

2. Click Import Data.

3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.
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System Manager Communication Manager template
The System Manager Communication Manager template displays a list of Communication 
Manager templates available in System Manager.

Note:
• In the SMGR CM template, System Admin displays only the add button and not the copy 

icon. In the SMGR CM template, you cannot copy an existing template.
• System Admin does not validate the value you enter in the Set Type field. Enter a set 

type value that is assigned to the Communication Manager endpoint template name in 
System Manager.

For more information on System Manager fields such as set type and Communication Manager 
endpoint template, see Administering Avaya Aura® System Manager.

Adding a new System Manager Communication Manager template
About this task
Add a new template and key and value pairs to the add table.

Procedure
1. From System Admin, go to Templates > SMGR CM.

2. Click Add.

System Admin displays the Add dialog box.

3. In the SMGR field, select the required System Manager.

4. In the CM Template Name field, type the name of the Communication Manager template.

5. In the Set Type field, type the name of the set.

6. From the Phone Type list, select the type of the phone.

Following are the options:

• Analog
• Digital
• IP

7. Click Add.

Editing System Manager Communication Manager template
Procedure

1. From System Admin, go to Templates > SMGR CM.

System Admin displays the list of existing System Manager Communication Manager 
templates.
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2. Find the System Manager Communication Manager template to update and click the Edit 
icon.

3. Update the required details.

4. Click Update.

Exporting System Manager Communication Manager template
About this task
You can export the list of existing System Manager Communication Manager templates in .csv 
format.

Procedure
1. From System Admin, go to Templates > SMGR CM.

System Admin displays the list of existing System Manager Communication Manager 
templates.

2. Click Export.

System Admin downloads the System Manager Communication Manager template files to 
your computer.

Importing System Manager Communication Manager template
About this task
You can import a list of System Manager Communication Manager templates to an existing 
System Manager Communication Manager template list.

Before you begin
Fill in the details such as System Manager, Communication Manager template name, and set type 
for each template. Save the spreadsheet file on your computer in .csv format.

Procedure
1. From System Admin, go to Templates > SMGR CM.

System Admin displays the list of existing System Manager Communication Manager 
templates.

2. Click Import.
3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the files uploaded.

6. Click Submit.
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911inform template
From System Admin, you can view the default 911inform template and update its configuration.

Exporting 911inform template
About this task
You can export the list of existing 911inform templates as a .csv file.

Procedure
1. From System Admin, go to Templates > 911inform.

System Admin displays the default 911inform template.

2. Click Export.

System Admin downloads the file with the default 911inform template to your computer.

Verint template

Verint template add options
You can add a Verint template using the Add option or Copy Template option available on the 
Verint page.

Adding a new Verint template
About this task
Add a new template and key and value pairs to the table on the Verint page.

Procedure
1. From System Admin, go to Template > Verint.

System Admin displays the Verint page.

2. Click Add.

System Admin displays the Add dialog box.

3. In the Name field, type the name of the template.

4. Add or edit the required Key and Value pairs.

5. Click Add.
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Copying an existing Verint template
About this task
You can copy an existing template and customize it.

Procedure
1. From System Admin, go to Template > Verint.

System Admin displays the Verint page.

2. Find a template to copy and click the Copy Template icon.

System Admin displays the Copy Template dialog box.

3. In the Name field, type the name of the new template.

4. Click Copy.

5. In the newly added template, click the Edit icon to change the required Key and Value 
pairs.

Verint key and value pair descriptions
Key Value description
Employee_type The employee type.
Organization The Organization assigned to a user. This field is 

optional.
Employee_Supervisor_Role_Name [1 to 5] User access rights. The role name if the user is a 

supervisor.
Employee_Supervisor_Role_Scope [1 to 5] The scope name (Organization or Group names) for 

the role. Use “User's current organization” to assign 
access rights to the current organization.

Employee_Supervisor_Role_Scope_Type [1 to 
5] 

The scope type (Organization or Group scope) for 
the supervisor role.

Employee_Agent_Role_Name [1 to 5] User access rights. The role name if the user is an 
agent.

Employee_Agent_Role_Scope [1 to 5] The scope name (Organization or group name) for 
the role. Use “user's current organization” to assign 
access rights to the current organization.

Employee_Agent_Role_Scope_Type [1 to 5] The scope type (Organization or Group scope) for 
the agent role.

Employee_Group_Name [1 to 5] The group name assigned to the user.
Employee_Skill_Name [1 to 5] The skill assigned to the user.
Employee_DataSource_Name [1 to 5] The user’s datasource field that is populated 

with the value of the options specified in 
Employee_DataSource_Value_Field.

Table continues…
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Key Value description
Employee_DataSource_Value_Field [1 to 5] The field value displays in the user’s datasource. 

Following are the options:

• [UserID]

• [UserEmailAddress]

• [UserEmailHandle]

• [StationExtensionNumber]

• [AgentLoginID]

• [SecondaryUserID]

• [EMPTY]

• [UserEmailHandle]@[AppConfig_FormatterConfig
_UserEmailDomain]

Recording_Extension_DataSource_Name The extension that will be added in the specified 
datasource for recording.

Recording_Extension_MemberGroup The extension that will be part of the specified 
member group.

Editing a Verint template
Procedure

1. From System Admin, go to Template > Verint.

System Admin displays the list of existing Verint templates.

2. Find the Verint template to update and click the Edit icon.

3. Update the required details.

4. Click Update.

Deleting a Verint template
Procedure

1. From System Admin, go to Template > Verint.

System Admin displays the list of existing Verint templates.

2. Find the Verint template to delete and click the Delete icon.

3. On the confirmation dialog box, click OK.

Exporting the Verint template
About this task
You can export the list of existing Verint templates in the .csv format.
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Procedure
1. From System Admin, go to Template > Verint.

System Admin displays the list of existing Verint templates.

2. Click Export.

System Admin downloads the Verint template file to your computer.

Exporting data from Verint templates
About this task
You can export data such as name, key, and value from the list of existing Verint templates in 
the .csv format.

Procedure
1. From System Admin, go to Template > Verint.

System Admin displays the list of existing Verint templates.

2. Click Export Data.

System Admin downloads the file with name, key, and value details from the list of Verint 
template files to your computer.

Importing the Verint template
About this task
You can import a list of Verint templates to an existing Verint template list.

Before you begin
Fill in the details for each template, such as name. Save the spreadsheet file on your computer in 
the .csv format.

Procedure
1. From System Admin, go to Template > Verint.

System Admin displays the list of existing Verint templates.

2. Click Import.
3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the uploaded files.

6. Click Submit.
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Importing data to Verint template
About this task
You can import a list of Verint template data to an existing Verint template list.

Before you begin
Fill in the details for each template, such as name, key, and value. Save the spreadsheet file on 
your computer in the .csv format.

Procedure
1. From System Admin, go to Template > Verint.

System Admin displays the list of existing Verint templates.

2. Click Import Data.

3. Click Choose File, browse the spreadsheet file on your computer, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.

System Admin displays the status of the uploaded files.

6. Click Submit.
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Chapter 8: Group management

Group overview
From System Admin, you can manage groups based on the location, organization unit, and the 
Communication Manager instance. For the groups that you add, you can configure the group 
range map and group template map from System Admin.

Adding a group
About this task
You can add a group from System Admin and configure the location, organization unit, and the 
Communication Manager instance for the group.

Procedure
1. From System Admin, go to Group Management > Group.

2. On the Group page, click Add.

System Admin displays the Add dialog box.

3. From the Location list, select the required location.

4. From the Org Unit list, select the organization unit.

5. From the CM list, select the Communication Manager instance.

6. Click Add.

Editing a group
Procedure

1. From System Admin, go to Group Management > Group.

System Admin displays the list of existing groups.

2. On the Group page, find the group to edit and click Edit.
3. Update the appropriate fields.

4. Click Update.
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Exporting groups
About this task
You can export a list of all the groups as a .csv file.

Procedure
1. From System Admin, go to Group Management > Group.

2. On the Group page, click Export.

System Admin downloads the file with group data to your computer.

Importing groups
About this task
Use this task to import groups to System Admin.

Before you begin
Fill in the details for each group, such as location, organization unit, and Communication Manager 
instance. Save the spreadsheet file on your computer in .csv format. You can download a sample 
template using the Export feature.

Procedure
1. From System Admin, go to Group Management > Group.

2. On the Group page, click Import.
3. Click Choose File, find the spreadsheet to import, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.
6. Review the valid and invalid entries.

7. Click Submit.

Group range map management
A group range map helps you set a range for a group on a Communication Manager instance. 
From System Admin, you can select a range and add a country code, an area code, the location 
prefix to add to the digits that users dial, and the digits to trim for a group.

For more information on the group range map fields, see Avaya Aura® Communication Manager 
Feature Description and Implementation.
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Adding a group range map
About this task
Use this task to add a group range map for groups that you add in System Admin. You can select 
a range and enter a country code, an area code, a location prefix, and the trim digits for the group.

Procedure
1. From System Admin, go to Group Management > Group Range Map.

2. On the Group Range Map page, click Add.

System Admin displays the Add dialog box.

3. From the Location-Org Unit list, select the required location and organization unit group.

4. From the Range list, select the required range type on a Communication Manager 
instance.

5. In the Country Code field, enter the required country code.

6. In the Area Code field, enter the required area code.

7. In the Prefix field, enter the prefix to add to the digits that a user in the group dials.

8. In the Trim Digits field, enter the required trim digits.

9. Click Add.

Editing a group range map
Procedure

1. From System Admin, go to Group Management > Group Range Map.

System Admin displays the list of existing group range maps.

2. Find the group range map to edit and click Edit.
3. Update the appropriate field values.

4. Click Submit.

Exporting group range maps
About this task
You can export the list of all group range maps in a .csv file.

Procedure
1. From System Admin, go to Group Management > Group Range Map.

2. On the Group Range Map page, click Export.

System Admin downloads the range maps file of the group to your computer.
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Importing group range maps
About this task
Use this task to import group range maps to System Admin.

Before you begin
Fill in the details for each group, such as location and organization unit group, range, country 
code, area code, prefix, and trim digits. Save the spreadsheet file on your computer in .csv 
format. You can download a sample template using the Export feature.

Procedure
1. From System Admin, go to Group Management > Group Range Map.

2. On the Group Range Map page, click Import.
3. Click Choose File, find the spreadsheet to import, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.
6. Review the valid and invalid entries.

7. Click Submit.

Group template map overview
A group template map assigns templates to groups and the associated parameters for a group. 
A group template map table has the selected agent template, CMS template, SM template, IXM 
template, voicemail coverage path, no voicemail coverage path, AD security group collection, and 
AXP user profile for a group.

Editing a group template map
Procedure

1. From System Admin, go to Group Management > Group Template Map.

System Admin displays the list of existing group template maps.

2. Find the group template map to edit and click Edit.
3. Update the required field values.

4. Click Submit.
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Edit group template map field descriptions
Name Description
Location-OrgUnit This field displays the preconfigured value for the 

location and organization unit group you add to the 
Group page.

Agent Template This field lists the available preconfigured value for 
the agent template. You can select a value from one 
of the available agent templates.

CMS Template This field displays the selected call management 
system template for the group template map. You 
can select a value from one of the available CMS 
templates.

SM Template This field displays the selected System Manager 
template. You can select a value from one of the 
available SM templates.

IXM Template This field displays the selected Avaya Messaging 
(IXM) server template for the group template map.

Verint Template This field displays the Verint template to associate it 
with the group template map.

Voicemail Coverage Path This field displays the voicemail coverage path 
number configured in Communication Manager.

No Voicemail Coverage Path This field displays the no voicemail coverage path 
number configured in Communication Manager.

AD Security Group Collection This field displays the default agent security group 
collection for a group template map. Select a value 
from one of the available options.

AXP User Profile This field displays a list of Avaya Experience 
Platform™ Public Cloud user profiles. Select one of 
the profiles.

Exporting group template maps
About this task
You can export the list of all group template maps in a .csv file.

Procedure
1. From System Admin, go to Group Management > Group Template Map.

2. On the Group Template Map page, click Export.

System Admin downloads the template maps file of the group to your computer.
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Importing group template map list
About this task
You can import a list of group template maps to existing group template maps.

Before you begin
Fill in the details, such as location and organization unit group, agent template, CMS template, 
SM template, IXM template, voicemail coverage path, no voicemail coverage path, AD security 
group collection, and AXP user profile for each group. Save the spreadsheet file on your computer 
in .csv format.

Procedure
1. From System Admin, go to Group Management > Group Template Map.

2. On the Group Template Map page, click Import.
3. Click Choose File, find the spreadsheet to import, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.
6. Check the valid and invalid entries.

7. Click Submit.

Group Media Gateway Map overview
From System Admin, you can manage media gateways based on the location and organization 
unit. You can add, edit, initialize, export, and import the media gateway group maps.

Adding a media gateway group map
About this task
You can add the media gateways administered on Communication Manager to get the ports for 
the Analog and Digital phone types.

Procedure
1. From System Admin, go to Group Management > Group Media Gateway Map.

2. On the Group Media Gateway Map page, click Add.

System Admin displays the Add dialog box.

3. From the Location-OrgUnit list, select the location and organization unit.

4. In the Media Gateway Start field, type the media gateway start number.

For example, if there are 1-10 media gateways, then the Media Gateway Start number will 
be 1 and the Media Gateway End number will be 10.
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5. In the Media Gateway End field, type the media gateway end number.

6. Click Add.

Editing a media gateway group map
Procedure

1. From System Admin, go to Group Management > Group Media Gateway Map.

2. Find the media gateway group map to edit and click the Edit icon.

3. In the Edit dialog box, update the required field values.

4. Click Update.

Initializing a media gateway group map
Procedure

1. From System Admin, go to Group Management > Group Media Gateway Map.

2. Find the media gateway group map and click the Initialize icon.

System Admin displays a confirmation dialog box to indicate that the media gateway group 
map is initialized.

Exporting a media gateway group map
About this task
You can export the list of media gateway group maps in the .csv format.

Procedure
1. From System Admin, go to Group Management > Group Media Gateway Map.

2. Click Export.

System Admin downloads the media gateway group map file to your computer.

Importing media gateway group map list
About this task
You can import the list of media gateway group maps to existing media gateway group maps.

Before you begin
Fill in the details, such as location and organization unit group, media gateway start, and media 
gateway end in a spreadsheet.

Procedure
1. From System Admin, go to Group Management > Group Media Gateway Map.

2. On the Group Media Gateway Map page, click Import.
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3. Click Choose File, find the spreadsheet to import, and click Open.

4. (Optional) Modify Bulk Request Name.

5. Click Next.
6. Check the valid and invalid entries.

7. Click Submit.

Searching a media gateway group map
Procedure

1. From System Admin, go to Group Management > Group Media Gateway Map.

2. On the Group Media Gateway Map page, click Search icon.

3. In the Search dialog box, type the field values.

4. Click Search.

System Admin displays the search result on the Group Media Gateway Map page.
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Chapter 9: Logs management

Workflow log overview
From System Admin, you can view the workflows on Admin Portal and Selfcare Portal. A workflow 
log contains information on workflows, such as the timestamp, workflow identifier, workflow status, 
purpose, run by user, run for user, response, and the source of the workflow. Examples of 
workflow include adding, updating, and deleting user resources such as agent, station, mailbox, 
coverage answer group, pickup group, announcement, hunt group, vector, user profile, and 
password.

Exporting workflow logs
About this task
You can export a list of all workflow logs in a .csv file. Use this list to get more information on the 
successful and failed workflow entries.

Procedure
1. From System Admin, go to Logs > Workflow Log.

2. On the Workflow Log page, click Export.

System Admin downloads the workflow logs file to your computer.

Transaction log overview
From System Admin, you can view the transactions on Admin Portal and Selfcare Portal. A 
transaction log contains information on a transaction, such as the timestamp, workflow ID, 
operation type, target, identifier, transaction status, message, and the source of the transaction. 
Examples of a transaction include add, update, delete, duplicate, reset, and logout operations on 
target such as Communication Manager, System Manager, CMS.

Exporting transaction logs
About this task
You can export a list of all transaction logs in a .csv file. Use this list to get more information on 
the successful and failed transaction entries.
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Procedure
1. From System Admin, go to Logs > Transaction Log.

2. On the Transaction Log page, click Export.

System Admin downloads the transaction logs file to your computer.

System log overview
You can view the system log for applications such as Admin Portal, System Admin, Selfcare 
Portal, CMConnector, DatabaseCleanup, InventoryScanner, Provisioning Web Service, 
RangeInitializer, and Transaction Executor.

Viewing a system log
About this task
From System Admin, you can build a search query to view the system logs for an application or an 
application component.

Procedure
1. From System Admin, go to Logs > System Log.

2. On the System Log page, from the Application list, select the required application.

3. From the Log Level list, select the required log level.

4. From the Date and Time (UTC) field, select the required start and end date and time 
range.

5. (Optional) In the Search field, enter the text filter to search.

6. (Optional) In the Thread Id field, enter a thread identifier for the search.

7. (Optional) In the Highlight field, enter the text to highlight in the search results.

System Admin displays a list of all matching system log entries for the application or 
application component that you select.

Report overview
From System Admin, you can generate customized reports and view several reports such as 
workflow activity, transaction activity, recent activity, and extension range usage.

Logs management
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Viewing a report
Procedure

1. From System Admin, go to Logs > Report.

System Admin displays the Report page.

2. In the Date and Time(UTC) field, select a date and time range for the report.

3. In the Source field, select one or all of the sources.

4. In the Workflow field, select one or all of the workflows.

5. In the Target field, select one or all of the servers.

6. Click Generate.

System Admin displays a report for the selected values.

Report overview
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Appendix A: Additional settings

System Admin icons
The following table lists the icons used in various screens of System Admin:

Icon Name Description
Search Displays the AD User window.

Edit Modifies the selected record.

Delete Removes the selected record.

Add New Adds a new record.

Cancel Cancels the record entry.

Import Opens file browser to import.

View Displays the log details.

Copy Copies the existing template.

Initialize Initializes an extension range when 
an extension range is entered or 
modified.

Using search filter
About this task
You can use the Search filter to search for specific records.

Procedure
1. From System Admin, go to any page to search for specific records.

2. In the Search filter, enter a value to search.

3. Press Enter.
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Sorting a list
About this task
You can sort a list of records according to a specific column. For example, you can sort the 
Supervisor list with the User ID column in ascending or descending order.

Procedure
1. From System Admin, click the column header of a list.

A  icon next to the column header indicates that the list is sorted in ascending order.

2. Click the column header again.

A  icon indicates that the list is sorted in descending order.

Opening a support ticket
About this task
Use this procedure to open a support ticket to request technical support or service change.
To change the values of the existing template or create a new template, raise an MACD ticket. For 
example, SM Template and CM Template.
When you log in with your Avaya OneCare Portal login credentials, your first name, last name, 
email address, and phone number are populated automatically.

Before you begin
Ensure that you have the Avaya OneCare Portal login credentials.

Procedure
1. Go to https://onecare.avaya.com.

2. From Avaya OneCare Portal, click the Avaya Cloud Solutions Support tile.

3. Click the Avaya Enterprise Cloud™ tile and click Sign In.

Avaya OneCare Portal displays the Sign On dialog box.

4. Enter your email address and click Next.

Avaya OneCare Portal displays Multi-Factor Authenticator (MFA).

5. Enter your email address and password.

6. On the Verify your identity dialog box, select your preferred MFA method and approve the 
sign-in request.

Avaya OneCare Portal displays a list of supported features.

7. Click the Avaya Enterprise Cloud™ Technical Support tile.

Sorting a list
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Avaya OneCare Portal displays the Avaya Enterprise Cloud™ Technical Support dialog 
box.

8. From the Select your type of request list, do one of the following:

Select Request Technical Support (Incident) to open an incident ticket.

• From the Select the option list, select the required value.
• From the Priority / Impact list, select the required value.

Select Request Moves Adds and Changes (MACD) to open an MACD ticket.

• From the Select the option list, select the required value.

9. Enter your Subscription ID.

10. Type the request details in the Short Description and Describe your request/issue in 
detail fields.

11. (Optional) To attach a file, click Upload file, browse the file from your computer, and click 
Open.

12. Click Submit.

Avaya Documentation Center navigation
For many programs, the latest customer documentation is available on the Avaya Documentation 
Center website at https://documentation.avaya.com. Some functionality is only available when you 
log in to the Avaya Documentation Center. The available functionality depends on your role.

Important:

If the documentation you are looking for is not available on the Avaya Documentation Center, 
you can find it on the Avaya Support website.

While navigating through the Documentation Center, you can click the Avaya Documentation 
Center logo at the top of the screen to return to the home page anytime. On the Avaya 
Documentation Center, you can do the following:

• Click Avaya Links in the top menu bar to access other Avaya websites, including the Avaya 
Support website.

• Click Languages ( ) in the top menu bar to change the display language and view 
localized documents.

• In the Search Documentation field, search for keywords and click Filter to filter by solution 
category, product, or user role.

You can select multiple items in each filter category. For example, you can select a product 
and multiple user roles.

• Click Library in the top menu bar to access the complete library of documents. Use the 
filtering options to refine your results.

Additional settings
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• After performing a search or accessing the library, you can sort content on the search results 
page. When you find the item you want to view, click it to open it.

• Use the table of contents in a document for navigation. You can also click < or > next to the 
document title to navigate to the previous topic or the next topic.

• Click Share ( ) to share a topic by email or copy the URL.

• Download a PDF of the current topic in a document, the topic and its subtopics, or the entire 
document.

• Print the section you are viewing.

• Add content to a collection by clicking Add to My Topics ( ). You can add the topic and its 
subtopics or add the entire publication.

• View the topics in your collections. To access your collections, click your name in the top 
menu bar and then click My Topics.

You can do the following:

- Create, rename, and delete a collection.

- Set a collection as the default or favorite collection.

- Save a PDF of the selected content in a collection and download it to your computer.

- Share content in a collection with others through email.

- Receive collections that others have shared with you.

• Click Watch ( ) to add a topic to your watchlist so you are notified when the content is 
updated or removed.

• View and manage your watchlist by clicking Watchlist from the top menu with your name.

You can do the following:

- Enable Email notifications to receive email alerts.

- Unwatch the selected content or all topics.

• Send feedback for a topic.

Avaya Documentation Center navigation
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