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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 Aura® 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:

• Managing users

• Managing user resources

• 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
3 August 2025 For Release 4.3, added the following sections:

• Configuring enhanced call forwarding on page 41

• Adding or Updating CMS Agent Details on page 34

• Verint User overview on page 93

• Adding a Verint user on page 93

• Add Verint User field descriptions on page 94

• Updating the Verint user settings on page 94

• Changing the Verint user template on page 95

• Exporting the Verint user details on page 95

• Downloading the Verint user bulk update worksheet on page 95

• Updating Verint user details in bulk on page 96

• Deleting a Verint user on page 96

• Verint Extension Recording overview on page 97

• Adding a Verint extension recording on page 97

• Add Verint Extension Recording field descriptions on page 97

• Updating the Verint Extension Recording settings on page 97

• Exporting the Verint extension recording details on page 98

• Downloading the Verint extension recording bulk update 
worksheet on page 98

• Updating Verint extension recording details in bulk on page 99

• Deleting a Verint extension recording on page 99

For Release 4.3, updated the following sections:

• Provision User field descriptions on page 16

• Agent Login ID field descriptions on page 32

• Provisioning the analog and digital phones on page 40

• Updating phone buttons on page 43

• Coverage path field descriptions on page 77

• List usage overview on page 103
Table continues…

Introduction
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Issue Date Summary of changes
2 March 2025 For Release 4.2, added the following sections:

• Managing the AD security group on page 24

• Resource management overview on page 31

• Downloading the station bulk update worksheet on page 45

• Downloading the voicemail bulk update worksheet on page 49

• Updating voicemail in bulk on page 49

• Changing the voicemail web password on page 51

• Duplicating a hunt group or skill on page 62

• List usage overview on page 103

• Retrieving usage details from Communication Manager on 
page 103

For Release 4.2, updated the following sections:

• Logging in to Admin Portal on page 14

• Provision User field descriptions on page 16

• Editing a user on page 19

• Renumbering the extension on page 25

• Add station field descriptions on page 35

• Changing the phone template on page 40

• Updating station details in bulk on page 46

• Add voicemail field descriptions on page 48

• The Location, Org Unit, and Public Resource fields are added to 
all the resources under Resources.

1 January 2025 Release 4.1 document.

Change history
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Chapter 2: Overview

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

You can use Admin Portal to onboard and offboard users with their associated resources and 
manage specific resources directly. You can assign user resources when onboarding a user or 
assign them later. Admin Portal logs all the transactions, and you can track the transactions when 
required.

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

Deployment types of Avaya Aura® Admin Portal
This section describes the deployment type of Avaya Aura® Admin Portal.

For information about the supported footprints, see “Supported footprints of Avaya Aura® Admin 
Portal”.

Note:

To deploy or set up the Avaya Aura® Admin Portal contact Avaya Customer Experience 
Services (ACES).

Deployment of Application Server and Database Server on the same server
Application Server and Database Server are co-hosted on a single server.

Deployment of Application Server and Database Server on different servers
Application Server and Database Server are hosted on different server.

Cold Standby redundancy support
• Two Application Servers, one will be an active node and other will be Cold Standby. You can 

stop services on the Active node and start services on the Standby node to fail over.
You must use the following order to stop the services:

1. sf_FaultManager
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2. sf_CMConnector
3. sf_CMMultiplexer
4. sf_HistoryMux

You must use the following order to start the services:
1. sf_HistoryMux
2. sf_CMMultiplexer
3. sf_CMConnector
4. sf_FaultManager

• Two Microsoft SQL Database Servers, one in a Primary data center and other in a Secondary 
data center (VMware). Both Microsoft SQL Database Servers use merge replication.

Note:
Admin Portal also supports the existing Microsoft SQL Database cluster that is shared by 
other applications in your premises.

Related links
Supported footprints of Avaya Aura Admin Portal on page 13

Supported footprints of Avaya Aura® Admin Portal
The following table lists the supported footprints of Avaya Aura® Admin Portal:

Footprints Co-deployed Deployed on different servers
Server Application Server and Database Server 

hosting MS SQL
Application Server Database Server 

hosting MS SQL
Operating System Windows Windows Windows
vCPUs 4 2 2
RAM 32 GB 16 GB 16 GB
Disk 300 GB 180 GB 200 GB
Endpoints 10,000 300,000

Supported applications
• Avaya Aura® System Manager Release 10.1.x and later

• Avaya Aura® Communication Manager Release 10.1.x and later

• Avaya Aura® Media Server Release 10.1.x and later

Supported footprints of Avaya Aura® Admin Portal
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• Call Management System Release 21.x and later

• Avaya Messaging (IXM) Release 11 Service Pack 2

Supported operating system version of Avaya Aura®

Admin Portal
The following table lists the supported Windows Server operating system version of Avaya Aura®

Admin Portal:

Server type Version
Application Server Windows Server 2016 and above (Standard Edition)
Database Server Windows Server 2016 and above (Datacenter Edition) and MS SQL 

Server 2016 and above (Standard Edition)

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

Before you begin
You must have an active Admin Portal account.

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

2. In the Username field, enter your username.

3. In the Password field, enter your password.

4. Click Sign in.

If there is a failure with any connector, Admin Portal displays an Active Alerts pop-up 
window after the successful log in. The Active Alerts pop-up window displays all the 
systems that have active alerts. The message displays the following details:

<Connector Type> | <Server Name>

5. Click Ok to continue.

Overview
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Chapter 3: User management

User management overview
You can onboard and offboard users and manage their associated communication resources, 
including stations, agent login IDs, voice mailboxes, and CMS supervisor accounts.

This chapter describes how to perform the following:

• Manage users

• Manage user resources

• Manage bulk operations

• Schedule workflows

Adding a user
About this task
When you add users, Admin Portal creates the associated communication resources. The fields in 
the Provision User form determine the type of resources and their configuration settings. Location 
and Org Unit determine the extension range and configuration templates. Bundle determines the 
type of resources and configuration settings.
Each new user you add receives an automatic email with their access details.

Before you begin
You must have the following information:

• User ID
• Email ID
• First name and last name of the user
• Location
• Org Unit
• Bundle information
• Report user group
• AD Security Group Collection

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

Admin Portal displays the Provision User page.

3. Enter the required user details.

4. From the Bundle list, select the required option to assign to the user.

Admin Portal displays configuration settings associated with the bundle.

5. Configure the required fields.

You can click  to view the configuration details of various templates.

6. From the Report User Group list, select the group for usage reporting purposes.

7. From the AD Security Group Collection list, select the AD security group collection.

8. Click Submit.
Related links

Provision User field descriptions on page 16
Adding users in bulk on page 27

Provision User field descriptions
Name Description
User ID User ID of an associate in your organization. User ID is unique for each user.
Email Email address of the user.
First Name First name of the user.
Last Name Last name of the user.
Location Location of the user. A pair of location and organization unit defines 

configuration templates and extension ranges to use.
Org Unit Organization unit of the user. A pair of location and organization unit defines 

configuration templates and extension ranges to use.
Bundle The calling features available to the user.
Report User Group Select a user group for usage reporting.
Secondary User ID A customizable text that can be used as a unique identifier or to store any 

additional information related to a user. You can enter up to 100 alphanumeric 
characters.

AD Security Group 
Collection

An AD security group collection.

The  icon next to the AD Security Group Collection drop-down field 
displays the information about the selected AD security group collection.

Agent Login ID Admin Portal displays this check box and the following associated fields when 
you select the CC Voice bundle:

Table continues…
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Agent Login ID Select the agent ID from the list of available agent login 
IDs or leave the field blank to automatically assign an 
agent login ID.

Dup Login ID Enter the login ID of the user whose details to copy.

Leave this field blank to use the default template 
configured for the department.

Template Predefined template for the agent login ID configuration.

Admin Portal selects a template automatically based 
on the selected Location and Org Unit, or select the 
required template to override the default configuration.

Station Admin Portal displays this check box and the following associated fields when 
any bundle is selected:
Phone Type The following are the options:

• IP

• Digital

• Analog

When you select the phone type as Digital or Analog, 
Admin Portal displays the Phone Port field.

Phone Port The port number for the digital and analog stations.
Dup User ID Enter the user ID of an existing user whose configuration 

details to copy.

Leave this field blank to use the default template 
configured for the department.

Extension Extension of the user.

Select an extension ID from the list of available 
extension numbers.

Leave this field blank to automatically assign the 
extension number.

Template System Manager template contains the configuration 

details defined in System Admin. Click  to view the 
template details. The values in the template determine 
the default station permission settings and outgoing call 
handling through the HomeLocation parameter.

Admin Portal selects a template automatically based 
on the selected Location and Org Unit, or select the 
required template to override the default configuration.

Table continues…
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CM Template Predefined Communication Manager endpoint template. 
Communication Manager template consists of station 
privileges and button layout. For example, phone 
buttons configuration.

Select the required template. If you leave this field 
blank, Admin Portal uses the configuration details for the 
selected station from System Manager.

Extension 
Recording

The extension configured within the Verint extension 
recording.

If you select Yes, Admin Portal adds the extension in the 
Verint extension recording.

DID Direct Inward Dialing (DID).

Select this check box to enable outside parties to call directly to an extension 
in your organization instead of going to a menu or a queue and dialing an 
extension.

CMS Supervisor Admin Portal displays this check box and the following associated field when 
you select the CC Voice bundle:

Select this check box to enable a CMS supervisor profile for a user.

A user with a CMS supervisor profile can generate the reports.

Note:

When you enable a CMS Supervisor profile for a user, the User ID must 
be in lowercase. If you enter the User ID in uppercase, Admin Portal 
changes it to lowercase.

Template Predefined template for the CMS supervisor 
configuration.

Admin Portal selects a template automatically based 
on the selected Location and Org Unit, or select the 
required template to override the default configuration.

Voicemail Admin Portal displays this check box and the following associated field when 
any bundle is selected:

Select this check box to access voicemails received on your phone.
Template Predefined template for the voicemail configuration.

Admin Portal selects a template automatically based 
on the selected Location and Org Unit, or select the 
required template to override the default configuration.

Voicemail For Admin Portal displays this field when you select the CC 
bundles with an agent and a station to provision.

Select Station or Agent. Based on the selection, Admin 
Portal configures voicemail for an agent or a station.

Table continues…
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Add Secondary 
Extension

Select this check box to add a secondary address for the 
voicemail. The secondary extension is added based on 
your Voicemail For selection.

If you select Station in the Voicemail For field, when 
you select the add secondary extension check box, the 
station is added with an agent ID.

Verint User Select this checkbox if you want to add a Verint user.
Template Template to apply for the Verint configurations.
Start Date The Verint user start date.
Is Supervisor If the Verint user is a supervisor, select Yes. This field is 

optional.
Is Team Lead If the Verint user is a team lead, select Yes. This field is 

optional.
Organization Select the organization for the Verint user.
Job Title Select the job title for the Verint user. This field is 

optional.
Supervisor Select the supervisor for the Verint user. This field is 

optional.
Team Lead Select the team lead for the Verint user. This field is 

optional.
User to Dup Access 
Rights

Select the Verint user to copy access rights. This field is 
optional.

Editing a user
About this task
You can edit the configuration details of a user, such as user resources, location, and bundle.

Procedure
1. From Admin Portal, go to Users > Manage.

Admin Portal displays the list of existing users.

2. Find the user to edit and click the Manage User Resources icon.

3. On the Manage User Resources page, do the following:

• Rename Resources: To change the user basic details. For example: User ID, Email, 
First Name, Last Name, and Secondary User ID

• Edit or Delete user resources

• Manage User Bundle

• Add More Stations

• Reassign User: To assign resources of an existing user to a new user.

• Reset AD Password

User management overview
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• Manage AD Security Groups

Related links
Provision User field descriptions on page 16
Adding user resources on page 20
Editing user resources on page 22

Deleting a user
About this task
When you delete a user, Admin Portal deletes all the resources assigned to that user. However, if 
a Verint integration is in place, the user is not deleted from Verint. Instead, the system retains the 
user record for auditing purposes and updates the end date on Verint to reflect the date the user 
was deleted from Admin Portal.

Procedure
1. From Admin Portal, go to Users > Manage.

Admin Portal displays the list of existing users.

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

3. On the De-Provision page, click Submit.
4. On the Confirmation dialog box, click Yes.

Related links
Deleting users in bulk on page 28

Exporting user configuration
About this task
You can export the configuration data of all users at once in .csv format.

Procedure
1. From Admin Portal, go to Users > Manage.

2. On the Users page, click Export.
Result
Admin Portal downloads the user configurations file to your computer.

Adding user resources
About this task
You can add user resources, such as voicemail, station, agent, and CMS supervisor. For example, 
if you provision a new user without a voicemail, add the user's voicemail resource with this 
procedure.

User management
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Procedure
1. From Admin Portal, go to Users > Manage.

Admin Portal displays the list of existing users.

2. Find the user to edit and click the Manage User Resources icon.

3. On the Manage User Resources page, click Manage User Bundle.

Admin Portal displays the Manage User Bundle dialog box.

4. Update the required fields.

5. Click Submit.
Related links

Provision User field descriptions on page 16

Viewing user resources
About this task
You can view the resources assigned to a user on the Manage User Resources page.

Procedure
1. From Admin Portal, go to Users > Manage.

Admin Portal displays the list of existing users.

2. Find the user to view details and click the Manage User Resources icon.

In the Resources section, Admin Portal lists the resources assigned to the selected user.

Related links
Provision User field descriptions on page 16

Managing user bundle
About this task
Use this procedure to change the existing bundle and report user group for a user. When you 
change the bundle, you can add the resources associated with the selected bundle. For example, 
voicemail.

Procedure
1. From Admin Portal, go to Users > Manage.

Admin Portal displays the list of existing users.

2. Find the user to edit and click the Manage User Resources icon.

3. On the Manage User Resources page, click Manage User Bundle.

4. Update the required fields.

5. Click Submit.
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Related links
Provision User field descriptions on page 16

Editing user resources
About this task
You can edit user resources, such as voicemail, station, agent, and CMS supervisor.

Procedure
1. From Admin Portal, go to Users > Manage.

Admin Portal displays the list of existing users.

2. Find the user to edit and click the Manage User Resources icon.

Admin Portal displays the Manage User Resources page.

3. In the Resources section, click the Edit icon for the resource to edit.

4. Update the required fields.

5. Click Submit.
Related links

Provision User field descriptions on page 16

Adding multiple stations to a user
Procedure

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

Admin Portal displays the list of existing users.

2. Find the user to edit and click the Manage User Resources icon.

Admin Portal displays the Manage User Resources page.

3. Click Add More Stations.

4. Enter the required details and click Submit.
5. On the Manage User Resources page, click Close.

Related links
Provision User field descriptions on page 16

Adding multiple voicemails to a user
About this task
You can add multiple voicemails to a user in one of the following ways:

• Using the Add More Stations feature:
When you add multiple stations, you can add a voicemail associated with each station.

• Using the Manage User Bundle feature:

User management
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If you add a station without a voicemail and you want to add a voicemail later, then you can 
add a voicemail to a station using this feature.

Procedure
1. From Admin Portal, go to Users > Manage.

Admin Portal displays the list of existing users.

2. Find the user to edit and click the Manage User Resources icon.

3. On the Manage User Resources page, do one of the following:

a. Click Add More Stations.

a. On the Add Station dialog box, enter the required details of the station.
b. Click the Voicemail check box and select the required Template.

b. Click Manage User Bundle.

a. On the Manage User Bundle dialog box, click the Voicemail check box.
b. Select the required Mailbox Number and Template.

4. Click Submit.
5. On the Manage User Resources page, click Close.

Related links
Provision User field descriptions on page 16

Renaming user resources
About this task
Use this procedure to modify the user ID, email address, first name, last name, and secondary 
user ID of a user.

Procedure
1. From Admin Portal, go to Users > Manage.

Admin Portal displays the list of existing users.

2. Find the user to edit and click the Manage User Resources icon.

Admin Portal displays the Manage User Resources page.

3. Click Rename Resources.

4. Edit the values in the User ID, Email, First Name, Last Name, Secondary User ID fields, 
or all of them.

5. Click Submit.

Reassigning user resources
About this task
Use this procedure to assign resources of an existing user to a new user. Admin Portal resets the 
passwords in target systems.

User management overview
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Note:
Reassignment of user resources recreates the existing voicemail.

Procedure
1. From Admin Portal, go to Users > Manage.

2. Find the existing user resource to reassign and click the Manage User Resources icon.

Admin Portal displays the Manage User Resources page.

3. Click Reassign User.
4. Enter the values in the User ID, Email, First Name, Last Name, and Secondary User ID 

fields.

5. Click Submit.
Result
Admin Portal reassigns all resources of an existing user to a new user.

Managing the AD security group
Procedure

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

2. Find the existing user resource to manage the AD security group and click the Manage 
User Resources icon.

Admin Portal displays the Manage User Resources page.

3. Click Manage AD Security Groups.

Admin Portal displays the Manage AD Security Groups: <User ID> page.

4. From AD Security Group Collection, select an AD security group collection.

5. Click Submit.

Admin Portal updates the AD security group collection for the user.

Resetting the AD user password
About this task

Note:
By default, the Reset AD Password button is disabled. To enable the Reset AD Password 
button, contact Avaya.

Procedure
1. From Admin Portal, go to Users > Manage.

2. Find the existing user resource to reset the AD password and click the Manage User 
Resources icon.

Admin Portal displays the Manage User Resources page.
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3. Click Reset AD Password.

Admin Portal displays the Reset AD Password: <User ID> page.

4. In New Password, type a new password for the user.

5. In Confirm Password, retype the new password.

6. Click Submit.

Admin Portal resets the password for the user.

Renumbering the extension
Procedure

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

Admin Portal displays the list of existing users.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the existing user resource to update and click the Manage User Resources icon.

Admin Portal displays the Manage User Resources page.

4. Find the station to update and click the Edit icon.

5. From the Action list, select Renumber Extension.

6. In the New Extension field, enter a new extension number.

7. Select the Delete existing voicemail check box to erase the voicemail box content.

If you do not select the Delete existing voicemail check box, Admin Portal renumbers 
and retains the messages and the voicemail settings.

8. Click Submit.

Setting an extension as primary
About this task
When you assign a station to a user for the first time, Admin Portal assigns its extension number 
as the primary extension to the user. If you assign multiple stations to a user, you can set any 
other extension number as the primary extension.

Procedure
1. From Admin Portal, go to Users > Manage.

Admin Portal displays the list of existing users.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the existing user resource to reassign and click the Manage User Resources icon.

Admin Portal displays the Manage User Resources page.
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4. Find the station to update and click the Edit icon.

5. From the Action list, select Set as Primary.

6. Click Submit.

Deleting user resources
About this task
Use this procedure to delete voicemail or CMS supervisor from the user resource.

Procedure
1. From Admin Portal, go to Users > Manage.

Admin Portal displays the list of existing users.

2. Find the user to edit and click the Manage User Resources icon.

Admin Portal displays the Manage User Resources page.

3. Click the Delete icon for the resource to delete.

4. On the Confirmation dialog box, click Yes.

5. On the Manage User Resources page, click Close.

Related links
Deleting a user on page 20

Deleting a station from user resources
About this task
When you delete a station from user resources, the extension number assigned to the station is 
released.
You cannot delete a station assigned as the primary extension to a user.

Before you begin
The user must have multiple stations.

Procedure
1. From Admin Portal, go to Users > Manage.

Admin Portal displays the list of existing users.

2. Find the user to edit and click the Manage User Resources icon.

Admin Portal displays the Manage User Resources page.

3. Click the Delete icon for the station to delete.

4. On the Confirmation dialog box, click Yes.

5. On the Manage User Resources page, click Close.
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Related links
Setting an extension as primary on page 25

Bulk provisioning overview
You can use the bulk management feature to upload multiple users simultaneously. You can 
download the sample template to upload users in bulk. Enter the details in an Excel template and 
upload the file.

Adding users in bulk
About this task
You can add multiple user accounts with bulk upload operation.

Before you begin
Ensure you download the sample template from the Bulk Provisioning page.
Fill in all the details including user ID, name, email, bundle, and report user group configuration 
details for each user. Save the spreadsheet file on your computer.

Procedure
1. From Admin Portal, go to Users > Bulk Provision.

Admin Portal displays the Bulk Provisioning page.

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

3. (Optional) Modify Bulk Request Name.

4. (Optional) To schedule the bulk provisioning at a future date, select the Schedule check 
box, select the date, and click Apply.

5. Click Next.

Admin Portal displays the status of the file uploaded.

6. Click Submit.
Related links

Adding a user on page 15
Provision User field descriptions on page 16
Scheduled workflows management on page 28
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Deleting users in bulk
About this task
You can remove multiple users simultaneously if the users are not required in your records. 
When you remove users in bulk, the associated resources are deleted permanently. For example, 
stations and voicemails.

Before you begin
Ensure you download the sample template from the Bulk De-Provision page.
Fill in the user ID for each user to delete and save the spreadsheet file on your computer.

Procedure
1. From Admin Portal, go to Users > Bulk De-Provision.

Admin Portal displays the Bulk De-Provisioning page.

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

3. (Optional) Modify Bulk Request Name.

4. (Optional) To schedule the bulk de-provisioning at a future date, select the Schedule 
check box, select the date, and click Apply.

5. Click Next.

Admin Portal displays the status of the file uploaded.

6. Click Submit.
Related links

Deleting a user on page 20
Scheduled workflows management on page 28

Scheduled workflows management
When bulk provisioning or de-provisioning is scheduled, Admin Portal creates a workflow. You can 
view and manage the workflow on the Scheduled Workflows page.

Performing a scheduled workflow
About this task
Admin Portal performs the scheduled workflows according to the schedule. You can perform a 
scheduled workflow in advance.

Procedure
1. From Admin Portal, go to Users > Scheduled Workflows.

2. From the Purpose list, select the purpose.
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Admin Portal lists the scheduled workflows.

3. Find the workflow to perform and click the Execute Now icon.

4. On the Confirmation dialog box, click Yes.

Related links
Adding users in bulk on page 27
Deleting users in bulk on page 28

Editing a scheduled workflow
About this task
You can change the date of a scheduled provisioning, de-provisioning, update agent settings, 
update phone details, update voicemail information, or update the System Manager user workflow.

Procedure
1. From Admin Portal, go to Users > Scheduled Workflows.

2. From the Purpose list, select the purpose.

Admin Portal lists the scheduled workflows.

3. Find the workflow to edit and click the Edit icon.

4. In the Execution Date field, select a date.

5. Click Update.

Related links
Adding users in bulk on page 27
Deleting users in bulk on page 28

Deleting a scheduled workflow
About this task
You can delete an existing scheduled workflow of provisioning or de-provisioning.

Procedure
1. From Admin Portal, go to Users > Scheduled Workflows.

2. From the Purpose list, select the purpose.

Admin Portal lists the scheduled workflows.

3. Find the workflow to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.

Related links
Adding users in bulk on page 27
Deleting users in bulk on page 28
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Exporting scheduled workflow details
About this task
You can export the details of all scheduled workflows in .csv format.

Procedure
1. From Admin Portal, go to Users > Scheduled Workflows.

2. From the Purpose list, select the required workflow details to view.

3. Click Export.
Result
Admin Portal downloads the scheduled workflows file to your computer.
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Chapter 4: Resource management

Resource management overview
From Admin Portal, you can manage specific resources, such as stations or agent login IDs, 
regardless of their association with a user. Therefore, for each resource, the resource identifier 
must be explicitly specified.

Each resource has the Location, Org Unit, and Public Resource fields.

From System Admin, you can manage Location and Org Unit. The location and org unit pair is 
called a group. Each group maps to extension ranges and templates.

Public Resource specifies whether a resource is public or not. To show resources to all the users, 
you can set Public Resource to Yes.

Role-based access for resources
If the user or the location and org unit pair is associated with a certain group scope, then the user 
can see 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.

Agent login ID configuration

Editing agent login ID settings
About this task
You can edit the settings of an agent login ID from Admin Portal.

Procedure
1. From Admin Portal, go to Resources > Agent Login ID.

Admin Portal displays the list of agent login IDs.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the agent login ID to edit and click the Edit icon.
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4. From the Action list, select Agent Settings.

5. In the Display Name field, type a name for the display.

6. In the COR field, enter the Class of Restriction (COR) value assigned to the agent.

7. In the Coverage Path field, enter the coverage path value.

The coverage path defines the order in which incoming calls are redirected to an alternate 
agent if a call is not answered.

8. In the Password field, enter a password.

9. In the Security Code field, enter the security code of the station.

10. In the Auto Answer field, select the auto answer value for the station.

11. In the Call Handling Preference field, select one of the following preferences to specify 
the call that the agent must receive when calls are in queue.

• greatest-need: For the oldest high priority call waiting for an agent with any skill level.

• percent-allocation: For the call waiting for an agent with a skill that deviates the most 
from the administered allocation.

• skill-level: For the oldest high priority call waiting for an agent with the highest skill 
level.

12. In the Forced Agent Logout Time (HH:MM) field, enter time in hours and select time in 
minutes.

13. Click Submit.

Agent Login ID field descriptions
Name Description
CM The Communication Manager associated with an 

agent.
LoginID The agent login ID.
Display Name The agent name.
UserID The UserID assigned to the agent.
Auto Answer The auto answer settings for the agent.
Report User Group The report user group assigned to the agent for 

billing purposes.
Location The location associated with the agent login ID.
Org Unit The organization unit associated with the agent 

login ID.
Public Resource Indicates that the resource is public. The following 

are the options:

• Yes

• No
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Updating agent login ID skills
Procedure

1. From Admin Portal, go to Resources > Agent Login ID.

Admin Portal displays the list of agent login IDs.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the agent login ID to update and click the Edit icon.

4. From the Action list, select Agent Skills.

5. In the Sr.No field, enter the serial number.

6. In the Skill Num field, enter a skill number for the agent.

7. In the Skill Level field, enter a number between 1 and 16 to specify a skill level for every 
skill you assign to the agent.

1 is the highest skill level, and 16 is the lowest.

8. From the Reserve Level list, select the following:

• None: Indicates no reserve or interruptible level.

• 1 or 2: Indicates the Expected Wait Time (EWT) threshold levels.

• a(uto-in-interrupt): To change to Auto-In when the notification time expires.

• m(anual-in-interrupt): To change to Manual-In when the notification time expires.

• n(otify-in-interrupt): To provide notification only

9. (Optional) To add more skills, click the Add icon and enter the required details.

10. (Optional) To remove an existing skill, click the Cancel icon.

11. Click Submit.

Changing the agent login ID template
Procedure

1. From Admin Portal, go to Resources > Agent Login ID.

Admin Portal displays the list of agent login IDs.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the agent login ID to update and click the Edit icon.

4. From the Action list, select Agent Template.

5. From the Template list, select the required template.

6. Click Submit.
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Adding or Updating CMS Agent Details
Procedure

1. From Admin Portal, go to Resources > Agent Login ID.

Admin Portal displays the list of agent login IDs.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the agent login ID to update and click the Edit icon.

4. From the Action list, select CMS Agent.
5. In the Display Name field, type the agent name.

6. In the Description field, type the agent description.

7. Click Submit.

Exporting agent login ID details
About this task
You can export details of all the agent login IDs at once in .csv format.

Procedure
1. From Admin Portal, go to Resources > Agent Login ID.

Admin Portal displays the list of agent login IDs.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the file with the agent login ID details to your computer.

Updating agent login ID in bulk
Before you begin
Fill in the details, such as Communication Manager name, agent ID, name, and COR value 
assigned to the agent. Save the spreadsheet file on your computer in .csv format.

Ensure you download the sample template from the Bulk Update: Agent page.

Procedure
1. From Admin Portal, go to Resources > Agent Login ID.

2. On the Agent Login ID page, click Bulk Update.

3. Click Choose File and find the spreadsheet to import, and then click Open.

4. (Optional) Modify Bulk Request Name.
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5. (Optional) Select the Schedule check box to set the date to a later date.

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

8. Click Submit.

Station overview
You can specify an extension to each station and assign the station to a user.

Adding a station
About this task
You can add a station in Admin Portal.

Procedure
1. From Admin Portal, go to Resources > Station.

2. On the Station page, click Add.

Admin Portal displays the Add Station dialog box.

3. Enter the required details.

4. Click Submit.
Related links

Add station field descriptions on page 35

Add station field descriptions
Name Description
Location The location assigned to the station.
Org Unit The organization unit assigned to the station.
Phone Type The following are the options:

• IP

• Digital

• Analog

When you select the phone type as Digital or Analog, Admin Portal 
displays the Phone Port field.

Phone Port The port number for the digital and analog stations.

Table continues…
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Name Description
Public Resource Indicates that the resource is public. The following are the options:

• Yes

• No
Extension The extension number of the station.
Security Code Security code of the station.
Bundle The bundled products and calling features available to the user. 

Select a bundle according to your requirement.
Report User Group The user group for usage reporting.

For example, Report User Group is used to label the resources or 
users for grouping in the usage metering report.

SM Template Avaya defines the configuration details for the System Manager 

template. Click  to view the template details. The values in 
the template determine the default station permission settings and 
outgoing call handling through the HomeLocation parameter.

CM Template Predefined Communication Manager endpoint template. The 
Communication Manager template consists of station privileges and 
button layout. For example, phone buttons configuration.

First Name The first name of the user.
Last Name The last name of the user.
Display Name The display name on the station.
COR Class of Restriction (COR) assigned to the station.

It defines different levels of call origination and termination privileges.

The  icon next to the COR field displays the Key and Value 
information about the entered COR value.

Coverage Path The order in which incoming calls are redirected to alternate stations if 
a call is not answered.

COS Class of Service (COS) assigned to the station.

It defines features and functions that a station user can access.

The  icon next to the COS field displays the key and value 
information about the entered COS value.

Auto Answer The auto answer value for the station.
acd answers only incoming acd calls.
all answers all incoming calls 

automatically.
icom internal communication, answers 

calls between user A and user B 
automatically.

Table continues…
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Name Description
none does not answer incoming calls.

Per Button Ring Control This field is available on the edit station page.

• y: Enables Automatic Abbreviated and Delayed ring transition for 
each call-appr on the station, select ring behavior individually for 
each call-appr or brdg-appr option.

To prevent the system from automatically moving the line selection 
to a silently alerting call, unless the call was audibly ringing earlier.

• n: Enables the calls on call-appr buttons always to ring the station

Enables the calls on brdg-appr buttons always ring or not ring 
based on the Bridged Call Alerting value.

To move line selection to a silently alerting call, if the call is not 
audibly ringing the station.

Note:

The abrdg-appr option is unavailable for SIP station.
IP Phone Group ID The Group ID number for the station.

Leave the field blank or enter a value between 0 to 999.
EC500 Number Leave the field blank or enter a phone number up to 16 digits.
Button Modules Enter a value between 0 to 3.

Viewing status of a station
About this task
You can view the general status and ACD status details of a station.

Procedure
1. From Admin Portal, go to Resources > Station.

2. On the Station page, find the station details to view and click the  icon.

Admin Portal displays General Status and ACD Status in the Status of Station dialog box.

3. Click Close.

View station status field descriptions
General Status

Name Description
Administered Type Displays the administered type of a station. For 

example, J179.
Active Coverage Option Specifies the active coverage path of a station.

Table continues…
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Name Description
Call Parked? Displays whether the station has a call parked.
EC500 Status Displays one of the following EC500 statuses:

• Enabled - Extension is enabled for cellular.

• Disabled - Extension is disabled for cellular.
Limit Incoming Calls? Displays the status of the Limit Number of 

Concurrent Call (LNNC).
Ring Cut Off Act? Displays if the ring cut-off is activated:

• yes - Ring cut off act is enabled.

• no - Ring cut off act is disabled.
SAC Activated? Displays if send all calls (SAC) is activated on the 

selected extension.
Service State Displays the state of the telephone endpoint. For 

example, out-of-service.
User Cntrl Restr Displays one or two of the following user control 

restriction statuses:

• none

• total

• stat-stat

• outward

• terminate
Group Cntrl Restr Displays one or two of the following group control 

restriction statuses:

• none

• total

• stat-stat

• outward

• terminate
User DND Displays the do not disturb status of the user.
Group DND Displays the do not disturb status of the group.

ACD Status

Name Description
On ACD Call Displays if the agent is on an ACD call.
Grp Displays the hunt group number.
Mod Displays the ACD work mode.
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Deleting a station
About this task
Delete a station if you do not require it. When you delete a station, the extension number assigned 
to the station is released. You cannot delete a station assigned as the primary extension to a user.

Procedure
1. From Admin Portal, go to Resources > Station.

Admin Portal displays the list of existing stations.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the station to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.

Exporting stations details
About this task
You can export all station details at once in .csv format.

Procedure
1. From Admin Portal, go to Resources > Station.

Admin Portal displays the list of existing stations.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the station details file to your computer.

Editing phone settings
About this task
You can update the phone settings configured to a station.

Procedure
1. From Admin Portal, go to Resources > Station.

Admin Portal displays the list of existing stations.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the station to update and click the Edit icon.

4. From the Action list, select Phone Settings.
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5. Update the required details.

6. Click Submit.
Related links

Add station field descriptions on page 35

Changing the phone template
Procedure

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

Admin Portal displays the list of existing stations.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the station to update and click the Edit icon.

4. From the Action list, select Phone Template.

5. From Phone Type, select a phone type.

When you select the phone type as Digital or Analog, Admin Portal displays the Phone 
Port field.

6. From Phone Port, select the port number for the digital and analog phones.

7. From the Template list, select a phone template.

8. From the CM Template list, select the Communication Manager template.

9. Click Submit.

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 ”.
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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”.

Configuring enhanced call forwarding
About this task
The Enhanced Call Forwarding feature forwards incoming calls to different destinations depending 
on whether they are from internal or external sources. You can configure the enhanced call 
forwarding for a station.
There are three types of Enhanced Call Forwarding. You can activate or deactivate any of these 
three types and can specify different destinations for calls that are from internal and external 
sources.

• Use Enhanced Call Forwarding Unconditional to forward all calls
• Use Enhanced Call Forwarding Busy to forward calls when the user’s line is busy
• Use Enhanced Call Forwarding No Reply to forward calls when the user does not answer the 

call

Procedure
1. From Admin Portal, go to Resources > Station.

Admin Portal displays the list of existing stations.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the station and click the Edit icon.

4. From the Action list, select Enhanced Call Forwarding.

5. In Unconditional For Internal Calls To and Unconditional For External Calls To, do the 
following:

a. In Forwarded Destination, type the destination extension number to forward the call.

b. In Active, select the status for the forwarded destination.
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The following are the options:

• Yes: Specifies the destination is active.

• No: Specifies the destination is inactive.

By default, the value is set to No.

6. In Busy For Internal Calls to and Busy For External Calls to, do the following:

a. In Forwarded Destination, type the destination extension number to forward the call.

b. In Active, select the status for the forwarded destination.

The following are the options:

• Yes: Specifies the destination is active.

• No: Specifies the destination is inactive.

By default, the value is set to No.

7. In No Reply For Internal Calls To and No Reply For External Calls To, do the following:

a. In Forwarded Destination, type the destination extension number to forward the call.

b. In Active, select the status for the forwarded destination.

The following are the options:

• Yes: Specifies the destination is active.

• No: Specifies the destination is inactive.

By default, the value is set to No.

8. From the SAC/CF Override list, select Yes to override active rerouting.

By default, the value is set to No.

9. Click Submit.

Enabling the Per Button Ring Control feature
Before you begin
You must have the station user credentials.

Procedure
1. From Admin Portal, go to Resources > Station.

Admin Portal displays the list of existing stations.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the station to update and click the Edit icon.

4. From the Action list, select Phone Settings.

5. In Per Button Ring Control, click y.
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6. Click Submit.

The Phone Button page displays the Ring option for the Bridge Appearance feature button 
when editing Phone buttons for the station.

Updating phone buttons
Procedure

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

Admin Portal displays the list of existing stations.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the station to update and click the Edit icon.

4. From the Action list, select Phone Buttons.

5. Assign a button type to each phone button.

6. To set a phone button as favorite, in the Favorite column, select the checkbox.

For None or line number, the Favorite checkbox is not available. The Favorite checkbox is 
available for SIP phones.

7. Enter the required value in the fields in the Data column according to the selected button 
type.

8. Click Submit.

Adding button modules
About this task
You can add up to three additional button modules and configure them as required.

Procedure
1. From Admin Portal, go to Resources > Station.

Admin Portal displays the list of existing stations.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the station to update and click Edit.
4. From the Action list, select Phone Settings.

5. Enter the required value in the Button Modules field.

You can configure up to three additional button modules.

6. From the Action list, select Phone Buttons.

7. Assign a button type to each phone button for the additional button modules you add.
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8. Click Submit.

Adding a public unknown number
About this task
You can add a public unknown number to a station to display the number as the calling party 
number for outbound calls.

Procedure
1. From Admin Portal, go to Resources > Station.

Admin Portal displays the list of existing stations.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the station to update and click the Edit icon.

4. From the Action list, select Public Unknown Number.
5. In the Number field, enter the number.

6. Click Submit.
7. Click Close.

Changing the SIP password
Procedure

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

Admin Portal displays the list of existing stations.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the station to update and click the Edit icon.

4. From the Action list, select SIP Password.

5. Enter a password in the New Password and Confirm Password fields.

6. Click Submit.

Managing bundle for a station
About this task
Use this procedure to change the existing bundle and report user group for a station not 
associated with a user. For example, a station in a conference room or lobby.

Procedure
1. From Admin Portal, go to Resources > Station.

Admin Portal displays the list of existing stations.
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2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the station to update and click the Edit icon.

4. From the Action list, select Manage Bundle.

5. Select the required values for the following fields:

• Bundle: The bundled products and calling features available to the user.
• Report User Group: The user group for usage reporting.
• Template: Select the required template. This field is disabled when you select UC Basic 

from the Bundle list.

6. Click Submit.

Assigning an IP phone group ID to a station
About this task
Use this task to assign an IP Phone Group ID to a station.

Procedure
1. From Admin Portal, go to Resources > Station.

Admin Portal displays the list of existing stations.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the station to update and click Edit.
4. From the Action list, select Phone Settings.

5. Enter the required value in the IP Phone Group ID field.

You can enter any integer value between 0 to 999.

6. Click Submit.

Downloading the station bulk update worksheet
About this task
Use this procedure to download the Communication Manager station or System Manager user 
worksheet.

Procedure
1. From Admin Portal, go to Resources > Station.

2. On the Station page, click Bulk Update.

3. On the Bulk Update: Station page, do one of the following:

• To download the Communication Manager station spreadsheet, in the Target System 
list, click CM Station.
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• To download the System Manager user spreadsheet, in the Target System list, click 
SMGR User.

4. Click Download Sample.

• For the Communication Manager station, Admin Portal downloads the following file on 
your local computer based on the user login.

- For Superuser: BulkUpdateSampleForStationForSuperUsers.csv
- For Other users (user with Avaya Admin role, Customer Admin role, Delegate Admin 

role, or other Admin Portal roles): BulkUpdateSampleForStation.csv
• For the System Manager user, Admin Portal downloads the 
BulkUpdateSampleForSMGRUser.csv file on your local computer.

Downloading the station header file worksheet
About this task
Use this procedure to download the Communication Manager station or System Manager user 
header file worksheet.

Procedure
1. From Admin Portal, go to Resources > Station.

2. On the Station page, click Bulk Update.

3. On the Bulk Update: Station page, do one of the following:

• To download the Communication Manager station spreadsheet, in the Target System 
list, click CM Station.

• To download the System Manager user spreadsheet, in the Target System list, click 
SMGR User.

4. Click Download File Headers.

Admin Portal downloads the header file on your local computer.

Updating station details in bulk
Before you begin
Download the bulk update sample and headers files and fill in the details.
For information about downloading the bulk update sample file, see “Downloading the station bulk 
update worksheet”.
For information about downloading the headers file, see “Downloading the station header file 
worksheet”.
For information about the supported keys that can be set in the bulk update .csv file, see Avaya 
Admin Portal Web Services API.
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Procedure
1. From Admin Portal, go to Resources > Station.

2. On the Station page, click Bulk Update.

3. On the Bulk Update: Station page, do one of the following:

• To update the Communication Manager station, in the Target System, click CM Station.

• To update the System Manager user, in Target System, click SMGR User.
4. Click Choose File, find the worksheet to import, and then click Open.

5. (Optional) Modify Bulk Request Name.

6. (Optional) Select the Schedule check box to set the execution date to a later date.

7. Click Next.
8. Review the valid and invalid entries.

9. Click Submit.
Related links

Downloading the station bulk update worksheet on page 45

Voicemail overview
When a user's extension is busy or not answered, the calls are routed to the user's voicemail.

Adding a voicemail
Procedure

1. From Admin Portal, go to Resources > Voicemail.
2. On the Voicemail page, click Add.

Admin Portal displays the Add Voicemail dialog box.

3. From the Voicemail list, select the required Avaya Messaging (IXM) server.

4. From the Template list, select the required voicemail template.

5. Enter the required details.

6. Click Submit.
Related links

Add voicemail field descriptions on page 48
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Add voicemail field descriptions
Name Description
Voicemail The name of Avaya Messaging (IXM) server 

associated with the voicemail.
Mailbox Number The full voicemail number of the user.
Location The location of the voicemail.
Org Unit The organization unit of the voicemail.
Public Resource Indicates that the resource is public. The following 

are the options:

• Yes

• No
Template The voicemail template that you use.
First Name First name of the user.
Last Name Last name of the user.
Email ID Email address of the user.

Deleting a voicemail
About this task
You can delete an existing voicemail from Admin Portal.

Procedure
1. From Admin Portal, go to Resources > Voicemail.

Admin Portal displays the list of existing voicemails.

2. (Optional) From the Server list, select the required Avaya Messaging server to filter the 
list.

3. Find the voicemail to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.

Exporting voicemail details
About this task
You can export all voicemail details at once in .csv format.

Procedure
1. From Admin Portal, go to Resources > Voicemail.

Admin Portal displays the list of existing voicemails.

2. (Optional) From the Server list, select the required Avaya Messaging server to filter the 
list.
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3. Click Export.
Result
Admin Portal downloads the voicemail details file to your computer.

Downloading the voicemail bulk update worksheet
Procedure

1. From Admin Portal, go to Resources > Voicemail.
2. On the Voicemail page, click Bulk Update.

3. On the Bulk Update: Voicemail page, click Download Sample.

Admin Portal downloads the BulkUpdateSampleForVoicemail.csv file on your local 
computer.

Next steps
Fill the Voicemail Bulk Update worksheet with the voicemail details.

Downloading the voicemail header file worksheet
Procedure

1. From Admin Portal, go to Resources > Voicemail.
2. On the Voicemail page, click Bulk Update.

3. On the Bulk Update: Voicemail page, click Download File Headers.

Admin Portal downloads the header file on your local computer.

Updating voicemail in bulk
Before you begin
Download the bulk update sample and headers files and fill in the details.
For information about downloading the bulk update sample file, see “Downloading the voicemail 
bulk update worksheet”.
For information about downloading the headers file, see “Downloading the voicemail header file 
worksheet”.
For information about the supported keys that can be set in the bulk update .csv file, see Avaya 
Admin Portal Web Services API.

Procedure
1. From Admin Portal, go to Resources > Voicemail.
2. On the Voicemail page, click Bulk Update.

3. On the Bulk Update: Voicemail page, in the Select File field, click Choose File to locate 
and select the voicemail bulk update worksheet from your computer.
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4. (Optional) Modify Bulk Request Name.

5. (Optional) Select the Schedule check box to set the date to a later date.

6. Click Next.
7. On the Review page, review the valid and invalid entries.

8. Click Submit.

Updating voicemail settings
About this task
You can configure the voicemail setting, such as a first and last name of the voicemail user, 
feature group, desktop capability, unlock voicemail account, and timezone from Admin Portal.

Procedure
1. From Admin Portal, go to Resources > Voicemail.

Admin Portal displays the list of existing voicemails.

2. (Optional) From the Server list, select the required Avaya Messaging server to filter the 
list.

3. Find the voicemail to update and click the Edit icon.

4. From the Action list, select Voicemail Settings.

5. In the First Name and Last Name field, enter the required name of the voicemail user.

6. From the Feature Group list, select the required feature group.

7. From the Desktop Capability list, select the required desktop capability.

8. From the Timezone list, select the required timezone for the voicemail user.

9. (Optional) Use the Mailbox Locked check box to lock or unlock your voicemail account.

10. Click Submit.
Related links

Add voicemail field descriptions on page 48

Changing the voicemail template
Procedure

1. From Admin Portal, go to Resources > Voicemail.

Admin Portal displays the list of existing voicemails.

2. (Optional) From the Server list, select the required Avaya Messaging server to filter the 
list.

3. Find the voicemail to update and click the Edit icon.

4. From the Action list, select Voicemail Template.
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5. From the Template list, select the required template.

6. Click Submit.

Changing the voicemail password
Procedure

1. From Admin Portal, go to Resources > Voicemail.

Admin Portal displays the list of existing voicemails.

2. (Optional) From the Server list, select the required Avaya Messaging server to filter the 
list.

3. Find the voicemail to update and click the Edit icon.

4. From the Action list, select Voicemail Password.

5. Enter a password in the New Password and the Confirm Password fields.

6. Click Submit.
7. Click Close.

Unlocking the voicemail account
About this task
Use this task to unlock your voicemail account if it gets locked due to multiple unsuccessful login 
attempts.

Procedure
1. From Admin Portal, go to Resources > Voicemail.

Admin Portal displays the list of existing voicemails.

2. (Optional) From the Server list, select the required Avaya Messaging server to filter the 
list.

3. From the Action list, select Voicemail Settings.

4. Find the voicemail to update and click Edit.
5. Clear the Mailbox Locked check box.

6. Click Submit.
7. Click Close.

Changing the voicemail web password
Procedure

1. From Admin Portal, go to Resources > Voicemail.
2. (Optional) From the Server list, select the required Avaya Messaging server to filter the 

list.
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3. Find the voicemail to update and click the Edit icon.

4. From the Action list, select Voicemail Web Password.

5. In the New Password field, type the new password.

6. In the Confirm Password field, confirm the new password.

7. Click Submit.

Updating voicemail secondary extension
About this task
Use this procedure to update or add voicemail details for an existing voicemail.

Procedure
1. From Admin Portal, go to Resources > Voicemail.

Admin Portal displays the list of existing voicemails.

2. (Optional) From the Server list, select the required Avaya Messaging server to filter the 
list.

3. Find the voicemail to update and click the Edit icon.

4. From the Action list, select Voicemail Secondary Extension.

5. Click the Edit icon.

6. In the Edit Voicemail Address dialog box, update the required details.

7. (Optional) To add a voicemail address for the voicemail, click Add and enter the required 
details.

8. (Optional) To remove an existing voicemail address, click the Delete icon.

9. Click Submit.
Result
Admin Portal updates the voicemail address details for an existing voicemail.

Supervisor overview
A user with a CMS supervisor profile can generate reports.

You can use reports to make business decisions based on entities, such as stations, skills, 
vectors, and vector directory numbers.

You can use reports to do the following:

• Manage call volume fluctuations

• Change agent skill assignments
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• Move agents between skills

• Initiate agent audit trails

• Change Vector Directory Numbers (VDNs) to vector associations

Adding a supervisor
Procedure

1. From Admin Portal, go to Resources > Supervisor.
2. On the Supervisor page, click Add.

Admin Portal displays the Add Supervisor dialog box.

3. From the CMS server list, select the required CMS server.

4. In the ACD Number field, type the ACD number for the supervisor.

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

6. From the Org Unit list, select the required organizational unit.

7. From the Public Resource list, select the required option.

Indicates that the resource is public. The following are the options:

• Yes
• No

By default, the value is set to No.

8. From the Template list, select the required CMS template.

9. In the Login Name field, type the login name for the supervisor.

10. In the Full Name field, type the name of the supervisor.

11. In the User ID field, type the user ID of the supervisor.

12. Click Submit.
Related links

Changing the supervisor template on page 54

Deleting a supervisor
Procedure

1. From Admin Portal, go to Resources > Supervisor.

Admin Portal displays the list of existing supervisors.

2. (Optional) From the Server list, select the required CMS server to filter the list.

3. Find the supervisor to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.
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Exporting supervisor details
About this task
You can export all supervisor details at once in .csv format.

Procedure
1. From Admin Portal, go to Resources > Supervisor.

Admin Portal displays the list of existing supervisors.

2. (Optional) From the Server list, select the required CMS server to filter the list.

3. Click Export.
Result
Admin Portal downloads the supervisor details file to your computer.

Changing the supervisor template
Procedure

1. From Admin Portal, go to Resources > Supervisor.

Admin Portal displays the list of existing supervisors.

2. (Optional) From the Server list, select the required CMS server to filter the list.

3. Find the supervisor to update and click the Edit icon.

4. From the Action list, select CMS Supervisor Template.

5. From the Template list, select the required template.

6. Click Submit.
Related links

Adding a supervisor on page 53

Changing the supervisor password
Procedure

1. From Admin Portal, go to Resources > Supervisor.

Admin Portal displays the list of existing supervisors.

2. (Optional) From the Server list, select the required CMS server to filter the list.

3. Find the supervisor to update and click the Edit icon.

4. From the Action list, select CMS Supervisor Password.

5. Enter a password in the New Password and the Confirm Password fields.

6. Click Submit.
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Updating supervisor VDN
About this task
You can configure the Vector Directory Numbers (VDN) of a supervisor from Admin Portal.

Procedure
1. From Admin Portal, go to Resources > Supervisor.

Admin Portal displays the list of existing supervisors.

2. (Optional) From the Server list, select the required CMS server to filter the list.

3. Find the supervisor to update and click the Edit icon.

4. From the Action list, select CMS Supervisor VDN.

5. Click Add.

6. In the VDN field, type a VDN.

7. Select the required value from Read, Write, and Exception.

8. (Optional) To add more VDNs, click the Add icon.

9. (Optional) To edit an existing VDN, click the Edit icon, make the necessary changes, and 
click Submit.

10. (Optional) To remove an existing VDN, click the Delete icon.

11. Click Submit.

Updating supervisor vector
About this task
You can configure multiple vectors for a supervisor from Admin Portal.

Procedure
1. From Admin Portal, go to Resources > Supervisor.

Admin Portal displays the list of existing supervisors.

2. (Optional) From the Server list, select the required CMS server to filter the list.

3. Find the supervisor to update and click the Edit icon.

4. From the Action list, select CMS Supervisor Vector.
5. Click Add.

6. In the Vector field, type a vector number.

7. Select the required value from Read, Write, and Exception.

8. (Optional) To add more vectors, click the Add icon.

9. (Optional) To edit an existing vector, click the Edit icon, make the necessary changes, and 
click Submit.

Supervisor overview

August 2025 Administering Avaya Aura® Admin Portal 55
Comments on this document? 

56

https://onecare.avaya.com/customercare/en/documentation/feedback?formId=1399859460448&p1=S3&p2=AdministeringAvayaAura%C2%AEAdminPortal&p3=5


10. (Optional) To remove an existing vector, click the Delete icon.

11. Click Submit.

Updating supervisor skills
About this task
You can add multiple skills for a supervisor from Admin Portal.

Procedure
1. From Admin Portal, go to Resources > Supervisor.

Admin Portal displays the list of existing supervisors.

2. (Optional) From the Server list, select the required CMS server to filter the list.

3. Find the supervisor to update and click the Edit icon.

4. From the Action list, select CMS Supervisor Skill.
5. Click Add.

6. In the Skill field, type a skill number.

7. Select the required value from Read, Write, and Exception.

8. (Optional) To add more skills, click the Add icon.

9. (Optional) To edit an existing skill, click the Edit icon, make the necessary changes, and 
click Submit.

10. (Optional) To remove an existing skill, click the Delete icon.

11. Click Submit.

VDN management
A Vector Directory Number (VDN) is a software extension number used to access a call vector. 
These extension numbers are not assigned to a physical device location. Each VDN is mapped to 
a call vector.

Adding a VDN
About this task
You can add a VDN to define the call vectoring feature.

Procedure
1. From Admin Portal, go to Resources > VDN.

2. On the VDN page, click Add.
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Admin Portal displays the Add VDN dialog box.

3. Enter the required details.

4. Click Submit.
Related links

Add VDN field descriptions on page 57

Add VDN field descriptions
Name Description
CM The name of Communication Manager associated 

with the VDN.
Extension The VDN extension.
Location The location assigned to the VDN.
Org Unit The organization unit assigned to the VDN.
Public Resource Indicates that the resource is public. The following 

are the options:

• Yes

• No
Template The VDN template.
Name The unique name for the VDN without any space. 

For example, SVSL1.

VDN of Origin Annc Extension The extension of the VDN of Origin Announcement.
TN Tenant number.

For this release, the value must be 1.

VDN Timed ACW Interval The timed ACW interval for the VDN.
After Xfer or Held Call Drops This field puts an auto-in agent into the Timed ACW 

mode when an ACD or DAC call on hold drops or 
the call is transferred and the Timed ACW feature is 
active. This replaces the Available mode.

• Yes: Communication Manager places an agent 
in the Timed ACW state if a caller on hold 
disconnects or the call is transferred, in addition 
to the existing conditions for Timed ACW.

• No: Communication Manager continues with the 
existing operation. This is the default value.

1st Skill The 1st skill number to assign.
COR The value to assign a class of restriction to the 

VDN.
2nd Skill The 2nd skill number to assign.

Table continues…
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Name Description
Vector A vector number.
3rd Skill The 3rd skill number to assign.
Return Destination The VDN extension number to which an incoming 

trunk call is routed if it returns to vector processing 
after the agent drops the call. When Meet-me 
Conferencing is disabled, this field follows VDN 
override rules when the system changes the 
“active” VDN for a call.

Call Origin The Call Origin field is applicable only if you enter 
a VDN extension in the Return Destination field. 
Use this field to administer the types of calls that 
will be redirected to the extension in the Return 
Destination field when the destination is released.

• external: Applies VDN Return Destination only to 
incoming external trunk calls directly to the VDN. 
This is the default setting.

• internal: Applies VDN Return Destination only to 
internal calls that have not been through vector 
processing. Internal calls for this purpose include 
trunk calls that are transferred, forwarded, or 
covered to the VDN or ASAI routed.

• both: Applies VDN Return Destination to both 
internal and external calls.

V1 - V9 Description A description of a variable.
V1 - V9 Assignment A variable assigned to the vector directory number.

Note:
From Release 3.9, the Identifier field is renamed to Extension.

Copying a VDN
About this task
Use this procedure to copy and customize an existing VDN.

Procedure
1. From Admin Portal, go to Resources > VDN.

Admin Portal displays the list of existing VDNs.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the VDN to copy and click the Copy icon.

4. Edit the appropriate field values.
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5. Click Submit.

Editing a VDN
Procedure

1. From Admin Portal, go to Resources > VDN.

Admin Portal displays the list of existing VDNs.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the VDN to edit and click the Edit icon.

4. Edit the appropriate field values.

5. Click Submit.
Related links

Add VDN field descriptions on page 57

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

Procedure
1. From Admin Portal, go to Resources > VDN.

Admin Portal displays the list of existing VDNs.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the file with the list of VDNs to your computer.

Deleting a VDN
Procedure

1. From Admin Portal, go to Resources > VDN.

Admin Portal displays the list of existing VDNs.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the VDN to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.
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Hunt group and skill overview
A hunt group simplifies the process of routing incoming calls. You can create multiple hunt groups. 
In each hunt group, you can create a group of members and assign an extension number 
to the group. You can regulate incoming calls to a specific extension number based on your 
requirements.
When you call a telephone number, Communication Manager connects the call to the extension 
number in the hunt group.
Use hunt groups to enable multiple people to answer calls to the same extension number. For 
example, you can create a hunt group for the following:

• A benefits department within your company
• A travel reservations service

A skill is a set of call service parameters you can apply to a VDN or a group of agents to manage 
calls of the same service category. For example, you can create a skill for managing calls for the 
billing service category.
You can create and assign skills to agents based on their expertise. When you assign a skill to an 
agent, the agent receives calls associated with the agent’s skill areas. You can assign a maximum 
of 120 skills to an agent.
You can also specify an agent selection method for ACD calls. Admin Portal routes a call to an 
agent based on the agent's skill level, the amount of time the agent is idle, or the percentage of 
time the agent spends on ACD calls since the last login.

Adding hunt group and skill
About this task
You can create hunt groups in Admin Portal to route multiple calls to a single telephone number. 
You can also select the call auto-distribution method to route calls. Each call to the number is 
connected to the next available extension within the hunt group. A hunt group is useful when you 
expect several calls to a particular telephone number.

Procedure
1. From Admin Portal, go to Resources > Hunt Group/Skill.
2. On the Hunt Group/Skill page, click Add.

Admin Portal displays the Add Hunt Group/Skill dialog box.

3. Enter the required details.

4. Click Submit.
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Add hunt group field descriptions
Name Description
CM Select the name of Communication Manager 

associated with the hunt group.
Group number Type a group number for the hunt group.
Location The location assigned to the hunt group.
Org Unit The organization unit assigned to the hunt group.
Public Resource Indicates that the resource is public. The following 

are the options:

• Yes

• No
Template Select the required template.
Group name Type a group name for the hunt group.
COR Enter a value to assign a class of restriction for the 

hunt group.
Group extension Type a group extension number.
TN Type the tenant number.
Coverage Path Type the coverage path for the hunt group.
ACD Select the required value.
Group Members Enter serial numbers and extension numbers.

This field is available if you do not select any value 
for the ACD field or select No for the ACD field.

To add multiple group members, click Add New.

The following fields are available only if you select Yes for the ACD field:

Name Description
Skill Select the required value.
Timed ACW Interval (sec) Enter a timed ACW interval for the hunt group.
After Xfer or Held Call Drops This field puts an auto-in agent into the Timed ACW 

mode when an ACD or DAC call on hold drops or 
the call is transferred and the Timed ACW feature is 
active. This replaces the Available mode.

• Yes: Communication Manager places an agent 
in the Timed ACW state if a caller on hold 
disconnects or the call is transferred, in addition 
to the existing conditions for Timed ACW.

• No: Communication Manager continues with the 
existing operation. This is the default value.

Table continues…
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Name Description
Redirect on No Answer (rings) Enter the number of rings, after which 

Communication Manager must redirect calls.
Redirect on No Answer to VDN Enter the VDN for call redirection due to redirection 

on no answer.
Redirect on IP/OPTIM Fail to VDN Enter the VDN for call redirection due to Redirection 

On IP Failure (ROIF) or Redirection On OPTIM 
Failure (ROOF).

Duplicating a hunt group or skill
About this task
Use this procedure to duplicate and customize an existing hunt group or skill.

Procedure
1. From Admin Portal, go to Resources > Hunt Group/Skill.
2. (Optional) From the Server list, select the required Communication Manager to filter the 

list.

3. Find the hunt group or skill to duplicate and click the Duplicate icon.

4. Edit the required field values.

5. Click Submit.

Editing a hunt group
About this task
You can edit hunt groups from Admin Portal. For example, you can edit group names or group 
extensions.

Procedure
1. From Admin Portal, go to Resources > Hunt Group/Skill.

Admin Portal displays the list of existing hunt groups and skills.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the hunt group to edit and click the Edit icon.

4. Edit the required field values.

5. Click Submit.
Related links

Adding hunt group and skill on page 60
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Deleting a hunt group
About this task
If a hunt group is no longer required, you can delete it from Admin Portal.

Procedure
1. From Admin Portal, go to Resources > Hunt Group/Skill.

Admin Portal displays a list of existing hunt groups and skills.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find a hunt group and click the Delete icon.

4. On the Confirmation dialog box, click Yes.

Exporting hunt group details
About this task
You can export the details of hunt groups and skills in .csv format.

Procedure
1. From Admin Portal, go to Resources > Hunt Group/Skill.

Admin Portal displays the list of existing hunt groups and skills.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the file with the details of hunt groups and skills to your computer.

Vector management
A vector is a set of commands that defines a call flow. For example, a call can be queued and 
routed to another destination. A vector can contain up to 99 steps.
You can write a vector step to define a type of process and arrange a set of vector commands in 
the required sequence. Depending on the command, you can do the following, for example:

• Place a call in the queue until an agent is available to answer the call
• Provide recorded information or delay announcements to the caller
• Enable the caller to leave a recorded message
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Adding a vector
About this task
When you add a vector, you can add up to 99 vector steps.

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

Admin Portal displays the Add Vector dialog box.

3. From the CM list, select the required Communication Manager.

4. In the Number field, type a number for the vector.

5. In the Name field, type the name of the vector.

6. Select the appropriate check boxes.

7. In the Vector Steps section, select an appropriate value for each step.

8. Click Submit.
Related links

Add Vector field descriptions on page 64
Vector commands descriptions on page 65

Copying a vector
About this task
Use this procedure to copy and customize an existing vector.

Procedure
1. From Admin Portal, go to Resources > Vector.

Admin Portal displays the list of existing vectors.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the vector to copy and click the Copy icon.

4. Edit the appropriate field values.

5. Click Submit.

Add Vector field descriptions
Name Description
CM The name of Communication Manager associated with the vector.

Table continues…
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Location The location assigned to the vector.
Org Unit The organization unit assigned to the vector.
Public Resource Indicates that the resource is public. The following are the options:

• Yes

• No
Number Enter a number for the vector.
Name Name of the vector.
Multimedia Select the Multimedia check box to answer the multimedia calls at the 

start of vector processing.
Vector Lock Select the Lock check box to display or modify the vector from a client 

application.
Attendant Vectoring Select the Attendant Vectoring check box to use the vector as an 

attendant vector. The default value is N.

Meetme Conf Select the Meetme Conf check box to use a Meetme conference 
bridge application.

Vector commands descriptions
Command option Description
adjunct Sends a message to an adjunct for routing instructions.
announcement Provides an announcement to the caller.
busy Provides a busy signal to the caller.
check Checks the status of a split or skill.
collect Collects the Caller Information Forwarding (CINFO) digits.
consider Defines the selected resource as a part of a Best Service Routing (BSR) 

consider series to get the data that BSR uses to compare resources.
converse-on Directs a call to a split or skill and activates the voice response script in a 

Voice Response Unit (VRU).
disconnect Disconnects a call.
goto Moves the vector processing to an earlier or later step in the vector.
messaging Enables the user to leave a message for the specified extension.
queue-to Queues a call to a split or skill and assigns a priority level to the call.
reply-best Returns the data to the primary vector on the server. The reply-best 

command can be used in status poll vectors and BSR applications.
return Returns the vector processing to the step following the goto command 

after a subroutine call is processed.
route-to Routes a call to the destination specified in the administered digit string.
set Performs arithmetic and string operations and assigns value to a vector 

variable.

Table continues…
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Command option Description
stop Stops the processing of subsequent vector steps.
wait-time Delays the vector processing of the next step.
# Enables you to enter comments in a vector step.

Editing a vector
Procedure

1. From Admin Portal, go to Resources > Vector.

Admin Portal displays the list of existing vectors.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the vector to edit and click the Edit icon.

4. (Optional) To export the existing vector steps in .csv format for a backup, click Export.

Admin Portal downloads the vector steps file to your computer.

5. Edit the appropriate field values.

6. (Optional) To comment a particular vector step instead of deleting it, click the Comment 
or uncomment icon.

When you comment a vector step, a # symbol is displayed right to the step and when you 
uncomment a step the # symbol is cleared.

7. Click Submit.
Related links

Add Vector field descriptions on page 64
Vector commands descriptions on page 65

Exporting vector details
About this task
You can export the list of existing vectors in .csv format.

Procedure
1. From Admin Portal, go to Resources > Vector.

Admin Portal displays the list of existing vectors.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the file with the list of vectors to your computer.
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Deleting a vector
About this task
As an administrator, you can use Admin Portal to delete a vector.

Procedure
1. From Admin Portal, go to Resources > Vector.

Admin Portal displays the list of existing vectors.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the vector to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.

Holiday table overview
A holiday table specifies the non-working days of your organization. You can also use holiday 
tables to process specific calls on certain dates.

Adding a holiday table
About this task
You can create a holiday table to capture individual holidays or holiday periods within a calendar 
year.

Procedure
1. From Admin Portal, go to Resources > Holiday Table.

2. On the Holiday Table page, click Add.

Admin Portal displays the Add Holiday Table dialog box.

3. From the CM list, select the required Communication Manager.

4. In the Table number field, type the number of the table.

5. In the Table name field, type the name of the table.

6. Enter the holiday details in the appropriate fields.

For a single holiday, enter the start month and start day. The end month and end day are 
not required.

For a holiday range, enter the start month, start day, end month, and end day. The holiday 
period must be within the current calendar year.

7. Click Submit.
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Related links
Holiday table field descriptions on page 68

Holiday table field descriptions
Use the data in the following table to create or update a holiday table:

Name Description
CM The Communication Manager associated with the holiday table.
Location The location associated with the holiday table.
Org Unit The organization unit associated with the holiday table.
Public Resource Indicates that the resource is public. The following are the options:

• Yes

• No
Table Number The holiday table number.
Table Name The holiday table name.

The name must not exceed 27 characters.
Start month The starting month of the holiday period.

Specifies a number in the range of 01 to 12.
Start day The start day of the holiday period.

Specifies a number in the range of 01 to 31.
Start hour The starting hour of the holiday period.

Specifies a number in the range of 00 to 23.
Start minute The starting minute of the holiday period.

Specifies a number in the range of 00 to 59.
End month The ending month of the holiday period.

Specifies a number in the range of 01 to 12.
End day The end day of the holiday period.

Specifies a number in the range of 01 to 31.
End hour The ending hour of the holiday period.

Specifies a number in the range of 00 to 23.
End minute The ending minute of the holiday period.

Specifies a number in the range of 00 to 59.
Description A description that identifies the holiday or holiday period.

For example, New Year's day.
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Editing a holiday table
Procedure

1. From Admin Portal, go to Resources > Holiday Table.

Admin Portal displays the list of existing holiday tables.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the holiday table to edit and click the Edit icon.

Admin Portal displays the Edit Holiday Table dialog box.

4. Edit the appropriate field values.

5. Click Update.

Related links
Holiday table field descriptions on page 68

Importing a holiday table
About this task
You can import a list of holidays to an existing holiday table.

Before you begin
Ensure you download the sample template from the Import Holiday Table dialog box.
Fill in the holiday details and save the spreadsheet file on your computer.

Procedure
1. From Admin Portal, go to Resources > Holiday Table.

Admin Portal displays the list of existing holiday tables.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the holiday table to update and click the Import icon.

Admin Portal displays the Import Holiday Table dialog box.

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

Ensure that you use the standard holiday table format to import. If you do not use the 
standard format, this can result in data loss from the existing holiday table.

5. Click Import.
6. Review and update the appropriate field values.

7. Click Confirm.

Related links
Holiday table overview on page 67

Holiday table overview

August 2025 Administering Avaya Aura® Admin Portal 69
Comments on this document? 

70

https://onecare.avaya.com/customercare/en/documentation/feedback?formId=1399859460448&p1=S3&p2=AdministeringAvayaAura%C2%AEAdminPortal&p3=5


Exporting details of holiday tables
About this task
You can export the list of existing holiday tables in .csv format.

Procedure
1. From Admin Portal, go to Resources > Holiday Table.

Admin Portal displays the list of existing holiday tables.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the file with the list of holiday tables to your computer.

Deleting a holiday table
Procedure

1. From Admin Portal, go to Resources > Holiday Table.

Admin Portal displays the list of existing holiday tables.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the holiday table to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.

Service hours table overview
Service hours tables specify service hours for your organization for each day of the week. In 
vector processing, service hours tables determine call handling during working and non-working 
hours.

Adding a service hours table
About this task
You can add service hours tables to adjust call routing to the shift schedule of your organization.

Procedure
1. From Admin Portal, go to Resources > Service Hours Table.

Admin Portal displays the Service Hours Table page.
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2. Click Add.

Admin Portal displays the Add Service Hours Table dialog box.

3. From the CM list, select the required Communication Manager.

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

5. From the Org Unit list, select the required organizational unit.

6. From the Public Resource list, select the required option.

Indicates that the resource is public. The following are the options:

• Yes
• No

By default, the value is set to No.

7. In the Table Number field, enter the number of the table.

8. In the Description field, enter the description of the table.

9. In the Use time adjustments from location field, leave the field blank or enter a value 
between 1 to 2000.

10. In the Use time adjustments from location field, enter the location value of the field 
from the Communication Manager locations table. Leave the field blank or enter a value 
between 1 and 2000.

11. In Add Service Hours Table, enter service hour times in the required fields.

12. Click Submit.

Editing a service hours table
Procedure

1. From Admin Portal, go to Resources > Service Hours Table.

Admin Portal displays the list of existing service hours tables.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the service hours table to edit and click the Edit icon.

Admin Portal displays the Edit Service Hours Table dialog box.

4. Edit the required field values.

5. Click Submit.
Related links

Adding a service hours table on page 70
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Exporting details of service hours tables
About this task
You can export the list of existing service hours tables in .csv format.

Procedure
1. From Admin Portal, go to Resources > Service Hours Table.

Admin Portal displays the list of existing service hours tables.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the file with the list of service hours tables to your computer.

Deleting a service hours table
Procedure

1. From Admin Portal, go to Resources > Service Hours Table.

Admin Portal displays the list of existing service hours tables.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the service hours table to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.

Vector routing table overview
A vector directory number (VDN) is an extension on an automatic call distributor that directs an 
incoming call to a vector. A vector is a user-defined sequence of functions, such as routing the 
call to a destination, giving a busy signal, or playing a recorded message. The vector routing table 
contains a set of defined numbers. Based on the call routing, the function related to the vector 
step is performed if the table contains that number.

Adding a vector routing table
About this task
You can create a vector routing table to store Automatic Number Identification (ANI) or digits that 
you refer to in the goto vector steps.

Procedure
1. From Admin Portal, go to Resources > Vector Routing Table.
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2. On the Vector Routing Table page, click Add.

Admin Portal displays the Add Vector Routing Table dialog box.

3. From the CM list, select the required Communication Manager.

4. From the Sort? list, select the required value.

5. Enter the values in the required fields.

6. Click Submit.
Related links

Add vector routing table field descriptions on page 73

Add vector routing table field descriptions
Name Description
CM The name of Communication Manager associated 

with the vector routing table.
Location The location associated with the vector routing 

table.
Org Unit The organization unit associated with the vector 

routing table.
Public Resource Indicates that the resource is public. The following 

are the options:

• Yes

• No
Number The identification number of the vector routing table. 

Valid entries are 1 to 999.
Name Name of the vector routing table.
Sort If the y(es) value is selected, the route numbers get 

sorted out in ascending order.

If the n(o) value is selected, the route numbers 
remain in the existing order.

Table continues…
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Name Description
Enter route numbers Enter the route number. You can enter wild cards, 

such as the plus "+" sign and the question "?" mark. 
The default value is blank.

The plus "+" sign represents a group of digits. The 
question "?" mark represents a single digit.

You can enter a maximum of 16 characters with the 
following restrictions:

• Enter only a plus sign "+," question mark "?," or 
numbers from 0 to 9. No other entries are valid

• Enter one plus sign "+" as the first or last 
character in the number field. However, you 
cannot use this character as the sixteenth 
character of the number field

• Use as many question marks "?" as required

• Do not use spaces in the number field

If you leave the field blank, the communication 
server stores the entry as a null value.

For example, 911 is a route number.

Editing a vector routing table
Procedure

1. From Admin Portal, go to Resources > Vector Routing Table.

Admin Portal displays the list of existing vector routing tables.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the vector routing table to edit and click the Edit icon.

Admin Portal displays the Edit Vector Routing Table dialog box.

4. Edit the appropriate field values.

5. Click Submit.
Related links

Add vector routing table field descriptions on page 73

Deleting a vector routing table
Procedure

1. From Admin Portal, go to Resources > Vector Routing Table.

Admin Portal displays the list of existing vector routing tables.
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2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the vector routing table to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.

Exporting details of vector routing tables
About this task
You can export the list of existing vector routing tables in .csv format.

Procedure
1. From Admin Portal, go to Resources > Vector Routing Table.

Admin Portal displays the list of existing vector routing tables.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the file with the list of vector routing tables to your computer.

Variables management
Variables are used in vector commands for the following purposes:

• Improve the efficiency of vector administration.
• Provide increased manager and application control over call treatments.
• Create more flexible vectors that serve the needs of contact center operations.

Editing a variable
About this task
You can edit an existing variable for a vector.

Procedure
1. From Admin Portal, go to Resources > Variables.

Admin Portal displays the list of existing variables.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the variable to edit and click the Edit icon.
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4. Edit the required field values.

5. Click Submit.
Related links

Variables field descriptions on page 76

Variables field descriptions
Name Description
Variable Name of the variable.
Description Description of the variable.
Type Select the type of variable.

Depending on the value selected in the Type field, Admin Portal displays one or 
more of the following fields:
Length Specify the string length applied when a value is 

assigned to the variable. Enter a value from 1 to 16.
Start Specify the beginning position of the digit string to be 

assigned to the variable. Enter a value from 1 to 96.
Assignment A number pre-assigned to the variable.
VAC The Vector Variable Feature Access Code (VAC) used 

for changing the value.
Scope Scope of the variable assigned automatically according to the Type you 

selected. The description of each scope is following:

• G(lobal): Global variables have system-wide values that apply to all vectors in 
which they are used.

• L(ocal): When the variable is local, its value is assigned based on call-specific 
information and applies only to the vector currently processing the call.

• P(ersistent): Persistent variables use data associated with a call and apply to 
multiple vectors that process the call.

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

Procedure
1. From Admin Portal, go to Resources > Variables.

Admin Portal displays the list of variables.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
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Result
Admin Portal downloads the file with the list of variables to your computer.

Coverage path management
A coverage path guides Admin Portal on steps to follow if you are not answering the phone. The 
coverage path routes the call to another number if a specific criteria is not met. For example, if you 
do not answer a call within a certain number of rings.
A coverage path number is a unique number in Avaya Aura® Admin Portal that identifies each 
coverage path. Each coverage path has a set of rules under the coverage criteria that prompts the 
Admin Portal to forward the call to the numbers defined as coverage points.

Adding a coverage path
Procedure

1. From Admin Portal, go to Resources > Coverage Path.

2. On the Coverage Path page, click Add.

Admin Portal displays the Add Coverage Path dialog box.

3. From the CM list, select the required Communication Manager.

4. In the Coverage Path Number field, type the coverage path number from Communication 
Manager.

5. Enter the required details.

6. Click Submit.

Coverage path field descriptions
Name Description
CM The Communication Manager associated with a 

coverage path.
Coverage Path Number The coverage path number on Communication 

Manager.
Location The location associated with the coverage path.
Org Unit The organization unit associated with the coverage 

path.
Public Resource Indicates that the resource is public. The following 

are the options:

• Yes

• No
Table continues…
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Name Description
Template Select the template configured for a coverage path.
Next Path Enter the number of the next coverage path in a 

coverage path chain.
Description The coverage path description on Communication 

Manager.
Active? Select the active coverage criteria for a coverage 

path.
Busy? Select the busy coverage criteria for a coverage 

path.
Don't Answer? Select the don’t answer coverage criteria for a 

coverage path.
Number of Rings Enter a specified number of rings at this coverage 

point, after which Admin Portal redirects the call to 
the next point in the coverage path.

Holiday Coverage? Select the holiday coverage criteria to redirect all 
calls during a holiday to a coverage path.

If you select Yes, Admin Portal displays the Holiday 
Table field.

Holiday Table The holiday table number.
Logged Off? Select the logged-off coverage criteria for a 

coverage path.
DND/SAC? Select the Do Not Disturb (DND) / Send All Calls 

(SAC) coverage criteria for a coverage path.
Points (1-6) Select the alternate destinations that comprise a 

coverage path.
Number of Rings Enter a specified number of rings at this coverage 

point, after which Admin Portal redirects the call to 
the next point in the coverage path.

Editing a coverage path
Procedure

1. From Admin Portal, go to Resources > Coverage Path.

Admin Portal displays the list of existing coverage paths.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the coverage path to edit and click the Edit icon.

4. Update the required field values.

5. Click Submit.
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Exporting a coverage path
About this task
You can export the list of coverage paths in .csv format.

Procedure
1. From Admin Portal, go to Resources > Coverage Path.

Admin Portal displays the list of existing coverage paths.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the coverage path files to your computer.

Deleting a coverage path
Procedure

1. From Admin Portal, go to Resources > Coverage Path.

Admin Portal displays the list of existing coverage paths.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the coverage path to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.

Announcement
From Admin Portal, you can administer announcements on Communication Manager and have 
audio files uploaded on Avaya Aura® Media Server (MS). You can let announcements play as 
callers wait, and the callers can provide their input.

Adding an announcement
About this task
To play an announcement to a caller when a call is on hold or in a queue, add an announcement. 
Admin Portal supports audio files at a maximum of 10 MB in size in .wav format.

Procedure
1. From Admin Portal, go to Resources > Announcement.
2. On the Announcement page, click Add.
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Admin Portal displays the Add Announcement dialog box.

3. Enter the required configuration details.

Leave Announcement Name field empty as the Audio File name overrides the 
Announcement Name.

4. In the Template field, select the required template.

5. To upload an audio file, click Choose File, browse the audio file on your computer, and 
click Open.

Note:
• The audio file name populates in the announcement name field. If you have already 

entered a name in the announcement name field, then the audio file name overrides 
the value in the announcement name field.

• Encode audio as 16 bit, 8 kHz, single channel, and PCM files. If you use codecs 
other than PCM or use higher sampling rates for higher quality recordings, there is a 
decrease in performance. Multiple channels such as stereo are not supported.

6. Click Submit.
Related links

Add announcement field descriptions on page 80

Add announcement field descriptions
Name Description
CM The name of Communication Manager associated with the 

announcement.
Extension Enter the phone extension to assign to the announcement.
Location The location associated with the announcement.
Org Unit The organization unit associated with the announcement.
Public Resource Indicates that the resource is public. The following are the options:

• Yes

• No
Annc Name Name of the announcement.

The audio file name populates in the announcement name field. If you 
have already entered a name in the announcement name field, then the 
audio file name overrides the value in the announcement name field.

Template Select an announcement template.

Table continues…
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Name Description
Annc Type The type of announcements. The options are the following:

• integ-mus: Integrated music type.

• integ-rep: Integrated repeating type.

• integrated: A special integrated announcement circuit pack stored 
internally. Use this for general announcements and VDN of Origin 
Announcements.

COR The class of restriction associated with the announcement.
TN Tenant number.
Queue The announcement queue.

If you select the announcement type as integ-mus, bargein is selected 
by default. Bargein enables callers to barge in or interrupt. It indicates 
that you can connect callers to the announcement at any time while the 
announcement is played.

If you select the announcement type as integ-rep or integrated, then the 
following options are populated:

• Yes: Indicates that the request is placed in a queue when all ports 
on the circuit pack are busy. The announcement is played when a 
port becomes available. Set the Queue field to Yes for Call Center 
applications.

• No: Indicates that the announcement is not played if a port is 
unavailable.

• bargein: Indicates that you can connect callers to the announcement at 
any time while the announcement is playing. However, with Yes or No, 
the caller is always connected to the beginning of the announcement.

Source Type the identifier for the Media Server device.

Enter one of the following values:

• The location of the TN2501AP circuit pack.

For more information about TN2501AP, see Avaya Aura®

Communication Manager Feature Description and Implementation.

• gggv9 for Branch Gateway v VAL sources, where ggg is the number of 
the gateway.

• mx for Media Server, where x is the Media Server number.

• nn, where nn ranges between 1 to 50 and is the audio group number 
of the locally sourced announcement or locally sourced Music-on-Hold 
group.

Protected Set as the protection mode for an integrated announcement. Select Yes 
to protect the recording. You cannot delete or change the recording 
through a telephone session or FTP to another destination.

Table continues…
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Name Description
Live Stream Source The option to stream music on hold live from an external source.

This field is enabled only when you select the announcement type as 
integ-mus or integ-rep.

Rate Select a recording rate speed for the announcement. If the VAL board 
is administered on the circuit packs form, 64 (64 kbps) is automatically 
selected.

This field is disabled when you enter a media server value in Source.

Editing an announcement
About this task
You can edit the configuration of an announcement, such as the announcement name, template, 
and audio file.

Procedure
1. From Admin Portal, go to Resources > Announcement.

Admin Portal displays the list of existing announcements.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the announcement to edit and click the Edit icon.

4. Update the required field values.

5. (Optional) To upload an audio file, click Choose File, browse the audio file on your 
computer, and click Open.

6. Click Submit.
Related links

Add announcement field descriptions on page 80

Deleting an announcement
Procedure

1. From Admin Portal, go to Resources > Announcement.

Admin Portal displays a list of existing announcements.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the announcement to delete and click the Delete icon.

Admin Portal displays the confirmation dialog box.

4. (Optional) Select the Delete Associated audio file check box to delete the audio file with 
the announcement.

Resource management

August 2025 Administering Avaya Aura® Admin Portal 82
Comments on this document? 

83

https://onecare.avaya.com/customercare/en/documentation/feedback?formId=1399859460448&p1=S3&p2=AdministeringAvayaAura%C2%AEAdminPortal&p3=5


5. Click Yes.

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

Procedure
1. From Admin Portal, go to Resources > Announcement.

Admin Portal displays a list of existing announcements.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the announcements file to your computer.

Music on hold management
From Admin Portal, you can manage the music on hold entries that play when callers are on hold. 
You can edit, search, and export music on hold entries as a .csv file.

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

Editing a music on hold entry
About this task
Use this task to edit the parameters for a music on hold entry. You can change the type, source 
type, announcement, and description fields.

Procedure
1. From Admin Portal, go to Resources > Music On Hold.

Admin Portal displays the list of music on hold entries.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the music on hold entry to edit and click Edit.
4. Edit the appropriate field values.

5. Click Submit.

Music on hold management
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Related links
Music on hold field descriptions on page 84

Music on hold field descriptions
Name Description
CM The name of Communication Manager associated with the music on hold 

entry.
TN The administered tenant number for the music on hold entry.
TN Description A description of the tenant. This field is unavailable if not provisioned in 

Communication Manager.
Music Source The source for the music on hold entry. The available options are the 

following:

• ext: Audio source extension for a single or group audio source.

• group: A music on hold analog group number.

• port: An analog or auxiliary trunk source location.
Type The type of treatment administered for the music on hold entry. You can 

configure only one music on hold entry with the Music Type as tone. The 
available options are the following:

• none: The audio is not classified.

• music: The audio is treated as music.

• tone: The audio is treated as tone.
Announcement The extension number of an announcement. You can select a value from 

the six extensions that Admin Portal provides when you type any value in 
this field.

Description A description of the administered music on hold entry. You can enter up to 
20 alphanumeric characters.

Location The location associated with the music on hold entry.
Org Unit The organization unit associated with the music on hold entry.
Public Resource Indicates that the resource is public. The following are the options:

• Yes

• No

Exporting music on hold entries
About this task
You can export the list of existing music on hold entries in .csv format.

Procedure
1. From Admin Portal, go to Resources > Music On Hold.

Resource management
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Admin Portal displays the list of existing music on hold entries.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the file with the details of music on hold entries to your computer.

Pickup group overview
A pickup group is a collection or list of individual telephone extensions. When you set users 
up in a pickup group, a user can answer an incoming call of a colleague from their phone, 
increasing the availability of a line of users. For example, you can create a pickup group with 
payroll extensions for everyone within the payroll department. A user from this pickup group can 
answer calls from any payroll extension.
For more information about pickup groups, see the Avaya Aura® Communication Manager Feature 
Description and Implementation guide.

Adding a pickup group
About this task
A telephone extension can only belong to one pickup group, and a pickup group can have up to 50 
extensions.

Procedure
1. From Admin Portal, go to Resources > Pickup Group.

2. On the Pickup Group page, click Add.

Admin Portal displays the Add Pickup Group dialog box.

3. From the CM list, select the required Communication Manager server.

4. In the Number field, enter the number of the pickup group.

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

6. From the Org Unit list, select the required organizational unit.

7. From the Public Resource list, select the required option.

Indicates that the resource is public. The following are the options:

• Yes
• No

By default, the value is set to No.

8. In the Name field, enter the name of the pickup group.

Pickup group overview
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9. In the Extension field, enter the extension assigned to the pickup group.

10. In the Name field, click the field to populate the pickup group name assigned to the 
entered extension.

11. Click Submit.

Add pickup group field descriptions
Name Description
CM The name of Communication Manager associated 

with the pickup group.
Number The identification number of the pickup group.
Location The location associated with the pickup group.
Org Unit The organization unit associated with the pickup 

group.
Public Resource Indicates that the resource is public. The following 

are the options:

• Yes

• No
Name The name of the pickup group.
Extension The extension assigned to the pickup group.

Editing a pickup group
Procedure

1. From Admin Portal, go to Resources > Pickup Group.

Admin Portal displays the list of existing pickup groups.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the pickup group to edit and click the Edit icon.

4. In the Edit Pickup Group page, update the required field values.

5. Click Submit.

Exporting a call pickup group
About this task
You can export the list of pickup groups in .csv format.

Procedure
1. From Admin Portal, go to Resources > Pickup Group.

Admin Portal displays the list of existing pickup groups.

Resource management
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2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the pickup group files to your computer.

Deleting a pickup group
Procedure

1. From Admin Portal, go to Resources > Pickup Group.

Admin Portal displays the list of existing pickup groups.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the pickup group to delete and click the Delete icon.

Result
Admin Portal displays the confirmation dialog box.

Coverage answer group overview
An answer group contains up to 100 members, which acts as a coverage point for another 
user. For example, if several secretaries are responsible for answering the redirected calls of a 
department, you can assign all the secretaries to an answer group. You assign a group number 
to the answer group, and the coverage path of the department displays that group number. All 
telephones in an answer group ring (alert) simultaneously. Any member of the group can answer 
the call.
You can assign the coverage answer group to any telephone, including those administered without 
hardware. A number identifies each coverage answer group from 1 to the maximum number 
the Admin Portal configuration can enable. You can identify the members of the group by their 
extension number.

Adding a coverage answer group
Procedure

1. From Admin Portal, go to Resources > Coverage Answer Group.

2. On the Coverage Answer Group page, click Add.

Admin Portal displays the Add Coverage Answer Group dialog box.

3. From the CM list, select the required Communication Manager server.

4. In the Number field, enter the number of the coverage answer group.

Coverage answer group overview
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5. From the Location list, select the required location.

6. From the Org Unit list, select the required organizational unit.

7. From the Public Resource list, select the required option.

Indicates that the resource is public. The following are the options:

• Yes
• No

By default, the value is set to No.

8. In the Name field, enter the name of the coverage answer group.

9. In the Extension field, enter the extension assigned to the coverage answer group.

10. In the Name field, click the field to populate the coverage answer group name assigned to 
the entered extension.

11. Click Submit.

Coverage answer group field descriptions
Name Description
CM The name of Communication Manager associated 

with the coverage answer group.
Number Coverage answer group number. Enter a value from 

1 to 1500.
Location The location associated with the coverage answer 

group.
Org Unit The organization unit associated with the coverage 

answer group.
Public Resource Indicates that the resource is public. The following 

are the options:

• Yes

• No
Name Coverage answer group name.
Extension The extensions assigned to the coverage answer 

group.

Editing a coverage answer group
Procedure

1. From Admin Portal, go to Resources > Coverage Answer Group.

Admin Portal displays the list of existing coverage answer groups.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

Resource management
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3. Find the coverage answer group to edit and click the Edit icon.

4. In the Edit Coverage Answer Group page, update the required field values.

5. Click Submit.

Exporting a coverage answer group
About this task
You can export the list of coverage answer groups in .csv format.

Procedure
1. From Admin Portal, go to Resources > Coverage Answer Group.

Admin Portal displays the list of existing coverage answer groups.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the coverage answer group files to your computer.

Deleting a coverage answer group
Procedure

1. From Admin Portal, go to Resources > Coverage Answer Group.

Admin Portal displays the list of existing coverage answer groups.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the coverage answer group to delete and click the Delete icon.

Result
Admin Portal displays the confirmation dialog box.

911inform user overview
A caller who needs emergency assistance in the United States dials 911 as a Universal 
Emergency Number (UEN). The 911inform user feature has a list of users contact details added, 
and if there is an emergency, a user wants the public safety answering point (PSAP) to call back 
automatically.
When a user is provisioned in Admin Portal, any United States user with access to the 911 
services has access to 911inform user.

911inform user overview
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Adding a 911inform user
Procedure

1. From Admin Portal, go to Resources > 911inform User.
2. On the 911inform User page, click Add.

Admin Portal displays the Add 911inform User dialog box.

3. Enter the required details.

4. Click Submit.

Add 911inform user field descriptions
Name Description
Email Email address of the user.
Extensions Extension of the 911inform user.

The extension is automatically populated after 
entering a user's email address.

Location The location associated with the 911inform user.
Org Unit The organization unit associated with the 911inform 

user.
Public Resource Indicates that the resource is public. The following 

are the options:

• Yes

• No
First Name First name of the 911inform user.
Last Name Last name of the 911inform user.
Template Select a 911inform user template.
Phone Phone number of the 911inform user.
Phone 2 Alternate phone number of the 911inform user.
Callback # A DID phone number at which the user wants the 

PSAP to call back if the customer dials 911 and the 
call drops. The user wants a call back to one of the 
following numbers:

• The user’s own DID number

• A DID number near the user’s desk (if the user 
does not have a DID number)

• The DID number for the building security desk
Staff ID A field that is used to add a user requirement. For 

example, employee ID.

Table continues…
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Name Description
UserID The UserID that you used when you provisioned a 

user. The UserID represents the connection of the 
user associated with the 911inform user.

Editing a 911inform user
Procedure

1. From Admin Portal, go to Resources > 911inform User.

Admin Portal displays the list of existing 911inform users.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the user to edit and click the Edit icon.

4. From the Action list, select Update 911inform User.
5. Edit the appropriate field values.

6. Click Submit.

Exporting 911inform users
About this task
You can export the list of existing 911inform users in .csv format.

Procedure
1. From Admin Portal, go to Resources > 911inform User.

Admin Portal displays the list of existing 911inform users.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the file with the list of 911inform users to your computer.

Deleting a 911inform user
Procedure

1. From Admin Portal, go to Resources > 911inform User.

Admin Portal displays the list of existing 911inform users.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the user to delete and click the Delete icon.

911inform user overview
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4. On the confirmation dialog box, click Yes.

Remote call coverage overview
The remote call coverage page displays the remote coverage number, remote coverage point, and 
an extension.

Adding a remote call coverage
Procedure

1. From Admin Portal, go to Resources > Remote Call Coverage.

2. On the Remote Call Coverage page, click Add.

Admin Portal displays the Add Remote Call Coverage dialog box.

3. From the CM list, select the required Communication Manager.

4. In the Group field, select the remote coverage number.

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

6. From the Org Unit list, select the required organizational unit.

7. From the Public Resource list, select the required option.

Indicates that the resource is public. The following are the options:

• Yes
• No

By default, the value is set to No.

8. In the Index field, enter the remote coverage point.

9. In the Extension field, enter up to sixteen alphanumeric characters.

10. Click Submit.

Editing a remote call coverage
Procedure

1. From Admin Portal, go to Resources > Remote Call Coverage.

Admin Portal displays the list of existing remote call coverage entries.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Find the remote call coverage entry to edit and click the Edit icon.

4. Edit the appropriate field values.
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5. Click Submit.

Exporting remote call coverage details
About this task
You can export the list of remote call coverages in .csv format.

Procedure
1. From Admin Portal, go to Resources > Remote Call Coverage.

Admin Portal displays the list of remote call coverage entries.

2. (Optional) From the Server list, select the required Communication Manager to filter the 
list.

3. Click Export.
Result
Admin Portal downloads the file with the list of remote call coverage entries to your computer.

Deleting a remote call coverage
Procedure

1. From Admin Portal, go to Resources > Remote Call Coverage.

Admin Portal displays the list of remote call coverage entries.

2. (Optional) From the Server list, select the required Communication Manager server to 
filter the list.

3. Find the remote call coverage entry to delete and click the Delete icon.

4. On the confirmation dialog box, click Yes.

Verint User overview
You can add, edit, delete, bulk update, and export the Verint user details.

Adding a Verint user
Procedure

1. From Admin Portal, go to Resources > Verint User.
2. From the Server list, select the required Verint server to filter the list.

3. On the Verint User page, click Add.

Admin Portal displays the Add Verint User dialog box.

4. Enter the required details.

Verint User overview
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5. Click Submit.

Add Verint User field descriptions
Name Description
Email The email ID of the Verint user.
User Name The username of the Verint user.
Location The location of the Verint user.
Org Unit The organization unit of the Verint user.
Public Resource Indicates that the resource is public. The following 

are the options:

• Yes

• No
Employee Number The employee number of the Verint user.
Start Date The Verint user start date.
Template The template to apply for the Verint configurations.
First Name The first name of the Verint user.
Last Name The last name of the Verint user.
Is Supervisor If the Verint user is a supervisor, select Yes. This 

field is optional.
Is Lead If the Verint user is a team lead, select Yes. This 

field is optional.
Organization The organization name of the Verint user.
Job Title The job title of the Verint user. This field is optional.
Supervisor Select the supervisor for the Verint user. This field is 

optional.
Team Lead Select the team lead for the Verint user. This field is 

optional.
User to Dup Access Rights Select the Verint user to copy access rights. This 

field is optional.

Updating the Verint user settings
About this task
You can configure the Verint user setting, such as a first and last name of the Verint user from 
Admin Portal.

Procedure
1. From Admin Portal, go to Resources > Verint User.

Admin Portal displays the list of existing Verint users.

2. From the Server list, select the required Verint server to filter the list.

Resource management

August 2025 Administering Avaya Aura® Admin Portal 94
Comments on this document? 

95

https://onecare.avaya.com/customercare/en/documentation/feedback?formId=1399859460448&p1=S3&p2=AdministeringAvayaAura%C2%AEAdminPortal&p3=5


3. Find the Verint user to update and click the Edit icon.

Admin Portal displays the Edit Verint User dialog box.

4. From the Action list, select Update Verint User.
5. Update the required details.

6. Click Submit.

Changing the Verint user template
About this task
The template change applies settings for Role, Group and Skill.

Procedure
1. From Admin Portal, go to Resources > Verint User.

Admin Portal displays the list of existing Verint users.

2. From the Server list, select the required Verint server to filter the list.

3. Find the Verint user to update and click the Edit icon.

Admin Portal displays the Edit Verint User dialog box.

4. From the Action list, select Verint User Template.

5. From the Template list, select the required Verint user template.

6. Click Submit.

Exporting the Verint user details
About this task
You can export the list of Verint users in the .csv format.

Procedure
1. From Admin Portal, go to Resources > Verint User.
2. From the Server list, select the required Verint server to filter the list.

3. Click Export.

Admin Portal downloads the file with the list of Verint user entries to your computer.

Downloading the Verint user bulk update worksheet
Procedure

1. From Admin Portal, go to Resources > Verint User.
2. On the Verint User page, click Bulk Update.

3. On the Bulk Update: Verint User page, click Download Sample.

Verint User overview
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Admin Portal downloads the BulkUpdateSampleForVerintUser.csv file on your local 
computer.

Next steps
Fill the Verint user bulk update worksheet with the Verint user details.

Updating Verint user details in bulk
Before you begin
Download the bulk update sample file and fill in the details.
For information about downloading the bulk update sample file, see “Downloading the Verint user 
bulk update worksheet”.

Procedure
1. From Admin Portal, go to Resources > Verint User.
2. On the Verint User page, click Bulk Update.

3. On the Bulk Update: Verint User page, in the Select File field, click Choose File to locate 
and select the Verint user bulk update worksheet from your computer.

4. (Optional) Modify Bulk Request Name.

5. (Optional) Select the Schedule check box to set the execution date to a later date.

6. Click Next.
7. On the Review page, review the valid and invalid entries.

8. Click Submit.

Deleting a Verint user
About this task
You can delete an existing Verint user from Admin Portal. However, the user will not be deleted 
from Verint. Instead, the system retains the user record for auditing purposes and updates the end 
date to the date the user was deleted from Admin Portal.

Procedure
1. From Admin Portal, go to Resources > Verint User.

Admin Portal displays the list of existing Verint users.

2. From the Server list, select the required Verint server to filter the list.

3. Find the Verint user to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.

Resource management
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Verint Extension Recording overview
You can add, edit, delete, bulk update, and export the Verint Extension Recordings.

Adding a Verint extension recording
Procedure

1. From Admin Portal, go to Resources > Verint Extension Recording.

2. From the Server list, select the required Verint server to filter the list.

3. On the Verint Extension Recording page, click Add.

Admin Portal displays the Add Verint Extension Recording dialog box.

4. Enter the required details.

5. Click Submit.

Add Verint Extension Recording field descriptions
Name Description
Location The location assigned to the Verint extension 

recording.
Org Unit The organization unit assigned to the Verint 

extension recording.
Public Resource Indicates that the resource is public. The following 

are the options:

• Yes

• No
Extension The extension number added to the Verint 

recording.
Datasource The datasource name in which the extension is 

added.
Recording Mode The recording mode assigned to the extension.
Member Group The extension is member of the member group.

Updating the Verint Extension Recording settings
Procedure

1. From Admin Portal, go to Resources > Verint Extension Recording.

2. From the Server list, select the required Verint server to filter the list.

3. Find the Verint extension recording to update and click the Edit icon.

Admin Portal displays the Edit Verint Extension Recording dialog box.

Verint Extension Recording overview
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4. From the Recording Mode list, select the required recording mode.

The following are the options:

• Recording Resource
• Start on Trigger
• Application Controlled
• Record
• Do not Record

5. In Member Group, select the required member group.

6. Click Submit.

Exporting the Verint extension recording details
About this task
You can export the list of Verint extension recordings in the .csv format.

Procedure
1. From Admin Portal, go to Resources > Verint Extension Recording.

2. From the Server list, select the required Verint server to filter the list.

3. Click Export.

Admin Portal downloads the file with the list of Verint extension recording entries to your 
computer.

Downloading the Verint extension recording bulk update 
worksheet

Procedure
1. From Admin Portal, go to Resources > Verint Extension Recording.

2. On the Verint Extension Recording page, click Bulk Update.

3. On the Bulk Update: Verint Extension Recording page, click Download Sample.

Admin Portal downloads the 
BulkUpdateSampleForVerintExtensionRecording.csv file on your local 
computer.

Next steps
Fill the Verint extension recording bulk update worksheet with the Verint extension recording 
details.

Resource management
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Updating Verint extension recording details in bulk
Before you begin
Download the bulk update sample file and fill in the details.
For information about downloading the bulk update sample file, see “Downloading the Verint 
extension recording bulk update worksheet”.

Procedure
1. From Admin Portal, go to Resources > Verint Extension Recording.

2. On the Verint Extension Recording page, click Bulk Update.

3. On the Bulk Update: Verint Extension Recording page, in the Select File field, click 
Choose File to locate and select the Verint extension recording bulk update worksheet 
from your computer.

4. (Optional) Modify Bulk Request Name.

5. (Optional) Select the Schedule check box to set the execution date to a later date.

6. Click Next.
7. On the Review page, review the valid and invalid entries.

8. Click Submit.

Deleting a Verint extension recording
About this task
You can delete an existing Verint extension recording from Admin Portal.

Procedure
1. From Admin Portal, go to Resources > Verint Extension Recording.

Admin Portal displays the list of existing Verint extension recordings.

2. From the Server list, select the required Verint server to filter the list.

3. Find the Verint extension recording to delete and click the Delete icon.

4. On the Confirmation dialog box, click Yes.

Verint Extension Recording overview
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Chapter 5: System monitoring

Registered stations
The registered stations page displays registered SIP stations information from System Manager.

Registered stations field descriptions
Name Description
SMGR The name of System Manager server associated 

with the registered station.
Login Name Login name of the SIP registered user.
First Name First name of the SIP registered user.
Last Name Last name of the SIP registered user.
Home Location Home location of the SIP registered user.
Primary Controller Primary controller (primary SM) of the SIP 

registered user.
Secondary Controller Secondary controller (secondary SM) of the SIP 

registered user.
Survivable Controller Survivable controller (survivable SM) of the SIP 

registered user.
Simultaneous Devices Simultaneous devices of the SIP registered user.
Active Controller Active controller of the SIP registered user.
Primary Registration Time Primary registration time of the SIP registered user.
MAC Address MAC address of the SIP registered user.
Full Feature Support Full feature support (AST device) for the SIP 

registered user.
Extension The registered extension.

Retrieving latest SIP registered station from System Manager
About this task
A SIP registered station does not automatically refresh and display the latest information from 
System Manager.
Do the following steps to view the latest SIP registered station details from System Manager.
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Procedure
1. From Admin Portal, go to System Monitoring > Registered Stations (SIP).

Admin Portal displays the list of existing SIP registered stations.

2. (Optional) From the Server list, select the server to filter the list.

3. Click Refresh Now.

Result
Admin Portal displays the latest SIP registered station information from System Manager.

Exporting registered station details
About this task
You can export the list of existing registered stations in .csv format.

Procedure
1. From Admin Portal, go to System Monitoring > Registered Stations.

Admin Portal displays the list of existing registered stations.

2. (Optional) From the Server list, select the required System Manager to filter the list.

3. Click Export.
Result
Admin Portal downloads the file with the list of registered stations to your computer.

List trace overview
The list trace command traces data such as calls, vdn, and vector. When you run the list 
trace command on Admin Portal, Admin Portal retrieves results from Communication Manager.

Admin Portal supports the trace details for the following:
• List Trace Station
• List Trace TAC
• List Trace VDN
• List Trace Vector
• List Trace Media-Gateway
• List Trace EWT
• List Trace Hunt-Group
• List Trace Previous

For more information about the list trace command, see Maintenance Commands for Avaya 
Aura® Communication Manager, Branch Gateways and Servers.

List trace overview
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Retrieving list trace detail from Communication Manager
About this task
The list trace page automatically refreshes results periodically and displays information from 
Communication Manager.
Do the following steps to view the latest trace details on demand from Communication Manager.

Procedure
1. From Admin Portal, go to System Monitoring > List Trace.

2. From the CM list, select the required Communication Manager server.

3. From the Command drop-down, select List Trace <object>.

For example, you can select List Trace Vector.

Admin Portal displays the required field to type the extension or vector details for the 
selected object.

4. In the text box, type the required extension or vector details.

5. Click Submit.

Admin Portal displays the Trace Data details for the selected command on the List Trace 
Result page.

6. Click Refresh Now.

7. (Optional) Click Export.

Admin Portal downloads the details of the trace data in the .csv format on your computer.

Result
Admin Portal displays the latest list trace information from Communication Manager.

Stopping the list trace command processing
About this task
Admin Portal continues to run the list trace command in the background even after closing 
the browser.
Do the following steps to manually stop running the list trace command.

Procedure
1. From Admin Portal, go to System Monitoring > List Trace.

2. From the CM list, select the required Communication Manager server.

3. From the Command drop-down, select List Trace <object>.

For example, you can select List Trace Vector.

Admin Portal displays the required field to type the extension or vector details for the 
selected object.

System monitoring
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4. In the text box, type the required extension or vector details.

5. Click Submit.

Admin Portal displays the Trace Data details for the selected command on the List Trace 
Result page.

6. Click Stop Processing.

Admin Portal displays a Confirmation message pop-up window.

7. Click Yes.

Admin Portal stops running the list trace command.

List usage overview
The list usage command displays the usage details. When you run the list usage 
command on Admin Portal, it retrieves results from Communication Manager.
Admin Portal supports the usage details for the following commands:

• List Usage Audio-Group
• List Usage Digit-String
• List Usage Holiday-Table
• List Usage Extension
• List Usage Hunt-Group
• List Usage Service-Hours-Table
• List Usage Vector
• List Usage Policy-Routing-Table
• List Usage Variables
• List Agent-LoginID

For information about the list usage command, see Maintenance Commands for Avaya Aura®

Communication Manager, Branch Gateways and Servers.

Retrieving usage details from Communication Manager
Procedure

1. From Admin Portal, go to System Monitoring > CM List Resource.

2. From the CM list, select the required Communication Manager server.

3. From the Command drop-down, select List Usage <object>.

For example, you can select List Usage Audio-Group.

Admin Portal displays the required field to type the extension, vector, or variable details for 
the selected object.

List usage overview
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4. In the text box, type the required extension, vector, or variable details.

5. Click Submit.

Admin Portal displays the usage details for the selected command on the CM List 
Command Result page.

6. (Optional) Click Export.

Admin Portal downloads the details of the usage data in the .csv format on your 
computer.

System monitoring
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Chapter 6: Log management

Workflow logs overview
You can view the logs for each workflow that administrators perform. For example, if you create a 
user and assign a CMS Supervisor role, configure DID and voicemail, Admin Portal creates a log 
for the workflow. The workflow logs include details, such as workflow processing, the status of the 
workflow, and workflow errors.

You can also view the details of each operation in the Workflow Execution Details window, such as 
the type of operation, the status of the transaction, and the message code.

Note:

When you add or delete a resource for a user, the workflow logs displays the purpose as 
Added Resources or Deleted Resources.

Viewing workflow logs
Procedure

1. From Admin Portal, go to Logs > Workflow Log.

Admin Portal displays the list of workflow logs.

2. Find the workflow log to view and click the View icon.

Result
Admin Portal displays the log details on the Workflow <Workflow ID> Execution Details dialog box.

Exporting workflow logs
About this task
You can export workflow logs in .csv format.

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

Admin Portal displays the list of workflow logs.

2. Click Export.
Result
Admin Portal downloads the workflow logs file to your computer.
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Searching workflow logs
About this task
You can use one or more field values in the search dialog box to search workflow logs.

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

Admin Portal displays a list of workflow logs.

2. Click Search.

Admin Portal displays the Search dialog box.

3. In the Timestamp field, select the required date range and time range, and click Apply.

4. In the Workflow ID field, type the workflow ID number.

5. From the Status list, select the required log status.

6. From the Purpose list, select the required purpose.

7. In the By User field, type the logged-in username.

8. In the For User field, type the name of the user whose logs to view.

9. In the Response field, type the transaction response message that Admin Portal sends to 
the database.

10. In the Source field, type Admin Portal.

11. Click Search.

Result
Admin Portal displays the results matching your search criteria.

Transaction logs overview
You can view the logs for each transaction that administrators perform. For example, if you have 
updated an agent's login ID, Admin Portal creates a record for the transaction. The transaction 
includes details, such as the time, the type of operation, and the transaction status.

Viewing transaction logs
Procedure

1. From Admin Portal, go to Logs > Transaction Log.

Admin Portal displays the list of transaction logs.

2. Find the transaction log to view and click the View icon.

Admin Portal displays the log details on the Transaction Details dialog box.

Log management
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Exporting transaction logs
About this task
You can export transaction logs in .csv format.

Procedure
1. From Admin Portal, go to Logs > Transaction Log.

Admin Portal displays the list of transaction logs.

2. Click Export.
Result
Admin Portal downloads the transaction logs file to your computer.

Searching transaction logs
About this task
You can use one or more field values in the search dialog box to search transaction logs.

Procedure
1. From Admin Portal, go to Logs > Transaction Log.

Admin Portal displays the list of transaction logs.

2. Click Search.

Admin Portal displays the Search dialog box.

3. In the Timestamp field, select the required date range and time range, and click Apply.

4. In the Workflow ID field, type the workflow ID number.

5. From the Status list, select the required log status.

6. From the Operation Type list, select the required type of operation.

7. In the Target System field, type the target application name.

8. In the Identifier field, type the identifier response number.

9. In the Message field, type the transaction message that Admin Portal displays when you 
perform a transaction. For example, Updated Agent 112233.

10. In the Source field, type Admin Portal.

11. Click Search.

Result
Admin Portal displays the results matching your search criteria.

Transaction logs overview
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Appendix A: Additional settings

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

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.

Execute now Performs the scheduled workflows 
immediately.

Comment or uncomment Comments or uncomments a vector 
step.

View status Displays the status of a station.

Copy Duplicates the selected record.

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

Procedure
1. From Admin Portal, go to any page to search for specific records.
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2. In the Search filter, enter a value to search.

3. Press Enter.

Changing the language for Admin Portal
Procedure

1. At the top-right of the Admin Portal window, click the Language icon.

Admin Portal displays the language drop-down menu.

2. Select your preferred language.

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 Admin Portal, 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.

Training
The following courses are available on the Avaya Learning website at http://www.avaya-
learning.com. After logging in to the website, enter the course code or the course title in the 
Search field and press Enter or click > to search for the course.

Course code Course title
70380W What's New with Avaya Aura® 10.2
70390W Upgrading to Avaya Aura® 10.2
70410W Migrating to ASP R6.0.x (KVM on RHEL 8.10) Hypervisor

Table continues…

Changing the language for Admin Portal
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Course code Course title
71301V Integrating Avaya Aura® Communications Applications
72301V Supporting Avaya Aura® Communications Applications
20460W Virtualization and Installation Basics for Avaya Team Engagement Solutions
71201V Integrating Avaya Aura® Core Components
72201V Supporting Avaya Aura® Core Components
61131V Administering Avaya Aura® System Manager
61451V Administering Avaya Aura® Communication Manager

Viewing Avaya Mentor videos
Avaya Mentor videos provide technical content on how to install, configure, and troubleshoot 
Avaya products.

About this task
Videos are available on the Avaya Support website, listed under the video document type, and on 
the Avaya-run channel on YouTube.

• To find videos on the Avaya Support website, go to https://support.avaya.com/ and do one of 
the following:

- In Search, type Avaya Mentor Videos, click Clear All and select Video in the Select 
Content Type.

- In Search, type the product name. On the Search Results page, click Clear All and select 
Video in the Select Content Type.

The Video content type is displayed only when videos are available for that product.

In the right pane, the page displays a list of available videos.

• To find the Avaya Mentor videos on YouTube, go to www.youtube.com/AvayaMentor and do 
one of the following:

- Enter a keyword or keywords in the Search Channel to search for a specific product or 
topic.

- Scroll down Playlists, and click a topic name to see the list of videos available. For 
example, Contact Centers.

Note:

Videos are not available for all products.

Additional settings
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Support
Go to the Avaya Support website at https://support.avaya.com for the most up-to-date 
documentation, product notices, and knowledge articles. You can also search for release notes, 
downloads, and resolutions to issues. Use the online service request system to create a service 
request. Chat with live agents to get answers to questions, or request an agent to connect you to a 
support team if an issue requires additional expertise.

Support
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