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USER LEVEL  

Web Attendant Console   

The web attendant console lets you manage calls from your user portal on 
the PBX, like hang up, blind transfer, hold, attended transfer or making a call 
etc. All these actions can be performed very easily by either clicking or 
dragging and dropping as explained below. It also lets you monitor the other 
extensions on your domain, like whether they are registered, in a call or idle 
etc. For more on logging in to your user portal, go to Logging In . 

Extension Monitoring 

On the home page of your User Portal, you will see the status of all other 
extensions (and other accounts like Agent Groups and Hunt Groups) in your 
domain. 

• Orange dot next to the extension means it is not registered with a 
physical desktop phone or not registered at all.  

• Green dot next to the extension means it is registered and is idle.  
• Orange circle over the extension means it is registered but is busy in a 

call. 

 

https://doc.vodia.com/docs/login


 

 

Call Controls 

When a user is logged in to his User Portal, the calls are shown on his 
portal’s home page along with call controls which are used for call 
management. There are three sections for the calls:  

• Ringing Calls (for calls that are currently ringing and can be picked up).  
• Active Call (the call to which the user is talking now)  
• Calls On Hold (calls that are on hold) 

1. Ringing Calls 

When a new call comes in and the registered phone rings, the call is also 
shown in the "Ringing Calls" list. As more calls come in, they keep adding to 
this list. You have two options for each call: pick it up by clicking on the 
green handset icon next to the call or hang up by clicking on the cross next to 
the call. If you hang up, the call will be rejected and disappear from your 
phone and portal. If you pick it up and the phone supports it, then the call 
will be connected through your phone (handset, headset, or speaker) and the 
call will move from the ringing list to the "Active Call"  list. If there was 
already another active call, that call will go on hold and move from the 
"Active Call" section to the "Calls on Hold" list while the new call will become 
active and move from the "Ringing Calls" list to the "Active Call" section. 



 

2. Active Call 

The call to which you are currently connected and talking to are shown here. 
You have 4 options: 

(i) Hang Up 

To hang up the call, simply click on the cross beside the call that you want to 
hang up.

 

 



(ii) Hold 

To hold a call, simply click on pause icon (handset with the pause sign) 
beside the call you want to hold. The phone will go on hold and the call will 
move from the active call section to the "Calls on Hold" list. All calls that are 
held will keep adding to the hold list.  

 

(iii) Blind Transfer 

To Blind Transfer a call, simply click and drag the transfer icon (handset with 
an arrow) beside the call you want to transfer and drop it on the extension 
(shown in the monitoring section) you want the call to be transferred to. The 
call will be transferred and disappear from your portal.  



 

(iv) Attended Transfer 

For Attended Transfer, you will usually have at least one call on hold as you 
dial and talk to another extension for a possible transfer. The active call will 
be in the "Active Call" section and the held calls will be in the "Calls on Hold" 
list. You can now transfer the active call (after telling him/her that there is 
call for him/her) by dragging the transfer icon of the active call and dropping 
it on one of the held calls (in the hold list) to which you want the call 
transferred. 



Step 1: 

 

Step 2: 

 

3. Calls on Hold 

One can either "Resume", "Transfer" or "End" the held call from the option 
under the burger sign (3 dots on the right-hand side). 



 

Making a Call 

To make a call from your phone on which your extension is registered, simply 
enter the number you want to call and press the Call button or hit enter on 
the keyboard. 

 

Agent Group Information 

For each agent group the extension belongs to, the WAC shows information 
about the group. The following information is available:  



Calls 

This section shows the currently active calls in the group. When calls enter or 
leave the group, the browser updates the information in real time. The Time 
shows the time when the call entered the queue.  The From field shows the 
caller-ID of the caller. If the call is connected, the Agent field shows the 
agent that is talking to caller.  

Call Statistics 

This section provides general information about the number of calls in this 
queue of the day. 

• The Calls field shows how many calls have hit the group so far.  
• The Connected field counts how many calls actually connected to an 

agent. 
• The Hang up while waiting counter shows how many calls got 

disconnected because the caller hung up while waiting and the ACD 
was playing music on hold. 

• The Hang up while ringing counter shows how many calls got 
disconnected because the caller hung up while an agent was already 
alerted, and the caller heard ring back tone (unless something else was 
programmed). 

• If there was a redirection action programmed for the group, the 
Waiting redirect counter shows how many times a caller was redirected 
while waiting and the ACD was playing music on hold.  

• Accordingly, the Ringing redirect counter shows how many times a 
caller was redirected while an agent was already alerted, and the caller 
heard ring back tone. 

• The Key exit counter determines how many times a user decided to exit 
the group by pressing a button, if this was set up.  

• Go to Groups (under /dom_groups.htm on the PBX) and set the 
permissions as shown: 



 

And here you can assign the extension you want to monitor the ACD details 
of, which may or may not be a part of the ACD. The results will look like 
below. 

                     

 

 



Duration 

The duration section analyzes how long calls were in their respective states. 
The information is shown in total (sum of all calls of the day) and as average 
(sum divided by number of calls). In case that the view shows multiple 
groups, each group has its own row. 

• In Idle state shows how long there was no call in the group. 
• If the state is Waiting the caller hears music on hold and possibly 

announcements, if they had been recorded for the group.  
• The state Ringing is when the caller hears ring back and the agent gets 

alerted. 
• The state Connected is reached when the caller talks to the agent.  
• The state Hold means that the caller is connected to an agent, but 

currently put on hold, for example because the agent is performing a 
consultative call. Because the hold state is part of the connected state, 
the duration for this state is shown in brackets.  

Agents 

This section shows for each agent activity information. The information is 
shown in total and on average per call.  

• The Name field shows the text name of the agent and the extension 
number. 

• The Idle field shows how much many hours and minutes the agent was 
idle between calls. The idle time is counted not only within the group, 
but within the system. That means when an agent performs other calls 
for other groups or just regular calls, the idle counting starts at the end 
of those calls. 

• The Connected time shows how long the agent was talking. This field 
shows only the talking time within the group (if a group has been 
selected in the web interface).  

• The Hold shows how much out of the connected time the call was on 
hold. 

• If the agent logs out, this will be reflected in the Breaks field. It shows 
the intervals when the agent was not available for the group and why. 
Possible reasons are DND, call forward all and not logged in.  



Call History 

The call history shows the last 20 calls in the agent group. In addition to the 
fields for the current calls, the history also shows how long the call was 
connected. 

 

VOICEMAIL 

Following is a brief overview of what users can do with their voicemail 
account: 

Multiple announcement modes: Users can choose which type of 
announcement callers will hear when calling their extension. Choices are 
anonymous announcement, name, or a personal greeting.  

Convenient voicemail accessibility: Users can access their voicemail from 
their desk phone, cell phone, or any external phone.  

Voicemail timeout: Users can specify the number of seconds that their 
extension should ring before voicemail picks up.  

Shared mailbox access: If the extension is being used as a group mailbox, all 
parties can access the voicemail from their own extension.  

Cell phone notification of new voicemail : This feature allows users who have 
chosen not to forward calls to their cell phone to still receive a voicemail 
notification on the cell phone when a new message arrives. 

Email notification of new voicemail : This feature allows you to receive your 
voicemail as email attachments. 

Transfer a caller to another extension's voicemail : If the systems 
administrator has enabled a direct dial number, users will be abl e to "blindly" 
transfer a call to someone else's voicemail. Because the caller will bypass the 
voicemail timeout, the caller will not hear any ringing.  



Setting up the Voicemail Account 

Changing the PIN 

Users will need a voicemail PIN in several areas of the PBX (e.g., when 

accessing their voicemail from an outside phone, when using the cal ling card 

feature, and when hot-desking). Domain administrators can set a 

requirement for the minimum number of digits that users will be required to 

use for a PIN. At least four or five digits is recommended. The PIN can be 

changed by the user as follows: 

1. Dial extension number (if messages are waiting, press * to skip to the 
main menu). 

2. Press 2. 
3. Enter new access code. 
4. Press 1 to confirm. 

Note: Users can also set their PIN from the web interface. 

Record Your Name 

This recording will be used in announcements to all callers. Users can choose 
not to record their name. The system will recite the extension number instead. 
The user's name can be recorded as follows:  

1. Dial your extension number (if messages are waiting, press  * to skip to 
the main menu). 

2. Press 3. 
3. Begin recording your name. 
4. Press the #sign. 

From here, users can listen to the recording (press  1), choose to use the 
recording (press 2), record again (press 3), or delete the recording and return 
to the previous menu (press 4). 

Record a Personal Welcome Message 



1. Dial extension number (if messages are waiting, press  * to skip to the 
main menu). 

2. Press 4. 
3. Record your personal greeting. 
4. Press the # sign. 

From here, users can listen to the recording (press 1), choose to use the 
recording (press 2), record again (press 3), or delete the recording and return 
to the previous menu (press 4). 

Accessing the Voicemail System 

The main menu of the voicemail system is shown in the fo llowing table: 

1. Hear Your Messages 

1. Start reverse playback 
2. Stop/resume playback 
3. Start fast-forward playback 
4. Hear the message again 
5. Play message with envelop information (date, caller-ID). 
6. Move or copy: To move message, press 1. To copy message, press 2. To 

record a comment, press 3. 
7. Delete 
8. Call back: To confirm the callback, press  1. To cancel the callback, 

press *. 
9. Skip 
10. Help 

2. Change Your PIN 

Enter your new access code. 

1. Use the access code. 
2. Return to the main menu without using the new access code.  

3. Record Your Name 



Record your name and press the # sign. Then choose from the following 
options: 

1. Listen to recording. 
2. Use recording. 
3. Record again. 
4. Delete recording. 

4. Record a Greeting 

Record your greeting* and press the # sign. Then choose from the following 
options: 

1. Listen to recording. 
2. Use recording. 
3. Record again. 
4. Delete recording. 

• You can record up to five greetings.  

5. Record a Message 

Record your message and press the # sign. Then choose from the following 
options: 

1. Move message. 
2. Copy message. 

9. Select a Mailbox Greeting 

Choose a greeting from the list provided by PBX. You can have up to five 
choices: 

1. Greeting 1 
2. Greeting2 

... 
3. Greeting 9 

Users can access the voicemail system using any of the following methods:  



Listen to the messages from your main phone: Dial *97 and press the confirm 
button on the telephone keypad. (Another way to listen to your messages from 
your phone is by dialing your extension number.)  

Listen to the messages from your cell phone: Dial into the main number and 
press 3 once you hear the auto attendant. The auto attendant will recite your 
messages and then deliver the prompts shown in the figure above.  

Listen to the messages from an outside phone:  

1. Dial into the main number. 
2. From the auto attendant, enter your extension number or if you know 

the direct dial prefix (8 is default), dial the prefix plus your extension 
(i.e., if your extension is 511, then enter 8511). 

3. Press the star * key; otherwise, you will be prompted to leave a message.  
4. Enter your voicemail PIN. 

When users call their mailbox for the first time, they will be prompted to 
record their name. The recording will be used when someone calls their 
extension from the auto attendant. Users will also be prompted to record a 
greeting, which they can opt to use in place of their name. Once this has been 
established, anytime users call into their mailbox, the auto attendant will 
automatically recite their messages before delivering the prompts shown in 
the figure above (users can press the * key to skip their messages and go 
straight to the voice prompts).  

Forwarding a Message 

To forward a message to another recipient while listening to the message:  

1. Press 6. 
2. Press 1 to move the message to a single mailbox.  
3. Enter the extension number. 
4. Press #. 

To copy a message to another recipient(s) while listening to the message:  

1. Press 6. 
2. Press 2. 



3. Enter the extension number. When copying to multiple extensions, 
separate them by the # sign. 

4. Press ## when finished. 

Leaving Voicemail Messages 

When users call another user, they have the option of receiving a callback 
(press 1) or leaving a message (press 2). Once they leave a message and press 
the # key, the options shown in table below will be available.  

1. Delete the message. 
2. Record the message again. 
3. Mark the message as urgent.  
4. Mark the message as private. 
5. Send the message and go to the operator.  
6. Send the message and hang up. 

Composing a New Message 

Rather than leave a message directly on another user's voicemail, users have 
the option of composing a message and then moving it to  another mailbox or 
copying it to multiple mailboxes. 

1. Call into your voice mailbox. 
2. If you have messages waiting, press * to skip to the main menu. 
3. Press 5 from the main menu. 
4. Record the message. 
5. Press the # sign. 
6. Select an action: 

• Press 1 to move the message to a single mailbox. 
• Press 2 to copy the message to one or more mailboxes. Use a  # sign 

to separate multiple mailboxes.  
• Press 3 to mark as urgent. 
• Press 4 to mark as private. 

7. Press ## when finished. 

Personal Greetings 



Users can record up to five individual greetings. Greetings will remain on the 
system and can be activated whenever users need them.  

Recording/Activating Personal Greetings 

1. Dial *98 followed by the first greeting number (*1).  
2. Press the confirm button on the telephone keypad.  

*98*1 Greeting 1 
*98*2 Greeting 2 
*98*3 Greeting 3 
*98*4 Greeting 4 
*98*5 Greeting 5 
If users need to re-record a greeting, they can activate the greeting and 
record again (i.e., dial *98*6 followed by the confirm button to re-
record message 6). 
Greeting 0 is the initial greeting that was activated at the time the user 
set up the voicemail box. 

3. To activate a greeting, users must dial their extension number, press  9, 
and select the greeting they want to use (*will bring the user to the main 
menu of the mailbox.) 

Hearing Your Personal Greetings 

1. Call into your voice mailbox. 
2. Press * to skip to the main menu. 
3. Press 9 from the main menu to hear your recorded greetings.  

Offer Camp On 

The user recorded greeting messages would not be played if this service is 
turned ON. Their greetings only will be played if the calling party decides to 
leave a voicemail (after pressing #2). In other words, if the called party needs 
his/her greeting to be played right after they're called (after user specified 
time between the phone ringing and leave-a-voicemail prompt), please turn 
this service OFF. 

Advanced Features 



Send a Voicemail Message Without Ringing Extension(s) 

The voicemail system allows users to send voicemail messages to other users 
without ringing their extension. This is done by calling the voicemail system 
rather than the user's phone. 

Scenario: Suppose two employees, Mary, and Jack, are working on a project, 
and Mary has some information that Jack needs. Rather than phone him, she 
calls the voicemail system and records a message for Jack. She then tells the 
voicemail system to send it to Jack's extension. The message is immediately 
put into Jack's voice mailbox without his phone ever ringing. Jack's message 
waiting light immediately alerts him of a new message.  

The message can be sent to any number of additional employees.  

To send a voicemail to multiple extensions without ringing extensions:  

1. Enter your extension into the telephone keypad.  
2. This should bring you to the main menu of the auto attendant. If you 

hear your message instead, press the * key on the telephone keypad. 
3. Press 5. 
4. Record your message, then press the # sign. 
5. Press 2 to copy the message to an extension(s).  
6. Enter the extension(s). Multiple extensions must be separated by 

the # key. Press ## when finished. 

Transfer a Call Directly to Someone's Voicemail 

The system administrator must enable a direct dial number before users can 
"blindly" transfer a call to someone else's voicemail. The default for direct dial 
is 8. 

1. Put the call on hold using the hold button on your telephone keypad. 
2. Press the Transfer key. (If your phone does not have a transfer button, 

dial *77 to transfer the call.)  
3. Enter the mailbox prefix key. 
4. Enter the extension number. 
5. Press the confirm button on the telephone keypad.  



The caller will be transferred to the extension's voicemail. Because the caller 
will bypass the voicemail timeout, the caller will not hear any ringing.  

This method does not need to involve an outside caller. If you want to call a 
person's mailbox directly, you can dial 8123 followed by the confirm button. 

Listen to Voicemail on Cell Phone 

Users can configure their account so that the system rings their cell phone 
whenever someone has left a voicemail. Even when DND has been activated, 
users will still be notified of new messages. 

Voicemail Notification 

Via Email 

Users can receive voicemails in their email account (as WAV files) by enabling 
the Send message as attachment setting. Other settings are also available at 
this page (go to Settings > Email).  



 

Via Cell Phone 

If users have a cell phone (or another phone) configured to their extension, 
the system can alert them whenever a new message has arrived in their 
voicemail. Even if the user's phone is on DND ("do not disturb"), the system 
will call the second phone and let the user know that a new message is waiting.  

Voicemail Feature Codes 

This section covers the handful of star codes that are associated with the 
voicemail system (*95, *96, *97, *98, and *99). 

Send Voicemail to Email Account (*95/*96) 

Users that have an email account on the system can have their voicemail 
forwarded to their email account. 

To activate this feature: 



Dial *95 and press the confirm button on the telephone keypad.  

*95 Activate 

*96 Deactivate 

Important: When using the *95 star code, users will not receive voicemails on their phone. All 

voicemails will be directed to their email account only. Users who prefer to receive voicemail 

messages on both their phone and email account should use the Send a mailbox message by email 

setting from the web interface. 

Go to Voicemail (*97) 

Users can listen to their voicemail from their phone by entering *97 and 
pressing the confirm button on the telephone keypad.  

Users can also listen to their voicemail from an outside phone:  

1. Dial into the main number. 
2. From the auto attendant, enter your extension number or if you know 

the direct dial prefix (8 is default), dial the prefix plus your extension 
(i.e., if your extension is 511, then enter 8511). 

3. Press the star * key; otherwise, you will be prompted to leave a message. 
4. Enter your voicemail PIN. 

Go to Group Mail (*97) 

Group mailboxes can be used for anything from a joint boss/secretary mailbox 
to a place to collect calls that come in after hours, at lunch, or during a holiday. 
Users that share a mailbox with other users can access its voicemail messages 
in a way similar to accessing mail from a single user account.  

Note: The messages that are left in the group mailbox can be picked up from either the user's 

extension or the group mailbox extension. 

To create a group mailbox, the administrator needs to create an extension and 
enter the extensions of those who will be allowed to access the mailbox (see 
the Allow Access for Extensions setting shown below).  



 



Users can listen to group mail messages from their main phone by 
dialing *97 and pressing the confirm button on the telephone keypad.  

Users can also listen to group mail messages from an outside phone: 

1. Dial into the main number. 
2. From the auto attendant, enter the extension number of the shared 

mailbox or if you know the direct dial prefix (8 is default), dial the prefix 
plus the extension (i.e., if the extension is  511, then enter 8511). 

3. Press the star * key; otherwise, you will be prompted to leave a message.  
4. Enter the voicemail PIN of the shared mailbox. 

Clear Message Waiting Indicator (*99) 

The message waiting indicator (MWI) notifies the user through the message 
light on the phone when a new message has arrived. Depending on the type 
of phone the user has, the light will be either yellow or red. For all phones, 
the light will blink when a new message has arrived. Once the user has listened 
to the message, a solid light will replace the blinking light. This enables the 
system to alert the user the next time a new message has arrived.  

Users can clear the message indicator without listening to their messages by 
dialing *99. (This will not delete their messages; it will only clear the 
indicator.) 

 

 

 

 

 

 



CELLPHONES 

Cell phones are widely available for most users and can be integrated with 

the Vodia PBX in two ways. As a first possibility, users can install the Vodia 

apps on their devices and use the data network to connect with the PBX, 

which is described in a separate document. 

As an alternative way, cell phones can be used through their PSTN calling 

features. This has the advantage that the user does not have to install an app 

and that it tends to work better when data connectivity is not as good as 

telephony cell phone service. Similar to SIP VoIP phones, they can be used to 

receive and make phone calls. However, the call is not routed natively routes 

through a SIP network, the cell phone typically uses a mobile phone standard 

like GSM or CDMA. 

The settings for the cell phone allow you to configure one or more cell 

phones to your extension. Cell phone integration is different from having two 

phones registered to the same extension. Registering two phones to the 

same extension allows you to merely receive calls at one of two locations, 

while cell phone integration allows you to receive calls at any location, as 

well as be reached at numerous phone numbers. Cell phone configuration 

allows you to be always accessible, even in the event of a power failure. If 

the office extension (or remote extension) is disconnected from the sys tem, 

calls will automatically be sent to your cell phone. Once the phone is 

reconnected, incoming calls will automatically be rerouted to the extension.  

Settings 

Cell phone number: In this setting the user can put one or more cell phone 

numbers. If there is more than one number, spaces must be used to separate 

the numbers. While most users populate this field with a cell phone number, 

any phone number can be used (for example land line numbers). The 



numbers must be entered without any spaces or hyphens (e.g., 9781234567).  

 

Cell phone number (inbound only):  The user may specify additional cell 

phone numbers that are used for detecting inbound calls from the user; 

however, those numbers are not used for outbound calls. This is useful to 

simplify authentication for call from the users associated numbers without 

disturbing the user on those numbers when locating the user.  

Numbers that will never get to the cell phone:  Because cell phones are 

usually carried as a personal item during the whole day, it is important to 

define who can call the cell phone and who cannot (as well as the times). 

This setting explicitly blocks certain numbers from calling the users cell 

phone. The setting contains a list of numbers and wildcards, separated by 

space. For example, the list "400 5*" would block extension 400 and all 

extensions starting with 5 to call the cell phone.  

Numbers that will get to the cell phone anytime:  Similar to the previous 

setting, this list defines the important contacts that can call the cell phone at 

any time, regardless of the time restrictions below.  

Offer special menu when call is answered on cell phone:  This setting 

provides users with additional menu options when answering a call from the 

cell phone. These options are detailed in the following diagram.  



 

• If the user presses "1" the call gets connected to the cell phone. Until 

then, the caller will continue to hear the ring back tone. 

• If the user presses "2" the call gets rejected. The PBX will then apply the 

rules when the VoIP phone would send a busy signal.  

• Upon pressing "3" the PBX will send the caller to voicemail.  

• When pressing "4" the system will prompt for the number to redirect 

to. The number must be terminated with the pound kex ("#").  

• When pressing "5" the call gets parked, as if the user accepts the call 

and then dials the park star code. 

• When pressing "6" the call is added to the list of callback numbers. This 

is useful to stack up numbers that can be called back, e.g., on the way 

home from the car. 



• The digit "0" can be used if the operator account has been assigned to 

the domain. This is typically an attendant that takes cares about 

incoming phone calls for the domain. 

When this cell phone calls the PBX:  This setting defines what the system 

should do on incoming calls. It can either offer the personal virtual assistant 

or just apply the general rule for routing inbound calls. In case the private 

virtual assistant is enabled, the PBX offers the following options:  

• 0: If there are one or more parked calls, the option "0" will resume call 

first call. 

• 1: By pressing "1" the caller can start a new outbound call.  

• 2: If there are no parked calls, ask the system for a callback. This is 

important when calls from the PBX to the cell phones are significantly 

cheaper than the other direction or when the user is using his private 

cell phone for business purposes. 

• 2: If there is one parked call, offer the possibility to transfer the call.  

• 3: If there are no parked calls, go the mailbox. 

• 3: If there are more than one parked call, offer the possibility to put the 

calls into a conference. 

• 4: If there are no parked calls, go to an auto attendant in the dom ain. 

This can be used to dial internal numbers. 

• 4: If there are two parked calls, offer the possibility to connect the two 

parked calls. 

• 5: Call the next number on the callback list.  

• 6: If the account has a credit for outbound calls, it can be retrieved with 

this option. 

Initiate call back after hang-up: To avoid charges to the calling cell phone, 

the PBX can automatically call back the cell phone after it called into the PBX. 

This feature is useful when employees have to pay privately for cell phone 



minutes. With this feature, those charges can be avoided.  

 

Include the cell phone in calls to extension:  When someone calls the 

extension directly (which means not through a hunt group or agent group), 

the PBX can include the cell phone not at all, immediately or after a certain 

time. This makes it possible to start the cell phone call only if the call was not 

picked up on the VoIP phone. If the VoIP phone is not registered, the PBX will 

not wait until the time has elapsed. 

 

When calling the extension in a hunt group: When a call hits a hunt group, 

the PBX can include the cell phone in the group call. In this case there is no 

option to delay the call, however the user can include the cell phone when 

the VoIP phone is not registered. This is a great opt ion for hosted PBX when 

there is a risk that an office gets temporarily offline when cell phones can 

take over. 

 

When calling the extension in an agent group:  Similar to the previous 

setting, the cell phone can also be included in agent group calls.  

 

Include cell phone for web callback:  When using the click to dial feature from 

the web browser, this setting controls if the cell phone should also be 

included in the callback. As with the settings before, the callback can be made 

depending on the registration of the VoIP phone. 

 

Specify time when system calls the cell phone:  If the user wants to limit the 

cell phone inclusion to a certain time of day, he can specify this in this 

setting. If service flags have been set up in the domain, they can be used for 

that purpose; otherwise, the user can just specify the times in the fields.  



When this cell phone calls the PBX (VPA)  The steps to setup the Virtual 

Private Assistant: 

• The incoming calls to the PBX should land directly on the Auto-

attendant. 

• The cell phone number of the extension should be entered in the 

"redirection" section in the same format that it comes in with, so that 

the PBX can match and recognize that the incoming number and the 

cellphone number tied to the extension are identical.  

• Under Domain > Settings > General Settings, turn on "Trust caller ID" to 

ON. 

• This extension should have a PIN number assigned to it (More than 4 

digits is usually accepted) 

 

 

 

 

 

 

 

 

 



Star Codes 

Call Center Codes 

Call monitoring features must be used with caution. Please consult corporate 

and government regulations to determine whether these features are 

permitted in your environment. Illegal listening to phone calls is a severe 

crime, and system administrators must be aware of this.  

Many call center features are available only if extensions have been given 

permission to use them. These settings are controlled by the domain 

administrator and are located in the user’s  Permissions tab . 

Call Forwarding Codes 

Call forwarding allows users to forward their calls to another number. 
Multiple methods are available for doing this.  

Hot Desking (*70) 

Hot desking can minimize the need for office space and is often used as a 

cost-reduction method. It allows multiple users to use the same desk and 

phone, although at different times. Hot desking can be used on a temporary 

or permanent basis. In either case, once the user activates the hot desking 

feature, all calls made to the user’s extension (or as part of a hunt group or 

agent group) will be routed to the new extension or destination. Outbound 

calls from the hot desking phone will reflect the user’s caller -ID. 

It is not expected that other significant inbound traffic is routed to the 

originally registered extension. This fact suggests that offices use “virtual” 

and “real” extension numbers: 
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• Real extension numbers are used for employees with a fixed location 

(e.g., switch board, management). 

• Virtual extensions are not registered. They are used simply for routing 

calls to a specific user. 

Note: If users would like to route their calls to a colleague who is covering for the day, 

they can use either the Redirection star code (*71) or the Redirection settings from the 

web interface. 

To log into a hot desk: 

Note: Users must set their voicemail PIN before they can use the Hot Desking feature.  

1. Go to the phone where you will be hot desking. 

2. Dial *70 and press the confirm button on the telephone keypad.  

3. Enter your extension number when prompted. 

4. Enter your voicemail PIN code for the extension number when 

prompted. 

The system will acknowledge that the Hot Desking feature is in service.  

Note: The system will automatically log a user out of a hot desk each night. Also, after 

activating the hot desk feature, users will be notified via email that a status change has 

been initiated on their extension. 

To log out of a hot desk: 

To log out of a hot desk, users must dial *70 and their extension number from 

either the location that is currently registered as a hot desk or from a phone 

that has been configured to their extension. The system will acknowledge 

that hot desking is no longer in service. 

Note: Hot desking has limitations. Telephone preferences, such as ring tones, address 

book programming, etc., cannot be moved to another desk.  

https://doc.vodia.com/docs/extensions


 

Call Forward All Calls (*71/*72) 

The Call Forward All (*71) feature allows users to redirect all calls to another 

number (e.g., to a colleague who is answering the user’s phone).  

1. Dial *71 and press the confirm button on the telephone keypad.  

2. Enter the call forwarding number once the announcement is complete.  

3. Press the # key. The system will repeat the number and then hang up. If 

you want to change the forwarding number, just call  *71 again. 

4. To deactivate, press 72, then press the * key when prompted. The 

announcement will indicate that call forwarding has been turned off.  

Users do not need physical access to their phone to modify this setting. This 

setting can also be activated from the Redirection settings of the web 

interface. 

Call Forward All Calls (*71/*72) 

The Call Forward All (*71) feature allows users to redirect all calls to another 

number (e.g., to a colleague who is answering the user’s phone).  

1. Dial *71 and press the confirm button on the telephone keypad.  

2. Enter the call forwarding number once the announcement is complete. 

3. Press the # key. The system will repeat the number and then hang up. If 

you want to change the forwarding number, just call  *71 again. 

4. To deactivate, press *72, then press the * key when prompted. The 

announcement will indicate that call forwarding has been turned off. 
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Users do not need physical access to their phone to modify this setting. This 

setting can also be activated from the Redirection settings of the web 

interface. 

Call Forward on Busy (*73/*74) 

The Call Forward on Busy (*73) feature allows users to forward calls to 

another number if their extension is busy. This feature is typically used for 

redirecting calls to a team member or colleague to ensure that all incoming 

calls are answered. To activate: 

1. Dial *73 and press the confirm button on the telephone keypad.  

2. Enter the call forwarding number once the announcement is complete.  

3. Press the pound key #. The system will repeat the number and then 

hang up. If you want to change the forwarding number, just 

call *73 again. 

4. To deactivate, dial *74. The announcement will indicate that call 

forwarding has been turned off. 

Users do not need physical access to their phone to modify this setting. This 

setting can also be activated from the Redirection settings of the web 

interface. 

Call Forward on No Answer (*75/*76) 

The Call Forward on No Answer feature allows users to redirect calls when 

the extension has not picked up after a certain time. This feature is typically 

used to redirect a user’s incoming calls to an assistant or secondary phone. 

To activate: 

1. Dial *75 and press the confirm button on the telephone keypad.  

2. Enter the call forwarding number once the announcement is complete. 
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3. Press the pound key #. The system will repeat the number and hang up. 

If users want to change the forwarding number, they must 

dial *75 again. 

4. To disable this feature, dial *76. The announcement will indicate that 

call forwarding has been turned off. 

The length of time the system will wait before forwarding the call is 

determined by the also be activated from Call forward on no answer 

timeout setting of the web interface. Keep in mind that the voicemail timeout 

(see Time until user’s mailbox picks up  ) works in tandem with the no-answer 

timeout. If the voicemail timeout kicks in before the no-answer timeout, the 

call will go to voicemail. Both settings can be set at the domain, but users can 

override these settings. 

Do Not Disturb (*78) 

Do Not Disturb or DND allows users to silence their phone for all incoming 

calls, even calls made to a hunt group or agent group. When DND is activated,  

all calls will stop, including those redirected to the cell phone. However, the 

system will still call the user’s cell phone though if a message has been 

received while DND is activated and the user has activated  Call cell phone 

when new message arrives. 

1. To activate DND, dial *78 and press the confirm button on the 

telephone keypad. 

2. Dial *79 to deactivate. 

Notes: 

If the DND button on the phone is used to activate DND, this will not stop the user’s cell 

phone from ringing. It will affect only that phone. To stop all phones from ringing, the 

user will need to activate the *78 star code so that the system will know to put all 

phones that have been configured to the extension into DND.  
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DND can be overridden by someone who has DND override permission 

(see Call the following extensions even if DND is set). Typically, this is a 

secretary who needs access to the boss, regardless of DND status. DND takes 

precedence over Call Forwarding, as the latter cannot prevent hunt group 

calls from reaching the user’s extension.  

To create a toggle-like effect (activate/deactivate) for DND for use with 

buttons, use matching star codes (e.g., *78/*78 or *79/*79) on the star codes 

page at the domain level. 

Set Night Mode for Domain Accounts (*80) 

This feature allows users to forward domain accounts (e.g., auto attendant, 

hunt group, etc.) to their own extension. Before this feature can be used, 

permission for each account must be activated by the administrator. 

Permission is set from the extension's Permissions tab. 

• To forward all auto attendants, hunt groups, and agent groups of the 

domain, *80 must be used without an argument. 

• To forward only a specific account, the account must be specified after 

the star code. 

• To disable this feature, enter a star in place of the call forward number.  
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Cell Phone Codes  

Feature Codes 

The feature codes used in this section are related to cell phone use (*51, *52, 

or *00) but they cannot be executed from the cell phone. 

Retrieve Call from Cell Phone (*51) 

This feature allows users to pick up an in-process cell phone call on their 

extension phone. This feature can be used only for calls that have been made 

from the cell phone (through the Personal Virtual Assistant) or which have 

been redirected to the user's cell phone. Calls that have been made directly 

to the user's cell phone (without involving the system) cannot be  picked up 

on the user's extension phone. 

Scenario: You're on your way to the office and you need to call a client, so you call into 

the system and place an outbound call. You speak with the client on your way to work, 

and once you arrive at the office, you decide to pick the call up from your office phone . 

To transfer a cell phone call to your extension: 

1. From your cell phone, call into the main number of the PBX (your cell 

phone must be associated with your account).  

2. From the Personal Virtual Assistant menu, press 1 for “outbound call.”  

3. Enter a destination number, then press the # key. 

4. When you're ready to pick the call up from your office phone, 

dial *51 from the office phone. 

Once the call has been connected, your cell phone will disconnect and will no longer 

accumulate minutes. 



Move Current Call to Cell Phone (*52) 

This feature allows users to move a current call from the extension phone to 

the cell phone. (Note: The user's cell phone must be configured to the 

extension before this feature can be used.) 

Scenario: You're on your extension in the middle of a conversation and need 

to leave the office. Instead of ending the conversation, you put the caller on 

hold and transfer the call to your cell phone. 

To transfer an extension call to your cell phone: 

1. Place the extension call on hold. 

2. Dial *52 from your office phone. 

3. Answer the call on your cell phone. 

Call Cell Phone of the Extension (*00) 

This feature allows users to call someone else's cell phone without knowing 

that person's cell phone number. (Note: The individual's cell phone number 

must be configured as part of the extension that is being called.)  

Scenario: You notice that your boss has just left the building when an important call 

comes in. You have no idea what his cell phone number is, but you m ust speak with him. 

You know what his extension number is, so you use the *00star code followed by his 

extension number. Because the system sees the extension and the cell phone number as 

being the same, the system is able to ring his cell phone.  

To call someone's cell phone without knowing the number: 

1. Dial *00 followed by the person's extension number. 

2. Press the start button from the telephone keypad. 



The system will connect you to the individual's cell phone.  

 

Making Call Codes 

Redial a Number (*66) 

Redial (*66) allows you to redial the last number that was called from your 

phone. 

Call Return (*69) 

Call Return (*69) will dial the number of the call that was received last. The 

number will be available until a call has been established to that number—

not necessarily connected, which can help prevent users from calling back the 

same person twice. (If you execute *69and discontinue the call during its ring 

state though, *69will not be able to access that number again unless the 

caller rings again.) 

Notes: If you reach an external mailbox, the system will handle the Call 

Return as if the call had been successfully established and will clear the 

number. If you reach a mailbox of another extension on the system, the Call 

Return number will not be cleared and you will be able to make successive 

attempts at reaching that extension by dialing *69. The system will store a 

Call Return number only for calls that contain a valid caller -ID. 

Telephones that share the same extension number will share the same redial 

and Call Return number. 

 

 



Intercom (*90) 

The Intercom feature mimics the old secretary-boss intercom systems and can 

be thought of as a one-part page with two-way audio. Intercom is used to 

communicate with one other person. The other party must have a separa te 

extension number, as the Intercom feature will not work between two phones 

that are registered to the same extension. The Intercom feature will also not 

work when multiple registrations are involved with the receiving extension.  

To activate: 

1. Set the user’s Call Permission settings for intercom. 

2. Dial *90and the extension you would like to intercom. 

3. Press the confirm button on the telephone keypad. 

You can now begin conversing with the other party. 
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Miscellaneous Codes 

Conference (*53) 

The conference code can be used to put the callers that the current extension 

is holding into a conference room. If the code is used without any digits 

behind it, the system will search for the first conference room that allowed 

non-scheduled conferences and puts all callers into that conference room. If 

the caller puts a number behind it (e.g.  *53800), then the PBX will use the 

indicated conference room (e.g. 800). The conference room must be suitable 

for this, otherwise the system will play back an error message.  

Outbound Calling (*55) 

This feature is described in a separate page, see Agent Group Outbound 

Calling 

Play Recordings (*56) 

This code can be used alone or with a number behind it. When used without a 

number behind it, it will start playing the recorded messages for the 

extension from which the code was called. Otherwise, it will play the 

recordings for the account that was provided behind the code. For example, 

to play back all recordings from the ACD 400, the user would dial *56400. The 

user needs to have the permission to play back the recordings (see  Extension 

Call Permissions for this). 

The playback starts with the last message and then moves backward in time.  

When listing to the recordings, the user can use the following keys to change 

the playback: 
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• # can be used to move to the previous recording. 

• * be used to move to the next recording. 

• 7can be used to move ten recording forward. 

• 8 can be used to move start the current recording from the beginning.  

• 9 can be used to move ten recording backward. 

• 1 can be used to reverse the playback. Pushing the button several times 

increases the speed. 

• 2can be used to stop and resume the playback. 

• 3 can be used to fast forward the playback. 

Show Account Balance (*61) 

This feature allows users to hear the balance of their pre-paid calling card 

account. To get the balance, users simply enter *61 (followed by the confirm 

button) from the extension the pre-paid card is configured to. 

Wakeup Call (*62) 

The Wakeup Call (*62) feature allows users to receive automatic wakeup calls 

from the system. Though this feature is used primarily in hospitality 

environments, it can also be used on an individual basis.  

1. Dial *62. 

2. Press the confirm button. 

3. Enter the wakeup time in 24-hour format (HHMM); for example, 0715 

(for 7:15 a.m.) and 1915 (for 7:15 p.m.).  

The system will confirm the wakeup call. To cancel a wakeup call after it has 

already been confirmed, users must press the star (*) key. 

Note: Wakeup calls cannot be transferred to other registered devices (i.e., the wakeup 

call will not ring the user's cell phone).  



Request Call Details (*63) 

The Request Call Details (*63) feature allows users to request the details of a 

call (caller-ID, call duration, and time of call). The information will be sent to 

the user's email address. This feature is handy and prevents the user from 

asking for contact information from the caller. 

To activate the Request Call Details feature: 

1. Dial *63 and press the confirm button on the telephone keypad.  

2. Retrieve the message in your email. 

Call forward all calls via Cellphone (Cellphone tied to the user's 
Extension) 

This helps to call into the system and change the calls to be forwarded 

settings, just by calling into the system via VPA (Virtual Private Assistant).  

To activate "Call forward all" star code feature: 

1. Make sure VPA feature is on the system. 

2. Call from the user's cell phone (which is part of his extension on the 

PBX) into the system. 

3. Press 3, to go to the voicemail. 

4. Enter the Mailbox PIN if prompted (or you can skip this step).  

5. Press **71<cell phone number to forward calls to>#  (in one continuous 

string) 

6. And same for turning the feature off. Just change step 5 to include 

*72 instead. 

 

 



Clean up an Extension (*84) 

This feature allows users to quickly clean up an extension. This makes it ideal 

in hospitality environments, as it can be used to clear an extension of its 

messages after guests have checked out and before new ones arrive. It can 

also be used to clean up extensions of employees who have left the company. 

Users cannot activate this feature unless permission has been given by the 

domain administrator. 

Add to Whitelist (*91) 

This feature allows users to add a contact to the whitelist of their personal 

address book. Whitelist contacts receive preferred treatment. They are not 

required to say their name before speaking with the user, and they can 

receive a callback when the user's extension becomes available.  

1. Dial *91. 

2. Press the confirm button. 

If the number does not already exist in the user's address book, the system 

will automatically create an entry for the number. Users can edit the address 

book entry from the web interface. 

Add to Blacklist (*92) 

This feature helps users avoid unwanted contacts (e.g., unwanted callers, fax  

spammers, etc.). Once a caller is on the blacklist, the user's Incoming 

anonymous call setting will determine how that call is treated. If the caller 

should be rejected, then the system will reject that call. Otherwise, the 

system will carry out whatever instruction the user has configured. 



If the number does not already exist in the user's address book, the system 

will automatically create an entry for this number. Users can edit the address 

book entry from the web interface. Blacklist contacts are not allowed to camp 

on an extension. 

Prior to version 5.6, you need to reject the call or wait until the caller hung 

up to be able to add the caller. Since version 5.6, the system will take the last 

number that was calling the extension, unless it was more than 5 minutes 

ago. 

Call Record (*93/*94) 

Call Record allows users to record a conversation between themselves and 

another party. This feature is handy when it is critical that a user remember 

the contents of a particular call. Users should check state and federal laws 

before recording calls. To activate the record feature, dial  *93on the 

telephone keypad. To deactivate, dial  *94. The recording can be retrieved 

from the user's mailbox from the web interface.  

If automatic call recording is in progress, the codes are used to pause and 

resume the recording. This is useful when sensitive information like credit 

card information should not be recorded in the conversation. In this case the 

agent would first enter the deactivate code *94, then listen to the credit card 

information and when done resume recording with *93. 

Set ANI (*59) 

This feature allows the extensions to dial the star code and change their 

outbound ANI on the go. Steps are: 

1. Make sure that the star code for Set ANI is set, e.g., to *59. This step 

may be necessary when upgrading from older versions. 



2. Add ANIs to the desired account. 

3. Go to Domain → Setting → General Settings →  Extensions may use star 

code to change ANI field and choose from either of those drop-down 

menus: 

a. Only own ANI: User / Extension can enter only its own DID 

number (as is) as it's Outbound ANI number. 

b. Any ANI in this Domain: User / Extension can enter any DID 

number as their own ANI that they can find inside the domain that 

they're a part of. 

c. Any NANPA ANI: User / Extension can enter any DID number that 

belong to the NANPA number format on whole of the PBX.  

d. Enter any ANI: User / Extension can enter any DID number that 

resides on the PBX as their own ANI. 

4. Dial e.g., *591234567899 (use your own ANI) and hit send and the audio 

prompt will confirm that ANI has been set by repeating the number to 

you, if successful. 

5. If it doesn't go through, it will prompt the user with "This number could 

not be found". 

6. Make a call out. This will only work, if your trunk allows random ANIs to 

go out, or else it won’t. 

Echo Test (*56) 

When calling the echo test, the system will send the received audio back to 

the calling device. This is a simple way to test if the extension has two -way 

audio. In addition to that the system will read out DTMF that is has received, 

which helps to make sure that the device works properly with negotiating the 

DTMF codec. 



 

Transferring Call Codes 
Calls can be transferred using the transfer button on the phone or star codes. The system 

supports two types of call transfers: blind transfer and attended transfer. 
Blind Transfer 

When the user activates a blind transfer, the call is transferred with no 

knowledge as to whether the receiving party will be available to receive the 

call. A blind transfer can be used for transferring calls to voicemail or the cell 

phone. 

1. Press the transfer button on your phone, or press Hold and dial  *77. 

2. Enter the extension number (or phone number) of the recipient.  

A blind transfer offers no confirmation of call connectivity. If the number is 

busy or does not exist or no one picks up, the user will not be notified.  

Attended Transfer 

When using attended transfer, the user must speak with the party who is 

receiving the call to ensure that the call can be received. 

1. Put the caller on hold (using the phone’s hold button). The LCD 

will display the call that is on hold. 

2. Enter the destination number, then press the confirm button. 

3. Once the party on the receiving end is prepared to take the call, 

press the transfer button twice (the first Transfer connects the 

call; the second Transfer clears the music so that the parties 

can speak. (If the phone does not have a Transfer button,  *77 

can be used to transfer the call.) 



Users do not need to press the hold button to free the call. If the person is 

not available to take the call, the user can press the Hold button to reclaim 

the call and discuss the available options with the caller.  

Transfer a Call Directly to Someone’s Voicemail 

The systems administrator must enable a direct dial prefix before users can 

"blindly" transfer a call to another user’s voice mail. The default for direct 

dial is "8". 

1. Put the call on hold using the hold button on your telephone keypad.  

2. Press the Transfer key. (If your phone does not have a transfer button, 

dial *77to transfer the call.) 

3. Enter the mailbox prefix number. 

4. Enter the extension number. 

The caller will be transferred to the extension’s voicemail. Because the caller 

will bypass the voicemail timeout, the caller will not hear any ringing. This 

method does not need to involve an outside caller. To call a person’s mailbox 

directly, the user can dial 8123. 

Call Park (*85) and Call Park Retrieve (*86) 

The system administrator must configure specific park orbits 

(e.g., 800, 801, 802, and 803) on the system before these star codes can be 

used. Call Park allows the user to temporarily park a call so that it can be 

picked up by another user. The receiving party uses Call Park Retrieve ( *86), 

followed by the park orbit number, to retrieve the call. 

Scenario: A call comes in for Diane, but you do not know where she it, so you put the 

customer on hold, dial *85and the park orbit number, and press the confirm button. You 

then page Diane, "Diane, you have a call on extension 509, ( 509is the park orbit on which 



the call was placed). Diane executes the Call Park Retrieve ( *86) feature, dials 509, and 

retrieves the call. 

An announcement will indicate that the call has been parked. At this point, 

the call can be retrieved by any extension by dialing *86and the park orbit 

number on which the call has been parked. 

1. Put the call on hold (music will play in the background).  

2. Press *85 to park the call. 

3. Enter the park orbit number. 

If the call is not picked up within a specified time (default is 1 minute), the 

user will receive a call from the system as a reminder of the waiting call.  

Note: To create a toggle-like effect for Call Park and Call Park Retrieve for use with 

buttons, use matching star codes (e.g.,  *85/*85or *86/*86) on the star codes page at the 

domain level. 

Call Pickup (*87) 

Call Pickup allows users to pick up a ringing phone. It can be used to pick up 

calls ringing into a specific extension or for ringing calls in general, including 

calls ringing into a hunt group or agent group. 

Note: When compared to Call Park Retrieve, Call Pickup is associated with a sense of 

urgency (i.e., the user must pick up the ringing phone before the call goes to voicemail.) 

With Call Park Retrieve, the caller is already in the system, so there is no t as much of a 

hurry. Before users can use Call Pickup, they must first put their last call on hold so that 

the system does not interpret and execute the star key during calls made to external 

systems that also use star keys. 

Not everyone can pick up every call. Only users that have the "Permission to 

monitor this account" may pick up calls from the account (see General 

Extension Settings ). 
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Directed Pickup 

1. Dial *87. 

2. Dial the extension on which the call is ringing. 

3. Press the confirm button on the telephone keypad. 

 

General Pickup 

Call Pickup can also be used without specifying an extension. To activate, 

dial *87and press the confirm button on the telephone keypad. The system 

searches for calls to pick up in the following order: 

• Hunt groups: For a call that is headed for a specified hunt group, the 

system will reroute the call to the extension that dials the pickup code. 

If several calls ring the hunt group, then the system will pick up only the 

first call that was routed to the hunt group. 

• Extensions: When the account number is an extension, the system 

searches for calls that go directly to the specified extension. These calls 

can come from an auto attendant or through direct extension dialing. 

Calls that ring the extension due to it being part of a hunt group or 

agent group will not be affected by Call Pickup. 

• Agent groups: As with the hunt group, the system picks up a call from 

the specified agent group. For calls in the ringing state, the system p icks 

the first call that is in that state. Otherwise, the system picks the call 

that entered the queue first. 

 

 



Voicemail 

You can activate "Send Voicemails as Emails", using the star code *95  

You can deactivate Voicemail, using the star code *96 

You can go to Voicemail, using the star code *97 

You can record a new greeting, using the star code *98. To delete a recording, 

you can press * after the call was connected, or press 1 to discard the current 

recording and record it again. For the recording, there are multiple ways to 

start a recording: 

• *98: This starts to record the standard announcement for the mailbox.  

• 98 n: This starts to record a specific announcement for the mailbox. 

If n is 0, then the name will be recorded; if it is between 1 and 5, it will 

record the personal greetings 1 to 5. The number 9 will record a 

mailbox message, similar to a note pad. 

• *98 m: This starts to record the standard announcement for an account, 

which must be an auto attendant, a IVR node, a ACD or a paging 

account. 

• *98 m * n: When used with an auto attendant, where m is the account 

number and n is the index into the announcement which you want to 

record. The same is possible for the ACD, where the index n can be 

between 0 (the initial greeting) and 9. 

You can clear the voice message indicator, using the star code *99 

You can also listen to automatic recordings using *56 or turn on/off recording 

using *93/*94  star codes from the telephone keypad. 

 



 


