
 

Clearspan OpEasy® Advanced Provisioning User Guide R4.0 Aastra – 2877-007 

2014 Clearspan® is a Registered Trademark of Aastra Technologies Ltd. Page 1 of 115 

 

2811 Internet Blvd 
Frisco, Texas 75034-1851 
Tel +1 469 365 3000 
Tel +1 800 468 3266 
www.aastrausa.com 

 
  

OpEasy® Advanced Provisioning  
User Guide 

Release 4.0 
2877-007 

 



 
 

Clearspan OpEasy® Advanced Provisioning User Guide R4.0 Aastra – 2877-007 

2014 Clearspan® is a Registered Trademark of Aastra Technologies Ltd. Page 2 of 115 

  



 
 

Clearspan OpEasy® Advanced Provisioning User Guide R4.0 Aastra – 2877-007 

2014 Clearspan® is a Registered Trademark of Aastra Technologies Ltd. Page 3 of 115 

7th  Edition (August 2014) 

© Copyright 2014 Aastra USA Inc. All rights reserved. 
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1 Overview 

The primary purpose of the OpEasy® Provisioning application is to simplify the process of adding users, 
features, and devices to the Clearspan® system.  

1.1 Administration Modes 

There are two administration modes: 

 Basic OpEasy Admin–Has little or no expertise on Clearspan, but can easily use Basic Provisioning to 
add, modify, and delete users on the Clearspan system.   The typical Basic OpEasy Admin cannot 
utilize any of the advanced functions. 

 Advanced OpEasy Admin–Has considerable expertise with the Clearspan system and the OpEasy 
applications.  This administrator lays the groundwork for manipulating users such as creating devices, 
profiles, templates, etc.  All of this is necessary for Basic Administrators to do their job.  This 
administrator is usually a System Administrator (SA), an Enterprise Administrator (EA), or a Group 
Administrator (GA). 

1.2 Advanced Provisioning 

This document provides instructions on the following functions, which are available to advanced 
administrators.   

 Users–Add, Modify, Delete, or Search for Users.   

 Auto Attendants–Plan and set up Auto Attendants to act as virtual receptionist.   

 Import–Use spreadsheets to create users and user features. 

 Export–Export Clearspan data to a spreadsheet.  

 Phone Templates–Add, Modify, Delete, Copy, or Search for phone templates.  Templates must be 
created before creating User Profiles. 

 Phone Management–Add, Modify, Delete, or Search for Phone devices.  A list of devices can be 
exported to a spreadsheet.  Devices must be created before creating User Profiles. 

 User Profiles–Add, Modify, Delete, or Search for User Profiles.  The User Profile is a set of rules that is 
applied to a User.  The User Profile must be created before the Basic OpEasy Admin can create Users.  

 Enterprise settings–Add or modify service packs.  

 Group settings–Configure custom device type tags, night forwarding, and phone directory 
management for groups. 

1.3 References 

Basic provisioning functions such as adding, modifying, and removing single users are covered in the 
Clearspan OpEasy Basic Provisioning User Guide. 

 

  



 
 

Clearspan OpEasy® Advanced Provisioning User Guide R4.0 Aastra – 2877-007 

2014 Clearspan® is a Registered Trademark of Aastra Technologies Ltd. Page 12 of 115 

2 Phone Templates 

The Phone Templates function allows you to manage device configuration files for phones by creating and 
assigning phone templates to a phone.  The Clearspan system uses the assigned template when building 
or rebuilding the configuration files for the associated phone. Templates are edited, deleted, or copied using 
the Provisioning application of OpEasy.   

Templates must be built before Phone Management, User Profiles, and Users.  Building a phone template 
consists of the following: 

 Definitions (Templates)–Creates the phone template definitions. 

 Key Definitions–Displays and configures system-wide definitions for keys. 

 Global Settings–Displays and changes the global Clearspan settings for a specified Phone 
Manufacturer.   

 EMS Addresses–Displays or changes the list of EMS Server addresses (host names / IP addresses).  
The EMS server is used by the phone soft keys. 

Polycom Phones 

For information about Phone Template settings specific to Polycom phones, refer to the appendix of this guide. 

2.1 Viewing Phone Template Definitions 

Phone Templates are displayed and configured from the Template Definitions page.  There can be many 
templates for the same device/phone type, depending upon the needs of an organization.   

1) From the main menu, select Provisioning, and then select Phone Templates. 

2) Click Definitions in the menu tree, or click Definitions in the Phone Templates menu.  The Template 
Definitions page displays. 

 

Figure 1 Template Definitions Page 

3) Choose the Template Level from the drop-down list. 

4) Select the Enterprise from the drop-down list, if needed. 

5) Select the Group from the drop-down list, if needed. 

6) Select the Device Type (phone type) from the drop-down list. All existing templates, including the 
default for this phone type under this Template Level, display in the list.  As soon as you choose the 
device type, the remaining part of the page displays.   
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2.2 Viewing Key Definitions 

There may be times when a new key must be added to a template to access new applications, speed dials, 
etc. The Key Definitions page allows you to add additional feature keys to the default list that will be used 
when building phone templates. All of the defined feature keys display in the Key Definitions page.  Key 
Definitions are typically accessible by system administrators as they affect keys system wide.   

Each key added requires a label that will appear on the phone key and a value which can be a URL, an 
XML application, a feature access code, a number, blank, etc.  The value is the action taken when the key 
is pressed.    

 

The default feature codes for Clearspan are described in the Feature Access Codes Quick Reference Guide, which is 
available on the Technical Publications website.  

1) From the main menu in OpEasy, select Provisioning, and then select Phone Templates. 

2) From the Phone Templates page, click Key Definitions from the menu tree, or click Key Definitions in 
the Phone Templates menu.   

3) Select the Phone Manufacturer. 

The Key Definitions page displays, as shown in the following figure. 

 

 

Figure 2 Key Definitions Page Part 2 – Keys Portion 
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2.3 Adding a New Key Definition 

Adding a new Key Definition will add a new row to the list. 

1) From the main menu, select Provisioning, and then select Phone Templates. 

2) From the Phone Templates page, click Key Definitions from the menu tree, or click Key Definitions in 
the Phone Templates menu.  The Key Definitions page displays. 

3) Select the Phone Manufacturer. 

4) Click Add.  A new row is added to the bottom of the list, and its type is “None” as in the following 
example. 

 

Figure 3 Key Definition Row Added 

5) Select the key type from the drop-down list as shown in the example. 

 

Figure 4 Key Definitions – Key Type Drop-Down List 

6) Enter a Label for the key.   Key labels are a maximum of 12 characters. 

7) Enter a Value, if applicable.  The value is blank by default.  However, it can be a link to an application 
that this key will access, or a link to an internet news service, etc. This information should be provided 
by the system administrator. 

8) Check the phone states defining when this key will display on the phone.  All states are unchecked by 
default.  
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Figure 5 Key Definitions – Added Speeddial 

9) Click Apply.  The Saved indication displays above the OK button.   

10) Click OK. 

2.4 Deleting a Key Definition 

Caution: Deleting a Key Definition affects all phones using that definition. 

You can delete a key definition from the Key Definitions page as in the following examples. 

1) From the main menu, select Provisioning, and then select Phone Templates. 

2) From the Phone Templates page, click Key Definitions from the menu tree, or click Key Definitions in 
the Phone Templates menu.  The Key Definitions page displays. 

3) Click Delete on the far right side of the row of the key to delete.   

 

Figure 6 Key Definitions – Delete 

4) Click OK in the confirmation dialog box. The key definition is deleted and no longer appears in the list. 

5) Click OK.  The Phone Templates page displays. 

2.5 Creating a New Phone Template 

1) From the main menu, select Provisioning, and then select Phone Templates. 

2) Click Definitions in the menu tree, or click Definitions in the Phone Templates menu.  The Template 
Definitions page displays. 

3) Select a Template Level from the drop-down list. 

4) Select the Enterprise, Group, and Device Type if necessary. 



 
 

Clearspan OpEasy® Advanced Provisioning User Guide R4.0 Aastra – 2877-007 

2014 Clearspan® is a Registered Trademark of Aastra Technologies Ltd. Page 16 of 115 

5) Select a New Template Level. 

6) Enter the name of the template in the New Template Name text box. In the following example, the new 
template will be assigned to phones in the Support area. 

 

Figure 7 Enter New Template Name 

7) Click Add Template as shown in the example.  The Template Add page displays.  The General tab 
displays by default. 

8) Configure the general settings, lines, and keys for the new template as described in the following 
sections, and then click OK. 

2.5.1 Configuring General Settings 

On the Template Add page: 

1) Enter a Description of the template as shown in the following figure. 

2) Select the URI for Soft Keys from the drop-down list.  You cannot save the configuration unless you 
choose the URI.  This entry is used to point to the appropriate EMS server for certain key definitions. 
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Figure 8 Template Add Page 

3) If there is to be an expansion module: 

 Select either the M670i, which allows an additional 36 keys per module, or the M675i, which allows 
an additional 60 keys per module.  

 Select the number of modules.  The maximum is three. 

When expansion modules are specified, new tabs appear to allow assignment of the additional keys. 

Polycom Phones 

For information about General Settings for templates specific to Polycom phones, refer to the appendix of this guide. 

2.5.2 Assigning Lines 

The Lines tab provides Clearspan Line Position to Phone Key mapping.  Lines can be assigned to soft keys 
and programmable keys. You can also select the Line Label (Extension or Phone Number) and Ring type 
for that line.  

From the Template Add page: 

1) Select the Lines tab. The number of lines displayed depends on the number of lines that the phone 
supports. 

2) Change the BLF Line/User if necessary.  This value applies when the Busy Lamp Field (BLF) feature 
is assigned. The default of 1 is generally the desired setting. The value is used to identify which line will 
be associated with the BLF list URI. 

3) Select the Clearspan Line Position that you want to assign. 
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Figure 9 Phone Line to Clearspan Line Position Mapping 

4) Choose the Line Label, which determines whether the extension or phone number is displayed on the 
phone display. 

5) Choose the Ring type.  The default is the common ring:  "2-4", or two seconds of ringing followed by 
four seconds of silence. 

6) Repeat these steps for every line on the phone that you wish to assign. 

Polycom Phones 

For information about configuring the ringtone for a line on Polycom phones, refer to the appendix of this guide. 

2.5.3 Configuring Soft Keys 

The Soft Keys and Top Soft Keys tabs allow you to assign specific functions to programmable keys on the 
phone. Top Soft Keys are those placed physically higher on the phone. 

From the Template Add page: 

1) Select the Soft Keys or Top Soft Keys tab.  The list of available keys displays.  The number of lines 
and the number of programmable keys depends on the phone. 
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Figure 10 Template Add – Soft Keys Tab  

2) Select a feature or line from the Label drop-down list for Key 1. This drop-down list of features comes 
from the list of Key Definitions.   

3) Choose a Phone Line for the key if presented; some features such as Do Not Disturb are not tied to a 
specific phone line. 

4) Continue configuring the keys until you have assigned all the features desired to the programmable 
keys in the template.  

Assign two separate keys as Lines: one for the Line and one for the Call Appearance that supports 
Conference, Transfer, and Call Waiting.  

Polycom Phones 

In addition to the standard Polycom soft keys, some OpEasy-configured soft keys can be assigned to Polycom 
phones.  For more information, refer to the appendix of this guide. 
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2.5.4 Configuring Hard Keys 

From the Template Add page: 

1) Select the Hard Keys tab.  The Hard Keys list displays.  The number of lines and keys depends on the 
phone. 

 

Figure 11 Template Add – Hard Keys Tab  

2) Select a feature from the Label drop-down list for each key.   

3) Choose a Phone Line for the key. 

4) Continue configuring the keys until you have assigned all the features desired to the hard keys in the 
template.  

2.5.5 Viewing or Editing Extra Settings 

From the Template Add page: 

1) Select the Extra Settings tab to view or change configuration information.  The Extra Settings tab 
allows entry of configuration file information that is specific to this template, as shown in the following 
example. 
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Figure 12 Template Extra Settings Tab 

2) Click Browse to choose a configuration settings file that was previously created, if necessary, and use 
the Upload File button to get the file. You can create a text file that contains extra settings that apply to 
many templates. The text file can be uploaded using this field to reduce the risk of typos and provide 
consistency of content. 

Polycom Phones 

For information about configuring items for Polycom phone templates on the Features, Ring, and Extra Settings 
tabs, refer to the appendix of this guide. 

2.6 Editing a Phone Template 

1) From the main menu, select Provisioning, and then select Phone Templates. 

2) Click Definitions in the menu tree, or click Definitions in the Phone Templates menu.  The Template 
Definitions page displays. 

3) Choose the Template Level from the drop-down list. 

4) Choose the Enterprise from the drop-down list. 

5) Choose the Group from the drop-down list.   

6) Choose the Device Type from the drop-down list. A list of templates that were created for this device 
type displays. 

7) For the template you want to edit, click on the Edit link in the Action drop-down list at the end of the 
row.  The Template Edit page displays. 
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8) Follow the procedures in the 2.5 Creating a New Phone Template section to make any changes on the 
Template Edit tabs. 

9) Click Apply. The Saved indication displays above the OK button.  

10) Click OK.  

2.7 Copying a Phone Template 

The following example copies the template from one group to another. 

1) From the main menu, select Provisioning, and then select Phone Templates. 

2) Click Definitions in the menu tree, or click Definitions in the Phone Templates menu.  The Template 
Definitions page displays. 

3) Choose the Template Level from the drop-down list. 

4) Choose the Enterprise from the drop-down list. 

5) Choose the Group from the drop-down list.   

6) Choose the Device Type from the drop-down list. A list of Templates that were created for this device 
type displays. 

7) For the template you want to copy, click on the Copy link in the Action drop-down list at the end of the 
row.  The Template Copy page displays. 

 

Figure 13 Template Copy Page – New Template Section 
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8) In the New Template section of the Template Copy page, select the target Enterprise and Group 
from the drop-down lists, if necessary. 

9) Enter a Name and Description for the copied template. 

10) If there is already a template in the target Enterprise/Group with the same name, the newly copied 
template can replace the existing template by checking the Replace Existing Template box. 

11) Click OK to save the changes.  The Template Definitions page displays and the copied template 
appears in the list. 

2.8 Deleting a Phone Template 

1) From the main menu, select Provisioning, and then select Phone Templates. 

2) Click Definitions in the menu tree, or click Definitions in the Phone Templates menu.  The Template 
Definitions page displays. 

3) Select Delete from the Select Action drop-down list as shown in the following example.  

 

 

Figure 14 Template Selected to Delete 

4) Click Delete on the Template Delete page. 

5) Click OK.  The template is deleted.  The Template Definition page displays and the template is no 
longer in the list. 

2.9 Viewing or Editing Global Settings 

The Global Settings page allows you to view or change the global Clearspan settings at the System, 
Enterprise, or Group levels. After being saved, the change for the individual phones will occur at the next 
scheduled re-sync or reboot of the phones. This feature should not be used without a thorough 
understanding of the device configuration files. 

1) From the main menu, select Provisioning, and then select Phone Templates. 

2) Select Global Settings from the Phone Templates menu.  The Global Configuration File Settings page 
displays as in the following example.  The System configuration settings populate the box. 

3) Select the Enterprise from the drop-down list.  The Enterprise configuration settings populate the box. 

4) Select the Group from the drop-down list.  The Group configuration settings populate the box. 

5) Select the Phone Manufacturer. 

6) To replace any configuration settings, either make a manual edit or click Browse to navigate to a text 
file that contains the appropriate settings, and then upload it. 
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Figure 15 Global Configuration File Settings Page 

Polycom Phones 

The Global Configuration File Settings page allows administrators to set custom ringtones for a System or 
Enterprise. It also provides access to group-specific Polycom phone settings. For more information, refer to the 
appendix of this guide. 

7) If modifications have been made, click Apply and then OK.  If no modifications have been made, or 
you wish to cancel your changes, click Cancel.  The Phone Templates page displays. 
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2.10 Adding New EMS Addresses 

Each Phone Template is assigned an EMS Server address, which is used by the Soft Keys.  

1) From the main menu, select Provisioning, and then select Phone Templates. 

2) Click EMS Addresses from the menu tree, or click EMS Addresses from the Phone Templates menu.  
The EMS Addresses page displays.  The current EMS servers are displayed in the list. 

3) Click Add to add a new EMS Address.   

4) Enter the EMS Address Name. 

5) Enter the EMS Address. 

6) Click OK.  The EMS Addresses page displays, with the new address in the list.  

2.10.1 Editing EMS Addresses 

1) From the main menu, select Provisioning, and then select Phone Templates. 

2) Click EMS Addresses from the menu tree, or click EMS Addresses from the Phone Templates menu.  
The EMS Addresses page displays.  The current EMS servers are displayed in the list. 

 

Figure 16 Phone Templates Page - EMS Addresses 

3) Click the Edit link at the end of the row to change an existing EMS Address.   

4) Enter the EMS Address Name. 

5) Enter the EMS Address. 

6) Click OK.  The EMS Addresses page displays and shows the changes that were saved. 

2.10.2 Deleting an EMS Address 

1) From the main menu, select Provisioning, and then select Phone Templates. 

2) Click EMS Addresses from the menu tree, or click EMS Addresses from the Phone Templates menu.  
The EMS Addresses page displays.  The current EMS servers are displayed in the list. 

3) Click the Edit link on the row of the existing EMS Address that you want to delete.   
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Figure 17 EMS Modify Page - Delete 

4) Click Delete.  The Delete confirmation dialog box displays. 

5) Click OK.  The address is deleted. 
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3 Phone Management 

Phone Management allows you to view, add, modify, and restart phone devices.  Phone Templates must 
already exist. 

3.1 Polycom Phone Support 

You can use OpEasy to configure certain Polycom phones when the Polycom Phone Support system 
license for Clearspan is installed.  Refer to the appendix of this guide for more information about using 
OpEasy to provision Polycom phones. 

3.2 Viewing Phone Device Templates 

To view existing Phone Templates: 

1) Select Provisioning from the main menu, and then select Phone Management.    

2) Select the Enterprise and Group, if necessary. 

3) Click Search to display all phone devices. 

4) Click the View button in the row of the phone device for which you want to view the template.  The 
phone template appears as shown in the following example. 
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Figure 18 Viewing Phone Template Details 
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3.3 Restarting Phone Devices  

1) From the main menu, select Provisioning, and then select Phone Management. 

2) Select the Enterprise from the drop-down list, if necessary.  

3) Select the Group from the drop-down list, if necessary.   

4) Click Search to display all phone devices for the group. 

5) Check the box in the Selected column for phone devices that you want to restart. Check the Select All 
Phones box if you want to place a check mark in the column for all phones. 

6) Check Restart Phones on Save to restart the selected phones when settings are saved. 

7) Click Restart Selected Phones to restart only those phones where there is a check mark in the 
Selected column. 

 

Figure 19 Phone Restart Section 

3.4 Adding a Phone Device 

You can add a phone device in Phone Management or under Users when adding or modifying a user.  To 
add a phone device in Phone Management: 

1) From the main menu, select Provisioning. 

2) Click Phone Management from the menu tree, or click Phone Management from the Provisioning 
page menu. 

3) Select the Enterprise from the drop-down list, if necessary.  

4) Select the Group from the drop-down list, if necessary.   

5) Click Add. The Phone Device Add page displays as in Figure 20.   
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Figure 20 Phone Device Add Page 

6) Enter the Device Name.   

7) Select the Device Type from the drop-down list. 

8) Select the Template from the drop-down list.  To see the template you selected, use the View 
Template button. 

9) Check Restart Phones on Save if you want phones using this template to restart when a change 
occurs. 

10) In the Device Description section, enter a Description and Serial Number of the phone, both optional. 

11) Enter the physical Phone Location. 

12) In the Device Configuration section, you can enter the following optional information: 

 Host Name/IP Address 

 Port Number 

 Outbound Proxy 

 Stun Server 

 MAC Address 

13) The Device Protocol is “SIP 2.0” by default. 
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14) The Transport Protocol is “Unspecified” by default.  

15) Enter the ERL Record Name (Optional Emergency Response Location data for E911 Emergency 
services). 

16) Click OK. The Phone Management page displays.  The new device is displayed in the list. 

Polycom Phones 

For information about configuring phone device settings for Polycom phones, refer to the appendix of this guide. 

3.5 Modifying or Deleting a Phone Device 

1) From the main menu, select Provisioning. 

2) Click Phone Management from the menu tree, or click Phone Management from the Provisioning 
page menu. 

3) Select the Enterprise and Group from the drop-down lists, if necessary.  

4) Click Search to display all devices, or enter search parameters to filter your search.  The search below 
is an example of the Phone Management page, searching for the device name containing the string 
“39i”.  There are two results from this search. 

 

Figure 21 Phone Device Search Example 

5) Click on the Edit link at the end of the row for the phone device you want to edit or delete.   

6) Make any changes to the configuration that you need to make using the procedures in section 3.4 
Adding a Phone Device. You can also view the template using the View Template button. Click the 
Delete button to delete the phone device, and click OK in the confirmation dialog box. 

7) Click Apply if you made changes, and then click OK.  

3.6 Changing the Phone Template on a Device 

1) From the main menu, select Provisioning. 

2) Click Phone Management from the menu tree, or click Phone Management from the Provisioning 
page menu. 
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Figure 22 Phone Management Page 

3) Select the Enterprise from the Enterprise drop-down list. 

4) Select the Group from the Group drop-down list. 

5) Click Search to display all devices, or enter search parameters to filter your search.  A list of phone 
devices configured for this group displays.   

6) Select the new template from the Template Name drop-down list on the row of the desired phone 
device, as shown in the following example. 

 

Figure 23 Changing Template for a Phone Device 

7) Click Apply.  The Saved indication displays above the OK button.   

8) If you want to restart the device so it can pick up the new template, place a checkmark in the Selected 
column for it and click Restart Selected Phones. 

9) Click OK.   
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4 User Profiles 

The User Profile is a set of rules applied at the time of creation.  Having this set of rules simplifies 
the user creation process because it allows certain user fields to be derived based on the rules. 
User Profiles must be created before adding Users.   

Polycom Phones 

In order to allow administrators to quickly set up users with Polycom phones, one or more User Profiles 
should be created for each type of Polycom phone that will be used.  For more information, refer to the 
appendix of this guide. 

4.1 Adding a User Profile 

Many of the parameters on this page are set to default values and may not need to be changed.   

1) From the main menu, select Provisioning. 

2) Click User Profiles from the menu tree, or click User Profiles from the Provisioning page 
menu. 

3) Select the Enterprise from the drop-down list. 

4) Select the Group from the drop-down list. 

5) Click Add.  The User Profile Add page displays as shown in the following example. 
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Figure 24 User Profile Add Page 



 
 

Clearspan OpEasy® Advanced Provisioning User Guide R4.0 Aastra – 2877-007 

2014 Clearspan® is a Registered Trademark of Aastra Technologies Ltd. Page 35 of 115 

 
6) Enter the User Profile Name. 

7) Enter a Description for the user profile. 

8) Select the User Type. The options are Normal and Voice Mail Only.  

9) Choose the E-mail notifications that you want sent when a new user is created that uses this 
profile.  

10) Select the Device Type from the drop-down list. Note that if a selection of “Trunk User” is 
made, the screen refreshes with different fields. See section 4.4 Creating a Trunk User Profile 
for more information. 

11) Select the Template from the drop-down list. 

12) Use the View Phone Configuration button to confirm this device and template are correct. 

13) Check one or more of the Service Packs required by the user. A Service Pack is a grouping 
of one or more Clearspan services and is created on Clearspan.  In this section, all Service 
Packs available to this Enterprise and Group will be listed.  You should know the content of the 
Service Pack before assigning it to the profile. 

14) Select the User Domain from the drop-down list. The drop-down list contains all domains 
assigned to this Enterprise and Group. 

15) Enter the Site ID, if necessary. The Site ID is appended to an extension number for 
provisioning of extension-only users.  This is useful when a Clearspan User ID is to be the 
user’s phone number.  An extension-only user is generally given a four- or five-digit extension 
as the phone number.  Since this is not long enough to be used as a Clearspan User ID, the 
Site ID is appended; thus the minimum length User ID requirement is met and the extension-
only phone number is used. 

16) Select the format for the User ID from the drop-down list.  The options include, 
FirstNameLastName, PhoneNumber, or the User’s E-mail Address. 

17) Check the User Password checkbox to initialize the password to a randomly generated value; 
leaving the box unchecked requires the administrator to enter a password. 

18) Click one of the following for Phone Number Activation: Activate (Recommended) if the 
phones will place and receive calls from outside the system, or Do Not Activate if the calls will 
be internal only. 

19) Change the Network Server Site if you want to use a site other than the one shown. This 
setting applies when a user is assigned a phone number. 

20) Choose the method of deriving an Extension, based on the user’s phone number.  The 
options are the last 4 digits of the phone number or the last 5 digits of the phone number. 

21) Choose a Class of Service from the drop-down list.  The list shows all Classes of Services 
associated with the Enterprise and Group and also allows selection of the Group default. 

22) Make a selection for Voice Mail from the drop down list.  The following is available when 
voice-mail is allowed: 

 No Voice Mail. 

 No E-mail Notification - The user’s phone will notify of a voice mail, but no notification will 
be sent to the user’s e-mail. 

 E-mail Notification - In addition to the user’s phone notification, notification will also be sent 
to the user’s e-mail. 

 E-mail Delivery - In addition to the user’s phone notification, an e-mail will be sent to the 
user and the voice message will be included as an attachment. 
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 Selectable, with Default:  No Voice Mail 

 Selectable, with Default:  Voice Mail – No E-mail Notification 

 Selectable, with Default:  Voice Mail – E-mail Notification 

 Selectable, with Default:  Voice Mail – E-mail Delivery 

 

The first four options in the drop-down list do not allow you to choose any other voice mail type when creating a 
user with a Basic Import spreadsheet.  However, the last 4 options, labeled ‘Selectable’, provide you with a 
default setting that can be overridden when creating a user with a Basic Import spreadsheet.  The Advanced 
Import spreadsheet does not have these options.   

 If the Voice Mail selection is other than No Voice Mail, the Group Mail Server fields are 
presented. Enter the E-mail Address domain and the Password for that server. 

 Specify the information that will appear for Calling Party ID.   

The options are to provide the user’s last name, first name, and phone number, or to specify 
something different using the text boxes to the right of each field.  

Specifying something other than user’s name and phone number is useful if, for example, this 
User Profile will be used for members of a technical support group. It may be more appropriate 
to show, “Technical Support” and the support center number rather than the user’s personal 
information.  

Before making a selection, however, it is important to note that the phone number field will be 
used for 911 purposes in some cases: 

 If the OpEasy Emergency Gateway application IS in use, the Calling Party ID: Phone 
Number field will NOT be used for 911.  In this case, the ERL Record Name field will be 
used for 911 purposes for user location.  

 If the OpEasy Emergency Gateway application is NOT in use, the Calling Party ID: Phone 
Number field WILL be used for 911. When the Calling Party ID: Phone Number field is 
used for 911, the OpEasy Administrator must know the phone numbers that have been 
provisioned for 911 and must provide the correct phone number for each user.  

For example, assuming the OpEasy Emergency Gateway application is not in use: 

 If a single phone number (i.e. 469.365.3000) has been provisioned for 911 for an 
entire building, then the OpEasy Administrator must specify that single phone number 
(4693653000) as the Calling Party ID: Phone Number for each Clearspan user at this 
location.   

 If the DIDs associated with each user’s phone number at a specific location have 
been provisioned for 911, then the OpEasy Administrator can specify the user’s 
phone number as the Calling Party ID: Phone Number (the default setting).   

 

On Clearspan, the Call Processing Policies can be set at the Enterprise, Group and User levels.  For each 
level, the default is to “Use configurable CLID for Calling Line Identity” as circled in the following illustration.  In 
order to make use of the settings configured in User Profile for Calling Party ID, the “Use configurable CLID for 
Calling Line Identity’’ settings must be maintained on Clearspan. 
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Figure 25 Clearspan Call Processing Policies Page 

23) Choose the rules for creation of the Authentication Name and Password. The Name can be 
the User ID or a unique ID generated by OpEasy. The Password can be generated randomly 
by OpEasy or it can be specified in the text box to the right. 

24) Choose the domain to use for a user’s Phone Line/Port.  Select the domain from the drop-
down list. 

25) Choose the method for creation of the MAC Address.  The options are last 4 digits of the 
phone number, last 5 digits of the phone number, phone number, or extension.   

The MAC Address here is not a real MAC Address.  The information entered here is used later 
in the auto-install of the phone process if the MAC address is used for authentication.  After the 
auto-install process is complete, the information changes to the real MAC address. 

26) For Device Access, choose the method for determining User Name and Password. 

27) Check the box for Clearspan Communicator, desktop, mobile or both if you choose to enable 
communication for this user.   

28) Click Apply.  The Saved indication displays above the OK button. 

29) Click OK. 

4.2 Editing a User Profile 

1) From the main menu, select Provisioning. 

2) Click User Profiles from the menu tree, or click User Profiles from the Provisioning page 
menu. 

3) Select the Enterprise from the drop-down list. 

4) Select the Group from the drop-down list. 

5) Click Search to display all profiles, or enter search parameters to filter your search. 

6) Click the Edit link on the end of the row of the profile to modify.  The User Profile Modify page 
displays.  You can modify the profile using the procedures in section 4.1 Adding a User Profile. 
The only field that you cannot change is the User Profile Name field.  
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7) Click Apply after making your changes.   

8) Click OK.  Note that editing a User Profile does not affect any users that were previously built 
using this profile. 

4.3 Copying a User Profile 

You can copy a User Profile to another enterprise/group or copy to the same enterprise/group.  
The template associated with the copied profile can be changed as well.   

After the profile is copied, the new profile is edited on a new page to allow you to make any desired 
changes.  The new profile will not be saved until it is edited.   

1) From the main menu, select Provisioning. 

2) Click User Profiles from the menu tree, or click User Profiles from the Provisioning page 
menu. 

3) Select the Enterprise from the drop-down list. 

4) Select the Group from the drop-down list. 

5) Click Search to display all profiles, or enter search parameters to filter your search. 

6) Click the Copy link on the end of the row of the profile to copy. The User Profile Copy page 
displays as in the following example.   

 

 

Figure 26 User Profile Copy Page 

7) Select the target Enterprise and the target Group from the drop-down lists. In this case, the 
target group is in the same enterprise.  If you choose another group, the Copy Options 
change.   

8) Enter the name for the new profile in the User Profile Name text box.   
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9) Enter a Description in the Description text box. 

10) Check the Replace Existing User Profile if you wish to overwrite an existing template of the 
same name. 

11) If you chose a different group to copy this user profile to, you can configure the following: 

 Check Copy Template in order to copy the template that is associated with the original 
group to the new group. 

 Enter the Template Name and Description of the template. 

12) Click OK.  After you have copied a user profile, the User Profile Copy Modify page displays to 
allow you to modify the new copy.     

13) Modify any of the settings in the new profile. You can modify the profile using the procedures in 
section 4.1 Adding a User Profile. 

14) Click Apply.  The Saved indication now displays above the OK button. 

15) Click OK.  The User Profiles page displays, where the new profile appears in the list. 

4.4 Creating a Trunk User Profile 

To create Trunk Users more quickly, you can create a User Profile specifically for Trunk Users that 
specifies the Trunk Group, Trunk Line/Port, and Enterprise Trunk settings.  

1) From the main menu, select Provisioning. 

2) Click User Profiles from the menu tree, or click User Profiles from the Provisioning page 
menu. 

3) Select the Enterprise from the drop-down list. 

4) Select the Group from the drop-down list. 

5) Click Add.   
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Figure 27 Trunk User Profile Settings 

6) Under the Primary Phone Device section, select Trunk User as the Device Type. When the 
Device Type is set to Trunk User, the User Profile page refreshes and the following occurs: 

 The Template field and View Phone Configuration button are grayed out under the 
Primary Phone Device section. 

 In the Configuration Rules section, the Line/Port field for the phone is removed. The 
Trunk Group/Enterprise Trunk fields are added and if a Trunk Group selection is made, 
the Line/Port field for the trunk is presented. 

7) Select a Trunk Group for this user. Or, if this user will belong to multiple Trunk Groups, 
choose the appropriate Enterprise Trunk. The Line/Port applies when the Trunk Group 
selection is made. 

8) Click OK.   
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5 Users 

There are two modes when creating a user:  Basic and Advanced.  This document covers 
Advanced mode. 

The Basic OpEasy Admin sees only three tabs when creating a user:  User, Optional, and Phones.  
The Advanced OpEasy Admin, in addition to these three, has the Service drop-down list that 
allows creating or modifying user services such as Call Forward and Busy Lamp Field.  The 
Advanced Admin can also create Shared Call Appearances (SCAs).  An additional tab becomes 
available for each Feature when selected from the Feature list.   

The Feature drop-down list is accessed in the User Add and User Modify pages.  The features are: 

 Busy Lamp Field 

 Call Forward 

 Call Forward Selective 

 Call Pickup 

 Hoteling Guest 

 Hoteling Host 

 Priority Alert 

 Privacy 

 Speed Dial 8 

 Speed Dial 100 

 Voice Mail 

 Voice Mail Distribution Lists 

See the Clearspan OpEasy Basic Provisioning User Guide for more information about creating a 
User in the Basic mode. 

5.1 User Licenses 

The main Users page displays the number of OpEasy User Licenses that are used and available. 
Administrators can, if desired, set the User or Polycom licensing for an enterprise to Auto, so that 
licenses do not have to be set and maintained manually. For more information, refer to 11.1.2 
Configuring License Allocations. 

5.2 Adding a User in Advanced Mode 

The Advanced Mode “User”, “Optional”, and “Phones” tabs are populated before adding user 
features.   

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Select Advanced for the User Mode. 

4) Click Add.  The Advanced: User Add page displays as shown in the following figure. If no 
license is available, an error displays. 
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Figure 28 Advanced: User Add Page, User Tab 

5.2.1 Users Tab 

1) Select a User Profile from under the User Classification section drop-down list if desired. 
Choosing a User Profile pre-populates certain fields. 

2) Click View Template if you want to view the phone template assigned to this User Profile. 

3) Enter the user’s Last Name and First Name under the Clearspan User section. 

4) Enter the E-mail Address for the user. 

5) Select the Department from the drop-down list. 

6) Select the Phone Number from the drop-down list.  The Extension field fills in automatically if 
a User Profile has been selected.  You can also use the View Phone Template button here. 

7) Click one of the following for Activate Phone Number: Activate (Recommended) if the phone 
will place and receive calls from outside the system, or Do Not Activate if the calls will be 
internal only. 

8) Enter the Phone Location.   
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9) Select the Voice Mail type from the drop-down list if you choose to override the default. 

10) Enter the Voice Portal Passcode.  It must be 4-8 digits in length, to be determined by the 
administrator. 

11) Enter the User Password.  It must be least 6 characters in length, to be determined by the 
administrator.  You can click the Initialize User Password to random password to auto 
generate a password. This randomly generated password is lengthy and complicated, which 
protects the user from unauthorized access in cases where the password will not be used.  If 
the user will use the password to access the web portal, this random password would not be 
desired. 

 

The remaining parameters on this page can be hidden using the Hide Details button.  The details can be 
displayed again using the Show Details button.  Note that if a User Profile is used, the fields in this part are 
filled in automatically as you edit the upper portion of the page. If you are not using a User Profile to create the 
user or you need to override an entry generated by the User Profile, then review and modify the settings in this 
section: 

 New User Notification 

 Site ID–required if an extension-only user 

 Clearspan User ID–required 

 Calling Party ID information–last name and first name are required 

 Service Packs selection–click on the Service Pack(s) on the left and click Add 

 Authentication Name and Password–required if this user is assigned a device 

Polycom Phones 

For information about configuring Device Access credentials for Polycom phones, refer to the appendix of 
this guide. 

5.2.2 Optional Tab 

Click on the Optional tab of the User Add page to view or change optional values such as Contact 
Information, Time Zone, Language information, and Aliases used to place and receive calls.  User 
Information values are pre-populated but can be changed if additional options are available in the 
drop-down menus. 
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Figure 29 Advanced: User Add Page – Optional Tab 

5.2.3 Phones Tab 

Click on the Phones tab of the User Add page to view or change the Phone Configuration and 
Shared Call Appearances, and view the primary phone device, as shown in the following figure.  
(The Restart Selected Phones button is not available when creating a phone.  It is only available 
when modifying a phone.)  

 Edit–Takes you to the User: Primary Phone Device Modify page. 

 View Template–Takes you to the User: Phone Template page. 

 Add Shared Call Appearance–Takes you to the User: Shared Call Appearance (SCA) Add 
page.  

 SCA Options (Shared Call Appearance) –Takes you to the SCA Options tab.  

 View–Takes you to the User: Phone Template page. 
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Figure 30 Advanced: User Add Phones Tab 

When no User Profile is selected, the User Add Phones tab provides the options to Add Primary 
Phone or Assign Primary Trunk as shown in the following figure. For more information about 
Trunk Users, refer to section 5.2.8 Creating a Trunk User. 

 

Figure 31 Advanced: Alternate User Add Phones Tab 

Add Primary Phone–Takes you to the User: Primary Phone Device Add page. 

Assign Primary Trunk–Takes you to the User: Primary Trunk Assign page. 

5.2.4 Failure Error Messages 

When you click OK to finish creating a new user, any errors that prevent the user from being 
created will be reported at the top of the page as in Figure 32.  Failures are also reported on the 
User Add Failure page. 
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Figure 32 User Add Error Messages 
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Figure 33 User Add Failure Page 

5.2.5 Editing the Primary Phone Device for a User 

The Phones tab provides the ability to change the primary phone device for a user using the Edit 
button.   

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click the Edit link at the end of the user’s row.   

5) Click the Phones tab on the Advanced: User Modify page. 

6) Click the Edit button on the Phones tab. The User: Primary Phone Device Modify page 
displays. 

7) Select the new Phone Device from the drop-down list. 

8) Enter the Line/Port information.  It can be characters or numbers, but must be unique. The 
recommended format is: 

<Phone Number/Extension>.<Line Definition>.<Customized Field>@<Line/Port Domain> 

The following are examples of the Line/Port user portion (before the @): 

 Extension Only 

 Single or primary SCA line: 

 3000.primary.site345  



 
 

Clearspan OpEasy® Advanced Provisioning User Guide R4.0 Aastra – 2877-007 

2014 Clearspan® is a Registered Trademark of Aastra Technologies Ltd. Page 48 of 115 

 Secondary SCA lines: 

 3000.sca01.site345, 3000.sca02desktop.site345, 3000.sca03mobile.site345 

 Phone Number 

 Single or primary SCA line: 

 North American Number:  4693653000.primary.site345 or 4693653000.primary 

 E.164 Number: -72884000.primary.site345 or -72884000.primary 

 Secondary SCA lines: 

 North American Number:  4693653000.sca01.site345 or 4693653000.sca01 

 North American Number:  4693653000.sca02desktop.site345 or 
4693653000.sca02desktop 

 North American Number:  4693653000.sca03mobile.site345 or 
4693653000.sca03mobile 

 

Figure 34 User: Primary Phone Device Modify Page 

9) If desired, click Show Details and change values for any of the remaining fields as described 
in 3.4 Adding a Phone Device.  

10) Click OK. 

Polycom Phones 

For information about configuring Device Access credentials for Polycom phones, refer to the appendix of 
this guide. 
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5.2.6 Adding a Shared Call Appearance (SCA) 

A Shared Call Appearance (SCA) can be added on the Phones tab while you are adding or 
modifying a user.  The SCA is the user’s number assigned to another phone.  SCAs can be useful 
for executive/assistant situations or anytime you want another user answering this user’s phone.  
Additionally, inbound and outbound calls can be completed on this SCA number.   

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click the Edit link at the end of the user’s row.   

5) Click the Phones tab on the Advanced: User Modify page. 

6) Select Add Shared Call Appearance.  The User: Shared Call Appearance (SCA) Add page 
displays. 

7) Select the Phone Device where this number will be placed from the Phone Device drop-down 
list.  In the following example, Extension 9785551025 will be a shared call appearance on the 
9785551003 phone device. 

 

Figure 35 User: Shared Call Appearance (SCA) Add Page 

8) The Template is automatically filled in from the existing information.  However, you can 
change it to a template that will accommodate the SCA. 

9) Check Restart Phones on Save. 
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10) Enter the Line/Port number.  In this example, it is 9785551025SCA1, the number of the line 
that is going on to Ben’s phone as an SCA.  Note that the entry for Line/Port here is:  
9785551025SCA1.  This recommended naming convention keeps track of the SCA numbers 
on a particular phone.  If you create another SCA on Ben’s phone, it would be “Phone Number 
+ SCA2”.   

11) Choose Line Position from the drop-down list to indicate the position of this Shared Call 
Appearance on the device selected.  

12) The Allow Calls to be Originated and the Allow Calls to this Destination fields are checked by 
default. Make adjustments if you don’t want calls to be originated from or terminated on this 
SCA line. 

13) Click OK. The entry is not yet saved. 

14) Click Apply. The Saved indication displays over the OK button. 

15) Click the SCA Options button on the Phones tab if you want to change any of the following 
options for the SCA: 

 Alert All Shared Appearances for Click-to-Dial calls 

 Allow Call Retrieve from another location 

 Allow Multiple Concurrent Calls on the same shared line 

 Bridging 

 

Figure 36 Advanced: User Modify Page – SCA Options Tab 

 Check Allow Bridging of Users on the same shared line, if desired. 

 Choose a Bridge Warning Tone for Barge-in option from the drop-down list.  The 
tone can be played one time at Barge-in, or can be repeated every 30 seconds. 

16) Click Apply and OK to save any changes.  The Users page displays. 

5.2.7 Removing a Shared Call Appearance 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 
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3) Click Search. 

4) Click the Edit link at the end of the user’s row.   

5) Click the Phones tab on the Advanced: User Modify page. 

6) Click the Edit link in the row of the SCA to remove, in the list at the bottom of the page.  

 

Figure 37 Advanced: User Modify Page – SCA to Delete 

7) Select the Phone Device of the SCA from the drop-down list on the User: Shared Call 
Appearance (SCA) Modify page. 

8) Click the Unassign button.  
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Figure 38 Unassign a Shared Call Appearance from a Phone Device 

9) Click OK in the Unassign confirmation dialog box. The Shared Call Appearance is removed. 

10) Click Apply. The Saved indication displays above the OK button. 

11) Click OK.  The Users page displays. 

5.2.8 Creating a Trunk User 

You can create a Trunk User within a Clearspan Trunk Group, to provide SIP-based network 
services to legacy phone equipment. To create Trunk Users more quickly, you can create a User 
Profile that specifies the Trunk Group, Line/Port, and Enterprise Trunk settings.  

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Set the User Mode to Advanced. 

3) Select the Enterprise and Group from the drop-down list, if necessary. You can create a 
Trunk User by either adding the user to a Trunk Group or assigning the user to an Enterprise 
Trunk. 

4) Click Add. 

5) Click the Phones tab on the Advanced: User Add page. 

6) Select Assign Primary Trunk for the Primary Phone.  The User: Primary Trunk Assign page 
displays. 
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Figure 39 User: Primary Trunk Assign Page 

1) Set the Trunk Group to the Clearspan Trunk Group for the user. 

2) Enter the Line/Port when a Trunk Group is selected.  

3) Enter an Alternate Trunk Identity, if desired. This field is used to present alternative routing 
information to the destination. For example, if the user is behind an existing PBX, this field may 
be used to properly route the trunk to the current PBX destination. 

4) Enter a SIP Contact (Trunk contact) when the Identity/Device Profile Type is “Static 
Registration capable.” 

5) Choose an Enterprise Trunk when the Trunk User will use more than one Trunk Group. 

6) Click OK. The Users page displays 

7) Click OK again. 

5.3 Configuring Advanced User Features 

When you add or modify a user in Advanced mode, the Feature drop-down list allows you to 
configure the following additional features: 

 Busy Lamp Field (BLF) 

 Call Forward 

 Call Forward Selective 

 Call Pickup 

 Hoteling Guest 

 Hoteling Host 

 Priority Alert 

 Privacy 

 Speed Dial 8 

 Speed Dial 100 

 Voice Mail 

 Voice Mail Distribution Lists 
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5.3.1 Configuring the Busy Lamp Field for Line Monitoring 

The Busy Lamp Field (BLF) feature allows a station in the network to monitor the call state of other 
stations in the network. For example, an executive assistant or “front desk” operator might be 
equipped with an enhanced station that offers enough line keys to adequately monitor a large set 
of lines in the network. When calls arrive for a user that has a line that is being monitored, the 
operator can easily determine if the user is busy, by looking at the lamp associated with the line 
key of that user, and make appropriate call routing decisions.  

   

Busy Lamp Field is a service that must be assigned to the user on Clearspan, and a key must be assigned on 
the user’s phone for every user monitored. 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user that will be allowed to monitor other users’ phone 
status.  The Advanced: User Modify page displays. 

6) Select Busy Lamp Field (BLF) from the Feature drop-down list. The BLF tab displays as in 
the following example. 
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Figure 40 Advanced: User Modify Page - BLF Tab 

7) Enter the BLF List URI, i.e., 9785551003BLF@marsh.aastra.com.  This name MUST be 
unique.  You can choose any name, but it cannot be duplicated elsewhere in the system. 

8) Click Search to display all users available for assignment; or, enter parameters to narrow the 
search. 

9) Select the users that you want to be in the BLF Monitored Users list.  You can use Shift+Click 
to select specific users.   

10) Click Add to add the specific users to the list, or click Add All to add all users to the list of 
those to be monitored. Use Remove or Remove All to remove users from the list. Use Move 
Up or Move Down to reorder the list. The ordering dictates the order in which the BLFs will 
appear on the user’s phone. 

11) Click Apply.  The Saved indication displays over the OK button. 

12) Click OK. The Users page displays. 

mailto:9785551003BLF@marsh.aastra.com
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5.3.2 Call Forward 

Call Forwarding allows you to forward some or all calls to a different phone number or SIP-URI, 
such as a home office or cell phone. 

   

Call Forwarding is a service that must be assigned to the user on Clearspan. 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user for which you want to set up call forwarding.  The 
Advanced: User Modify page displays. 

6) Select Call Forward from the Feature Drop-down list. The Call Forward tab displays as in the 
following example.   

 

 

Figure 41 Advanced: User Modify Page – Call Forward Tab 
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7) Click On for Call Forwarding Always to have calls always forwarded, and enter a number or 
SIP-URI for the Forward-To Number destination.  Check the Ring Reminder box to hear a 
short ring burst when the call is forwarded. This is important when users have forgotten the 
service is turned on and are at their primary phone waiting to receive calls. 

8) Click On for Call Forwarding Busy to have calls forwarded when the primary phone is busy, 
and enter a number or SIP-URI for the Forward-To Number destination. 

9) Click On for Call Forwarding No Answer to have calls forwarded when the primary phone is 
not answered, and enter a number or SIP-URI for the Forward-To Number destination. Select 
the Rings Before Forwarding to set the number of rings to occur before the call is forwarded 
on No Answer. 

10) Click On for Call Forwarding Not Reachable to have calls forwarded when this number is not 
reachable, and enter a number or SIP-URI for the Forward-To Number destination. 

11) Click Apply.  The Saved indication displays over the OK button. 

12) Click OK. The Users page displays. 

5.3.3 Call Forward Selective 

Call Forward Selective allows you to forward specific calls matching pre-defined criteria.  This 
feature is useful for forwarding calls from a manager, family member, or important client, or for 
forwarding calls during a certain time. 

   

Call Forwarding is a service that must be assigned to the user on Clearspan. 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user for which you want to set up call forwarding.  The 
Advanced: User Modify page displays. 

6) Select Call Forward Selective from the Feature Drop-down list.  

7) Click On for Call Forwarding Selective to have specific calls forwarded, and enter a number or 
SIP-URI for the Default Forward-To Number destination.  Check the Ring Reminder box to 
hear a short ring burst when the call is forwarded. This is important when users have forgotten 
the service is turned on and are at their primary phone waiting to receive calls. 

8) Click Add Forwarding Criteria to create a new set of call forwarding criteria, or click Edit in 
the Forwarding Criteria list to modify or delete existing criteria. The User: Call Forwarding 
Selective page displays. 

9) Enter a Name/Description for the call forwarding selective entry. 

10) Choose to forward calls to the default number or another number, or choose Do Not Forward. 

11) Specify the Time Schedule and/or Holiday Schedule for which to forward calls. 

12) Choose to forward All Calls or calls from specific numbers. If you specify Calls from the 
following Phone Numbers, you can choose calls from Private Numbers and/or calls from 
Unavailable Numbers.  You can also enter Specific Phone Numbers or number patterns 
using wildcard characters. 

13) Click OK. 
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5.3.4 Call Pickup 

The Call Pickup feature allows users to answer calls received by other people within the same Call 
Pickup Group to which they are assigned. 

   

A Call Pickup group must be created on the Clearspan system before a user can be assigned to a group. 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user for which you want to set up call pickup.  The 
Advanced: User Modify page displays. 

6) Select Call Pickup from the Feature Drop-down list.  

7) Select the Call Pickup Group. 

8) The User’s Last Name, First Name, and User ID display under the Call Pickup group 
assignment. 

9) Click Apply.  The Saved indication displays over the OK button. 

10) Click OK. The Users page displays. 

 

 

Figure 42 Advanced: User Modify Page – Call Pickup Tab 
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5.3.5 Hoteling Guest 

Hoteling Guest allows users to associate their configuration with a Hoteling Host user. This allows 
the guest user to use the host's phone device along with the guest user's configuration. This is 
useful for transient employees. 

   

The Hoteling Host and Hoteling Guest services must be assigned to the user on Clearspan.  These are two 
separate services and should be assigned accordingly. 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user who will be the Hoteling Guest. The Advanced: User 
Modify page displays. 

6) Select Hoteling Guest from the Feature drop-down list. 

7) Click On to enable this user as a Hoteling Guest. 

8) Choose the Association Limit.  The default is 12 hours. 

9) Search for the Hoteling Host. Choose the host from the list of Available Hosts. 

10) Click on the Associate Host button.  The association is made. 

11) Click Apply.  The Saved indication displays over the OK button.  The Advanced: User Modify 
page displays again with the Guest and Host association displayed. 

12) Click OK. The Users page displays. 

 

 

Figure 43 Advanced: User Modify – Hoteling Guest Tab 
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5.3.6 Hoteling Host 

Hoteling Host allows one user to be designated as a Host user. Another user, who is assigned as a 
Hoteling Guest, can then be “associated” to the host user. When associated, the host user allows 
the guest user to use the host phone device along with the guest's configuration. If an association 
limit is not enabled, the guest user is allowed to associate with the host user indefinitely.   

   

The Hoteling Host and Hoteling Guest services must be assigned to the user on Clearspan.  These are two 
separate services and should be assigned accordingly. 

1) From the main menu, select Provisioning and then Users. The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user who will be the Hoteling Host. The Advanced: User 
Modify page displays. 

6) Select Hoteling Host from the Feature drop-down list. 

7) Click On to enable this user as a Hoteling Host. 

8) Choose the Association Limit. The default is 24 hours. 

9) Set the Access Level to Enterprise or Group. 

10) Click Apply. The Saved indication displays over the OK button. 

11) Click OK. The Users page displays.  
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Figure 44 Advanced: User Modify – Hoteling Host Tab 

5.3.7 Release the Hoteling Association 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user who is the Hoteling Guest. The Advanced: User Modify 
page displays. 

6) Select Hoteling Guest from the Feature drop-down list.  The Hoteling Guest tab displays. 

7) Click Force Release Association to release the Host/Guest association. 
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Figure 45 Advanced: User Modify – Host and Guest Association 

5.3.8 Priority Alert 

Priority Alert allows you to make a user’s phone ring with a different ring based on pre-defined 
criteria. Use this service if you want to distinguish when a specific person calls such as a manager 
or spouse, or when a call is from inside or outside the user’s group. The criteria for each Priority 
Alert entry can be a list of up to 12 phone numbers or digit patterns, a specified time schedule, and 
a specified holiday schedule. All criteria (phone number, day of week, and time of day) for an entry 
must be true for the phone to ring with a different tone. 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user who will get priority alerts. The Advanced: User Modify 
page displays. 

6) Select Priority Alert from the Feature drop-down list.   

7) Click Add Priority Alert. The User: Priority Alert page displays as shown in the following 
example. 
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Figure 46 Priority Alert Setup Page 

8) Enter a Name/Description for the alert. 

9) Click On for Priority Alert. 

10) Specify the Time Schedule and/or Holiday Schedule for which to provide priority alerts. 

11) Choose to provide alerts for All External Calls or calls from specific numbers. If you specify 
Calls from the following Phone Numbers, you can choose calls from Private Numbers 
and/or calls from Unavailable Numbers.  You can also enter Specific Phone Numbers or 
number patterns using wildcard characters. 

12) Click OK.  Priority Alert is enabled. 

5.3.9 Privacy 

Privacy allows you to exclude a user from Directory listings, Auto Attendant extension and/or name 
dialing, and Phone Status monitoring. You can also select the users who are allowed to monitor 
someone’s phone status.   

   

Privacy is a service that must be assigned to the user on Clearspan. 

1) From the main menu, select Provisioning and then Users. The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 
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5) Click the Edit link in the row of the user for which to enable privacy. The Advanced: User 
Modify page displays. 

6) Select Privacy from the Feature drop-down list. The Privacy tab displays as in the following 
example. 

 

Figure 47 Advanced: User Modify – Privacy Tab 

7) Check the types of Privacy that you wish to enable. You can select Enable Directory Privacy, 
Enable Auto Attendant Extension Dialing Privacy, Enable Auto Attendant Name Dialing 
Privacy, or Enable Phone Status Privacy to exclude this user from those features. 

8) Click Search to display all users, or enter parameters to narrow the search of Available Users, 
if you want to allow certain users to monitor the phone status of this user. 

9) Select the users authorized to monitor the phone status when Privacy is enabled.  Click Add to 
add specific users to the list, or click Add All to add all users to the list. Use Remove or 
Remove All to remove users from the list. Use Move Up or Move Down to reorder the list. 

10) Click Apply.  The Saved indication displays over the OK button. 

11) Click OK. The Users page displays. 
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5.3.10 Speed Dial 8 

Speed Dial 8 allows you to set up to eight speed dial numbers (2 through 9) that can be called with 
the push of a button. Users can press the speed code on the touchpad of the phone to call the 
number. 

   

Speed Dial 8 is a service that must be assigned to the user on Clearspan. 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user for which to configure Speed Dial 8. The Advanced: 
User Modify page displays. 

6) Choose Speed Dial 8 from the Feature drop-down list.  The Speed Dial 8 tab displays. 

7) Enter or change the Phone Number / SIP-URI for a Speed Code.  Enter a phone number as 
you would normally dial it. 

8) Enter or change a Name / Description for the code. 

9) Click Apply.  The Saved indication displays above the OK button.   

10) Click OK.  The Users page displays. 

5.3.11 Speed Dial 100 

Speed Dial 100 allows you to set up to 100 speed dial phone numbers or SIP-URI addresses that 
can be called with the push of a few buttons. Users can enter the number for a Speed Dial 100 
entry as they would normally dial it and then just press the speed code prefix and speed code on 
the touch pad to call it. 

   

Speed Dial 100 is a service that must be assigned to the user on Clearspan.   

The default Dialing Prefix is # but can be changed.  Be careful not to assign a #nn code that 
conflicts with a system feature access code.   

5.3.11.1 Adding Speed Dial 100 Entries 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user for which to configure Speed Dial 100. The Advanced: 
User Modify page displays. 

6) Choose Speed Dial 100 from the Feature drop-down list.  The Speed Dial 100 tab displays. 

7) Click the Add Speed Dial 100 button.  The User: Speed Dial 100 Add page displays as in the 
following example. 
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Figure 48 User: Speed Dial 100 Add Dialog Box 

8) Choose the Speed Code 100 number from the drop-down list. 

9) Enter the Name / Description. 

10) Enter the Speed Dial Phone Number /SIP-URI. Enter a phone number as you would normally 
dial it. 

11) Click OK.  The Speed Dial 100 tab displays again with the new speed dial entry. 

12) Click Apply, and then click OK. The Users page displays with the new Speed Dial entries 
displayed. 

5.3.11.2 Editing or Deleting Speed Dial 100 Entries 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user for which to configure Speed Dial 100. The Advanced: 
User Modify page displays. 

6) Choose Speed Dial 100 from the Feature drop-down list.  The Speed Dial 100 tab displays. 

7) Make any changes that need to be made, or click Delete to delete the entry. 

8) Click OK to return to the Speed Dial 100 tab. 

9) Click Apply.  The Saved indication displays over the OK button. 

10) Click OK. The Users page displays. 

5.3.12 Voice Mail 

The Voice Mail tab allows modification of Voice Mail parameters.  If a user has “No Voice Mail” 
assigned, you can add voice mail on this page, activate it, and configure it accordingly. 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user for which to configure Voice Mail.  
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6) Select Voice Mail from the Feature drop-down list. 

 

Figure 49 Advanced: User Modify Page – Voice Mail Tab 

7) Click the Active radio button, if necessary. 

8) Check the Calls Sent to Voice Mail options that you want to set for this user. 

9) Choose the Voice Mail Server from the drop-down list.  It should be the Clearspan: Group 
Server. 

10) Choose the Arriving Voice Mail Action options. 

11) For Caller Options, select whether pressing 0 when voice mail is reached will transfer the 
caller to another phone number that you specify. 

12) Set the Group Mail Server options.  

13) Click Apply.  The Saved indication displays above the OK button. 

14) Click OK. 
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5.3.13 Voice Mail Distribution Lists 

Voice Mail Distribution Lists allow you to create lists of numbers where you can send voice 
messages to many users at one time. 

5.3.13.1 Adding Entries to Voice Mail Distribution Lists 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 

4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user for which to configure Voice Mail Distribution Lists.  

6) Select Voice Mail Distribution Lists from the drop-down list.  The Voice Mail Distribution Lists 
tab displays. 

7) Click the Add Distribution List button. 

8) Select the Distribution List Number from the drop-down list. 

9) Enter a list Description. 

10) Enter the Phone Number/SIP-URI entries for the list, clicking the Add button each time.  The 
numbers display in the Phone Number/SIP-URIs table. 

11) Click OK.  The list is saved.   

 

Figure 50 Voice Mail Distribution Lists 

5.3.13.2 Removing an Entry in a Voice Mail Distribution List 

1) From the main menu, select Provisioning and then Users.  The Users page displays. 

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Search. 
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4) Click Advanced for the User Mode. 

5) Click the Edit link in the row of the user for which to configure Voice Mail Distribution Lists.  

6) Select Voice Mail Distribution Lists from the drop-down list.  The Voice Mail Distribution Lists 
tab displays. 

7) Click the Edit link on the row of the distribution list you want to edit.  The list displays. 

8) Check the box next to the numbers to remove. 

9) Click Remove.  The numbers are removed. 

10) Click OK. 
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6 Auto Attendants 

The Auto Attendant is like a virtual receptionist.  It automatically answers and directs incoming calls 
to your main business number with a personalized greeting 24 hours a day, 7 days a week.  The 
Auto Attendant provides your callers with a menu of options which they select from to connect to 
the right person or department.  The Auto Attendant page allows you to add or change this 
functionality for an enterprise or group.  

6.1 Planning and Testing Auto Attendants 

1) Map out your interactive menu structure. 

2) Configure a time schedule for your organization’s business hours and a holiday schedule for 
your organization’s holidays. 

3) Configure the addresses for the phone numbers. 

4) Create an Auto Attendant account for the main menu in your structure. 

5) Set up the main menu and all submenus. 

6) Record custom messages using the voice portal or upload audio files using the web interface. 
If you enabled video support, also upload video files. 

7) Call the Auto Attendant numbers to test your design. 

Tips 

 Internal transfers require only an extension. 

 First-level extension dialing and extension dialing at any time allow the user to dial an 
extension without having to select an option first. 

 List the menu options in a predictable order. 

 List the menu options that transfer to the operator last (“… to reach the operator, press 0 or 
stay on the line”). Callers who do not press a key are transferred to the operator. 

6.2 Adding a New Auto Attendant 

1) Select Provisioning from the main menu, and then select Auto Attendants.    

2) Select the Enterprise and Group from the drop-down list, if necessary. 

3) Click Add. The Auto Attendant tab displays by default. 

4) Enter a Name for the Auto Attendant.  

5) Enter an Auto Attendant ID and domain.  

6) Select the Auto Attendant Type, either Basic or Standard based on the license. 

7) Select the Department for which to implement the Auto Attendant.  

8) Select the Phone Number and/or Extension for which to implement the Auto Attendant.  

9) Click one of the following for Activate Phone Number: Activate (Recommended) if the phone 
will place and receive calls from outside the system, or Do Not Activate if the calls will be 
internal only. 

10) Choose to Enable Video Support. This field appears only when the group has Auto Attendant 
- Basic Video or Auto Attendant - Standard service assigned.  
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11) Enter the Voice Portal Passcode if Voice Mail is enabled for the Auto Attendant.  The 
passcode must be 4-8 digits in length, to be determined by the administrator. 

12) For Calling Party ID, enter the Last Name, First Name, and Phone Number for the Auto 
Attendant. 

13) Select the Business Hours and Holiday Schedule to use for the Auto Attendant.  

14) Select Enterprise, Group, or Department as the dialing options for Extension Dialing 
Scope and Name Dialing Scope.  Use the name and extension dialing scope controls to 
determine whether your Auto Attendant can direct calls to users in the same group, 
department, or enterprise. 

15) Choose the LastName and FirstName order for Name Dialing Order. This setting 
determines whether callers are allowed to begin entering either the last name or first name of 
the person they want to reach, or only the last name.  

16) Determine the features to enable for the Auto Attendant.  Click on the Available Service(s) in 
the list on the left, and click Add.  

You can click OK at this time to save the Auto Attendant, or you can go on to enter the parameters 
in the Optional, Menus, and Voice Mail tabs. When you click OK, the Auto Attendant is saved. 

6.2.1 Optional Tab 

Click on the Optional tab of the Auto Attendant Add page to view or change optional values such 
as Time Zone, Language information, and Aliases used to place and receive calls.   

6.2.2 Menus Tab 

1) Click on the Menus tab of the Auto Attendant Add page to view or change the menu 
selections, options, and key definitions for the Auto Attendant functionality.  

2) Choose Business Hours Menu to configure the Menu Selection for business hours. 

3) Select Default Greeting or Personal Greeting for the Greeting Selection.  If you select 
Personal Greeting, click Browse to locate the audio file. 

4) Check Enable First-Level Extension Dialing if you want to enable that feature. When using 
First-level Extension dialing, you are not required to configure a key for extension dialing. 

5) In the Menu Key Definitions section, configure a Description, an Action, and the Action Data 
for each key that you want to assign to the Auto Attendant feature.  

6) Choose After Hours Menu to configure the Menu Selection for non-business hours. 

7) Click OK. 

6.2.3 Voice Mail Tab 

1) Select Voice Mail from the Service drop-down list on the Auto Attendant page to view or 
change the Voice Mail settings.  

2) Click the Active radio button, if necessary. 

3) Check the Calls Sent to Voice Mail options that you want to set for the Auto Attendant. 

4) Choose the Voice Mail Server from the drop-down list.  Select Clearspan: Group Server. 

5) Choose the Arriving Voice Mail Action options. 

6) Set the Group Mail Server options. 

7) Click Apply, and then click OK. 
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7 Import 

The Import function allows you to Add, Modify, and Delete multiple users, devices, or features 
using a spreadsheet (worksheet).  Import types include:   

 Basic–Basic Import allows you to add and remove multiple users at a time using a 
spreadsheet.  If the user has voice mail, the parameters are automatically generated.  Basic 
Import is covered in the Clearspan OpEasy Basic Provisioning User Guide.   

 Advanced–Advanced Import allows you to manipulate multiple users by spreadsheet as in 
Basic Import; however, it also allows you to assign features such as Call Forwarding, Busy 
Lamp Field, Hoteling, etc.  You can perform many more functions on users than you can using 
Basic Import. 

 Enterprise–Enterprise Import allows you to set Voice VPN policies. Policies are used to create 
location codes and dialing patterns.  A unique location code is required for each group in your 
enterprise to allow inter-site calls. 

This document provides procedures for Advanced Import and Enterprise Import. 

The Import: Basic and Import: Advanced pages display the number of User Licenses that are 
used and available. Administrators can, if desired, set the User or Polycom licensing for an 
enterprise to Auto, so that licenses do not have to be set and maintained manually. For more 
information, refer to 11.1.2 Configuring License Allocations. 

7.1 Opening a Worksheet 

To add or remove users, devices, or features using import, you must first open and prepare an 
Excel worksheet to use. 

1) In OpEasy, click Import from the menu tree or from the main Provisioning menu.   

2) Select the  Import Type and Enterprise on the Import page. 

3) Click Get Worksheet.   

4) Click Open.  The new worksheet opens.   Do not try to edit the worksheet until you have 
cleared all of the Windows security warnings. 

5) Click Enable Editing. The appropriate new spreadsheet opens.   

7.2 Editing the Worksheet 

After you have retrieved and opened an Excel worksheet to use, fill it in with the changes you want 
to import. 

 

Figure 51 Import Advanced – Get Worksheet – New Worksheet 
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Figure 52 Import Enterprise – Get Worksheet – New Worksheet 

1) Enter the commands in the Command column and the information into each tab column that 
you wish to process at this time. Within each tab are all possible commands that can be used 
and the definitions of those commands, as in the following example. 

 

Figure 53 Advanced Worksheet Commands – Users Tab 

Only those rows with “Commands” entered will be processed. 

If you just want to assign Hoteling, for example, you can run the spreadsheet and it will 
process only the commands in the Hoteling portion, if there are no other commands in the 
spreadsheet.  You do not need to have any data in any other tab in the spreadsheet. 

The tables in section 7.2.1 Spreadsheet Commands describe the commands that you can use 
in the spreadsheets.  Each spreadsheet shows the acceptable commands for that 
spreadsheet. 

2) Save the worksheet with a meaningful name so that you can use it in the Import process. The 
new worksheet is named, for example, “ClearspanAdvancedImport_<your username>.xlsx”.   

It is helpful to save your spreadsheets and keep the data in the spreadsheet.  For example, 
you can keep your user lists in the Users tab, and as long as there are no commands to 
execute, the list remains and you keep your data.  This applies to all tabs of the spreadsheet. 



 
 

Clearspan OpEasy® Advanced Provisioning User Guide R4.0 Aastra – 2877-007 

2014 Clearspan® is a Registered Trademark of Aastra Technologies Ltd. Page 74 of 115 

7.2.1 Spreadsheet Commands 

The following tables describe the commands available in the import spreadsheets. 

7.2.1.1 Import Commands 

Table 1 Basic and Advanced Import Commands 

Basic Spreadsheet Tabs Commands 

Users Add 
Remove 

Voice Mail Add 

Advanced Spreadsheet Tabs  

Datahelp Tab Provides Group, Department, User Profile, Template, 
etc., information to aid in data entry.  

Users Commands as described in Table 2. 

AutoAttendant Add 
Modify 
Delete, Delete Submenu 
Assign Services 
Unassign Service 

Delete All Services 
Replace Services 
ActivateNumber 
DeactivateNumber 

Voice Mail Modify 

Busy Lamp Field (BLF) Modify 
DeleteList 

Shared Call Appearance (SCA) Assign 
Delete 

Call Forwarding Modify 

Call Forwarding Selective Add 

Modify 

Delete 

DeleteList 

Hoteling Modify 

PriorityAlert Add 
Modify 
Delete 
DeleteList 

Privacy Modify 
DeleteList 

SpeedDial  Add 
Modify 
DeleteEntries 
DeleteList 

VMDistribution Modify 
Delete 
DeleteAll 
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Enterprise Spreadsheet Tabs  

MigrateTrunkUser MigrateTrunkUser 

Datahelp Tab Provides information for the selected Enterprise to 
aid in data entry.  

EnterpriseVoiceVPNPolicy Add 

Modify 
Delete 
DeleteAll 

7.2.1.2 Advanced - Users Tab Commands 

Table 2 Advanced Import - Users Tab Commands 

Command Definition 

Users Tab  

AddUser Add a new user 

ModifyUser 
Modify user information (modifiable fields indicated by 
ModifyUser 

DeleteUser Delete the user 

AddUserDevice Add a new User and a new Device (and assign the device) 

AddMigDeviceUser 

Add a new User and new Device without assigning the phone 
number. A later MigrateTrunkUser can migrate a Trunk User to 
the Device User. 

AddDevice Add a new device 

ModifyDevice 
Modify device information (modifiable fields indicated by 
ModifyDevice) 

DeleteDevice Delete the device 

AssignDevice Assign a device to the specified user 

UnassignDevice Unassign a device from the specified user 

ModifyUserId 
Change the UserId to the new one placed in the Extension 
column 

AssignSP 
Assign one or more Service Packs (separate service packs 
with ALT-ENTER in the worksheet) 

ReplaceSP 
Replace all user service packs with those specified (separate 
service packs with ALT-ENTER in the worksheet) 

DeleteSP 
Delete one or more service packs (separate service pack 
names with ALT-ENTER in the worksheet) 

DeleteAllSP Delete all Service Packs for the user 

AddCBAC Add the specified communication barring auth code 

DeleteCBAC Delete the specified communication barring auth code 

AssignCPG Add the user to the specified Call Pickup Group 

DeleteCPG Delete the user from the specified Call Pickup Group 

ActivateNumber Activate the specified phone number 

DeactivateNumber Deactivate the specified phone number 

Done Done (end processing) 

Notes: 

1. If the User Profile is specified, the UserId, Calling Line and device information 
can be derived (any settings manually entered will be used) 

2. If the Voice Mail Account is specified, the voice mail settings will be derived using 
the User profile settings (otherwise manually specify the settings on the Voice 
Mail tab) 
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7.2.1.3 DataHelp Tab 

The DataHelp tab is the first tab on the spreadsheet.  It contains information that can be copied into 
the spreadsheet cells.   

Note that in the Departments column and the User Profiles column, you must remove the group 
name and use only the name of the User Profile.   

 

 

Figure 54 DataHelp Tab 

7.2.2 Enterprise Import 

The Enterprise import allows you to set Voice VPN policies. Policies are used to create location 
codes and dialing patterns. The following table describes the data in the in the Enterprise import 
spreadsheet.   

Table 3 Enterprise Import – Voice VPN Policy Tab Columns 

Column Description 

Location Code String up to 22 digits in length. 

Min Extension Length Value from 0-100. 

Max Extension Length Value from 0-100. 

Description Text up to 40 characters in length. Optional. 

Policy Selector 

One of the Selectors. Options include Private (use only private 
policies to process calls), Public (continue through all available 
policies starting with private policies then public policies), Route 
(route calls with redirect), or Treatment (treat calls using the 
corresponding treatment). 

Route Group ID 
If Policy Selector is Route, enter the group ID of the group to 
which you want to assign the Voice VPN policy. 

Treatment 

If Policy Selector is Treatment, enter one of the following: No 
Forwarding Address, SIP Format Error, or NS Refuse to 
Process Request.  

Digit Manipulation 

Value from the list of operations provided in the worksheet. The 
Digit Manipulation column does not apply when a treatment is 
selected. 
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Value 

An appropriate value corresponding to the Digit Manipulation 
operation that has been selected. The Value column does not 
apply when a treatment is selected. 

7.3 Sample Spreadsheets for Import 

All of the spreadsheets provide commands to use and information that you need to process a 
spreadsheet. 

   

All users must have the appropriate services assigned to them in Clearspan. 

7.3.1 Advanced - Users Sample Import Spreadsheet  

The following example uses the AddUser command. 

 

Figure 55 Add Users Import Example 
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7.3.2 Advanced - AutoAttendant Sample Import Spreadsheet 

 

Figure 56 AutoAttendant Import Example 

7.3.3 Advanced - Voicemail Sample Import Spreadsheet 

 

Figure 57 Voicemail Example Part 1 
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Figure 58 Voicemail Example Part 2 

 

Figure 59 Voicemail Example Part 3 

7.3.4 Advanced - BLF Sample Import Spreadsheet

 
Figure 60 Add Busy Lamp Field Import Example 
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7.3.5 Advanced - SCA Sample Import Spreadsheet 

 

Figure 61 Assign Shared Call Appearance (SCA) Import Example 

7.3.6 Advanced - Call Forwarding Sample Import Spreadsheet 

 

Figure 62 Assign Call Forwarding Import Example 

7.3.7 Advanced - Call Forwarding Selective Sample Import 
Spreadsheet 

 

Figure 63 Assign Call Forwarding Selective Import Example 
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7.3.8 Advanced - Hoteling Sample Import Spreadsheet 
 

 

Figure 64 Assign Hoteling Host and Guest Import Example 

7.3.9 Advanced - Priority Alert Sample Import Spreadsheet 
 

 

Figure 65 Set Up Priority Alerts and Schedules Import Example 
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7.3.10 Advanced - Privacy Sample Import Spreadsheet 

 

Figure 66 Assign Privacy Import Example 

7.3.11 Advanced - Speed Dial Sample Import Spreadsheet 

 

Figure 67 Assign Speed Dial 100 Numbers Import Example 
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7.3.12 Advanced - VM Distribution Sample Import Spreadsheet 

 

Figure 68 Modify Voice Mail Distribution List Import Example 
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7.3.13 Enterprise – Voice VPN Policy Sample Import Spreadsheet 

 

Figure 69 Set Voice VPN Policies Import Example 

7.4 Importing the Worksheet 

The Import page allows you to set up Worksheet processing and view results.  

1) In OpEasy, click Import in the menu tree or click Import on the menu page.  

2) Select Import Type drop-down list.  
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Figure 70 Import Advanced Completed Successfully 

3) Select the Enterprise from the drop-down list, if needed.  You cannot select a group. 

4) Browse to the filename of the Provisioning Spreadsheet that you wish to run.  

5) Check the Notification check box to have an E-Mail notification sent to you with processing 
results. 

6) Check the Attach Excel Spreadsheet box if you wish to receive the results spreadsheet. 

7) Enter the Attachment File Name in the text box or keep the default.  The system will rename 
the results file for you.  You can also use the suggested tags in the filename. 

8) Enter the Retrieve File Name or keep the default. The system will rename the results file for 
you.  You can also use the suggested tags in the filename. 

9) Click Start Import.   Worksheet processing starts and the Progress Messages box is 
updated to reflect the text “Import waiting to start…”. 
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A User License is required for each added user, and a Polycom Phone License is required for 
each added Polycom phone.  The import aborts on a line where a license could not be obtained. 
You can restart the import after adding the appropriate number and type of licenses to the 
Enterprise. 

10) Click Refresh while processing is active to get status updates.  The “Import Advanced 
completed successfully” message displays. 

7.5 Viewing Import Results 

After the import has processed, a message such as “Successful: Import Advanced completed 
successfully” displays at the bottom of the Import page.   

1) Click Retrieve Results.   

2) Click Open.  An Excel spreadsheet with a filename similar to 
“ClearspanImportAdvancedResults_443_20130911-094209.xlsm” opens.    

 

Figure 71 Spreadsheet Processed Successfully – User Added 
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8 Export 

The Export function allows you to obtain information on users and features from the Clearspan 
system database.  The information is presented in Excel spreadsheets created by the system.  
Export:  Advanced and Export: Enterprise are supported; there is no option to export in Basic 
mode.   

Using the Exported Worksheets checklist, you can export one or more spreadsheets at the same 
time.  If you run more than one at one time, a separate tab is created in the Results spreadsheet 
for each of the features that you chose.   

The Enter Search Criteria section of the page allows you to be selective in the data you choose to 

obtain.  You can search by a specific field and use the plus sign  to add criteria. 

The following image is an example of the Export Clearspan Data page. 

 

Figure 72 Export Clearspan Data – Processing Not Started 
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8.1 Advanced Export  

1) In OpEasy, click Export from the menu tree or from the main Provisioning menu.   

2) Select the Export Type and Enterprise from the drop-down lists. 

3) Check the type of information desired in the Exported Worksheets checklist. 

4) Check the Notification check box to have an E-Mail notification sent to you with processing 
results. 

5) Check the Attach Excel Spreadsheet box if you wish to receive the results spreadsheet. 

6) Enter the Attachment File Name in the text box or keep the default.  The system will rename 
the results file for you.  You can also use the suggested tags in the filename. 

7) Enter the Retrieve File Name or keep the default. The system will rename the results file for 
you.  You can also use the suggested tags in the filename. 

8) Enter the Search Criteria.   

9) Click Start Export.  

10) Click Refresh to get status updates on processing.  When the process is complete, a 
message such as Export Advanced completed successfully will display. 
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Figure 73 Export Clearspan Data – Advanced Export Complete 

8.2 Viewing the Export Results 

Click Retrieve Last Export.  The spreadsheet opens as in the following example. 

The following three images are the tabs in the spreadsheet results of an advanced export:  Users, 
Call Forwarding, and Hoteling.  On each tab, the Command options display so that you can 
process the spreadsheet using the Import function to make changes if necessary.   
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Figure 74 Advanced Export Results Spreadsheet – Users Tab 

 

Figure 75 Advanced Export Results Spreadsheet – Call Forwarding Tab 
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Figure 76 Advanced Export Results Spreadsheet - Hoteling Tab 

8.3 Sample Spreadsheets for Export 

8.3.1 Advanced - Users Sample Export Spreadsheet 

 

Figure 77 Export of Users Example 

8.3.2 Advanced - BLF Sample Export Spreadsheet  

 

Figure 78 Export of BLF Data Example 
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8.3.3 Advanced - Hoteling Sample Export Spreadsheet  

 

Figure 79 Export of Hoteling Data Example 
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9 Enterprise Settings 

The Enterprise Settings pages allow you to manage service packs including the ability to add, 
modify, and delete service packs, to authorize service packs to groups within the enterprise, and to 
copy a service pack to another enterprise. 

9.1 Adding a Service Pack 

You can use Enterprise Settings to create Service Packs for an Enterprise, choosing which 
features to include and specifying a name for the pack. 

1) From the main menu, select Provisioning and then Enterprise Settings.  

2) Select Service Packs. 

3) Select the Enterprise and Group from the drop-down lists. 

4) Click Add.  The Service Pack Add page displays. 

You can also search for an existing Service Pack and click the Copy link to create a new 
Service Pack based on that one, and then modify it. 

 

Figure 80 Service Pack Add Page 

5) Enter a Service Pack Name and Service Pack Description. 

6) Check the Available for Use checkbox when the Service Pack is ready for use. 

7) Use the Add and Remove buttons to select the features to include in the pack. 

8) Click OK. 
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9.2 Modifying or Deleting a Service Pack 

1) From the main menu, select Provisioning and then Enterprise Settings.  

2) Select Service Packs. 

3) Select the Enterprise and Group from the drop-down lists. 

4) Click Search to display all Service Packs, or enter search parameters to filter your search. 

5) Click the Edit link at the end of the row for any Service Pack you want to edit. The Service 
Pack Modify page displays.  

 

Figure 81 Service Pack Modify Page 

6) Click Delete to delete the Service Pack, or make any desired changes and click OK. 

9.3 Authorizing Groups to Use a Service Pack 

1) From the main menu, select Provisioning and then Enterprise Settings.  

2) Select Service Packs. 

3) Select the Enterprise and Group from the drop-down lists. 

4) Click Search to display all Service Packs, or enter search parameters to filter your search. 

5) Click the Authorize link on the row for any Service Pack you want to authorize. The Service 
Pack Group Authorization page displays.  

6) Select the checkboxes next to each group that you want to authorize for this Service Pack. 

7) Click OK. 
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10 Group Settings 

The Group Settings pages allow you to use custom tags for devices in a group, redirect calls within 
a group during specified time periods, and manage phone directory servers for an enterprise or 
group. 

10.1 Adding, Editing, or Deleting Custom Device Type Tags 

You can add, modify, and delete custom tags for devices of a specified device type in a selected 
group. 

1) From the main menu, select Provisioning and then Group Settings.  

2) Select Device Type Tags. 

3) Select the Enterprise and Group from the drop-down list, if necessary. 

4) Select the Device Type. 

5) Click Add to add a new tag, or click Edit at the end of the row for any tag you want to edit.  
The Group Device Type Tags page displays. 

6) Enter a Tag Name and Tag Value, change the Tag Value, or click Delete to remove the 
custom tag. 

7) Click OK. 

10.2 Configuring Night Forwarding 

You can redirect calls placed to a user within the group to a specified phone number or SIP-URI. 
You can configure the redirection manually by enabling the feature, or you can configure it to be 
automatic by choosing a specific schedule. The Night Forwarding feature must be authorized for 
the group.  

1) From the main menu, select Provisioning and then Group Settings.  

2) Select Night Forwarding. 

3) Select the Enterprise and Group from the drop-down list, if necessary. 

4) Set Group Night Forwarding to On to enable this feature manually, or set it to Scheduled to 
choose specific Business Hours or a Holiday Schedule during which to forward calls made 
to this group.  

5) Enter the Forward-To Number. 

6) Click Apply and then OK. 

10.3 Configuring Phone Directory Management 

Phone Directory Management allows management of Lightweight Directory Access Protocol 
(LDAP) phone directories for enterprises and groups.  There can be one directory for all of an 
enterprise, or there can be a different directory for each group. The following are examples of the 
LDAP directory setup.  In this case, there is only one directory for the entire enterprise. 

This configuration supports the LDAP lookup key on the phone. 
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10.3.1 Adding a Phone Directory Server 

1) From the main menu, select Provisioning and then Group Settings.  

2) Select Phone Directory Management. 

3) Select the Enterprise and Group from the drop-down list, if necessary. 

4) Choose to Use one directory for the entire enterprise, or to Use a separate directory for each 
group. 

5) Click Apply.  The Saved indication displays above the OK button.  It is important to save at 
this point. 

6) Click Add.  The Phone Directory Management Add page displays.  

7) Check the Enabled box. 

8) Enter the Server URI, Server RootDN, Server UserId, and Server Password. 

9) Choose whether the Query will Remove Extensions from Results, and select whether to 
Disable Workphone Search.  

10) The Field Mapping section displays default values, but you can change any of the following if 
desired: Last Name Field, First Name Field, Work Phone Field, Home Phone Field, Cell Phone 
Field, ID Field, Sort Field, Append Field, Additional Search Field.   

11) Click Apply.  The Saved indication displays above the OK button.   

12) Click OK.  The Phone Directory Management page displays with the new LDAP setup. 

10.3.2 Testing LDAP 

1) Use the Phone Templates application to add an LDAP Lookup button to a template. 

2) Assign the template to a phone. 

3) Press the LDAP button on the phone. 

4) The Directory Lookup message should display. 

5) Perform lookups to test the searches. 

10.4 Editing a Phone Directory Server 

1) From the main menu, select Provisioning and then Group Settings.  

2) Select Phone Directory Management. 

3) Select the Enterprise and Group from the drop-down list, if necessary. 

4) Click on the Edit link in the first column or last column of the display.  The Phone Directory 
Modify page displays.  You can modify any of the columns. 

5) Click Apply.  The Saved indication displays above the OK button.   

6) Click OK.   

10.5 Deleting a Phone Directory Server 

1) From the main menu, select Provisioning and then Group Settings.  

2) Select Phone Directory Management. 

3) Select the Enterprise and Group from the drop-down list, if necessary. 
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4) Click on the Edit link in the first column or the Edit link in the last column of the display.  The 
Phone Directory Modify page displays.   

5) Click the Delete button.  The delete warning dialog box displays. 

6) Click OK.  The server is deleted. 
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11 Administrative Tools 

11.1 OpEasy Licensing 

11.1.1 Licensing Allocation for Users and Polycom Phones 

OpEasy tracks the maximum number of users and Polycom phones that administrators are 
allowed to manage using OpEasy. Solution Reseller administrators can allocate the system user 
licenses and Polycom phone licenses to their Enterprises as needed. If an administrator attempts 
to add or modify users or Polycom phones beyond the set number of licenses, OpEasy aborts the 
operation and displays an error message. 

 

If any Group in Clearspan has user limit set to less than 100, OpEasy automatically sets it to the Enterprise 
license count (up to a maximum of 5000). This prevents errors when adding users in OpEasy. 

11.1.2 Configuring License Allocations 

System Administrators and Solution Resellers who have full access to licensing privileges can use 
the OpEasy Licensing page to allocate OpEasy Licenses for both users and Polycom phones to 
the various Enterprises.   

1) From the main menu, select Administrator Tools and then Licensing and OpEasy License 
Allocation.  

The OpEasy Licensing page displays.  It shows the total number of OpEasy user and Polycom 
phone licenses, as well as how many are unallocated. 

2) In the Enterprise Allocations table, set User Licenses Allocation to Auto or Manual for each 
Enterprise. Auto ensures that the license allocation always matches the total phones 
provisioned for proper support, and each time a new phone is added, the allocation is 
increased unless system licenses have been exhausted. 

Polycom Phones 

If Polycom Premium Support is selected for an Enterprise, the Polycom license allocation is always set 
to Auto.    

For any Enterprise using Manual license allocation, set the number of Allocated user and 
Polycom phone licenses for each Enterprise. The number of Available licenses updates when 
you click Refresh. The Clearspan User Count and Clearspan Polycom Phone Count columns 
show the total number of licensed users and Polycom phones within Clearspan for that 
Enterprise. 

3) Click Apply. The Saved indication displays above the OK button.  

4) Click OK.  
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Figure 82 OpEasy Licensing Page 

11.2 Viewing AIN Definitions 

OpEasy includes Remedy AIN (Account Identification Number) values for reporting.  Once 
provisioned, Enterprise AIN and Group AIN values are available in the System XML report, 
Inventory Report, Enhanced Inventory Report, and License & Optional Service Report. 

1) From the main menu, select Administrative Tools and then Remedy AIN Definitions.  The 
Remedy AIN Definitions page displays. 

 

Figure 83 Remedy AIN Definitions Page 

2) Select the Enterprise. You can view the AIN values entered for the selected Enterprise and 
for any available Group. 

3) Click OK.   
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12 Appendix: OpEasy Setup for Polycom Phones 

The following settings must be configured within OpEasy prior to installing Polycom phones at 
user’s desks, as described in the following sections: 
 Polycom Phone Support – Support for Polycom phones requires a system license to be 

installed.   

 User Profiles – One or more User Profiles must be created for each type of Polycom phone 
so that the administrator can build Polycom phones for provisioning in Basic and Advanced 
modes. 

 Phone Templates 

 Key Definitions – In addition to the Polycom standard soft keys, some OpEasy-
configured soft keys may be assigned to Polycom phones.  

 Global Settings – System, Enterprise, and Group level settings must be configured for 
Polycom phones.  

 Definitions – One or more templates must be created for each type of Polycom phone. 

 User General Settings – The E-mail message sent to new Polycom phone users will be 
different from the message sent to Aastra phone users. 

 Users – Users must be created with a supported Polycom phone. 

 Phone Management – Polycom phones can be added or modified under the Phone 
Management page of Provisioning. 

12.1 Polycom Phone Support 

The Polycom Phone Support system license for Clearspan must be purchased and installed. 
Furthermore, if Enterprise Licensing is in use, Polycom Phone Support must be licensed within the 
appropriate Enterprises for the level of administrators that will be configuring Polycom phones, 
which is typically every administrator level (Solution Reseller, Enterprise Administrator, Group 
Administrator, and Department Administrator). 

12.2 User Profiles for Polycom Phones  

In order to allow administrators to quickly set up users with Polycom phones, one or more User 
Profiles should be created for each type of Polycom phone that will be used.  When creating a 
User Profile, the administrator selects one of the supported Polycom phones as the Device Type.  
The selected type of Polycom phone will be created as the primary phone device for the new user. 

12.3 Phone Templates for Polycom Phones 

12.3.1 Key Definitions for Polycom Phones 

The OpEasy soft keys are configured on the Key Definitions page for provisioning Phone 
Templates. OpEasy has six soft key pre-configured definitions that can be assigned to Polycom 
phones to utilize corresponding Clearspan features: 
 Direct Pickup - Directed Call Pickup 

 Park - Call Park 

 Park Rtrv - Call Park Retrieve 

 Pickup - Group Call Pickup 
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 Speed 8 - Speed Dial 8 

 Speed 100 - Speed Dial 100 

When Polycom is selected as the Phone Manufacturer on the Key Definitions page, definitions 
specific to Polycom phones are displayed. 

 

Figure 84 Key Definitions for Polycom Phones 

In addition, soft keys can be created to dial Clearspan feature codes or specific numbers.  To 
define a new key, enter the following in the Key Definition fields. 

Field Setting 

Label Enter the label of the new key, as it is to appear on the displayed 
soft key. 

Value Enter the actions to take for the soft key as executed by the Polycom 
phone.  This value must conform to the Polycom macro definitions, 
explained in the Polycom UC Software Administrator’s Guide. 

Idle/Active/Alerting / 
Proceeding /Dial Tone 
/Setup / Hold 

Select the phone states in which this soft key should appear. 

Precedes Standard Soft 
Keys 

Check this box to cause this soft key to appear on the phone before 
any of the standard Polycom soft keys. 

 

12.3.2 Phone Templates: Global Settings for Polycom Phones 

The following settings are configured on the Phone Templates / Global Configuration File Settings 
page of Provisioning. 

12.3.2.1 System, Enterprise, and Group Extra Settings for Polycom Phones 

To enter extra settings that are to be applied to all Polycom phones within the scope of the level, 
choose Phone Templates from the Provisioning menu, and then select Global Settings. The 
extra settings must exist for the Polycom phones and are in an XML format, as are all Polycom 
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phone settings. The dial plan used on the Polycom phones is typically entered at the System, 
Enterprise, and/or Group levels.  However, any other Polycom-specific setting may be entered. 

 

Figure 85 Global Settings for Polycom Phones 

12.3.2.2 System and Enterprise Custom Rings for Polycom Phones 

System-level custom rings are ONLY used for system-level Polycom phone templates that need to 
use a custom ring.  Enterprise-level custom rings are used for both the enterprise-level and group-
level Polycom phone templates. 

To configure custom rings, choose Phone Templates from the Provisioning menu, and then 
select Global Settings and click on System Custom Rings or Enterprise Custom Rings. 
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Figure 86 Custom Rings for Polycom Phones 

To define a custom ring, enter the following in the fields for the new custom ring: 

Field Setting 

Ring Name Unique name to give the custom ring.  This name is referenced to 
select the custom ring when creating the template. 

Audio File Name Complete URL of a wave file containing the audio to be played as 
the ring.  For example: 

http://tb20ews1.aastrausa.com:80/Polycom/AreYouThere.wav 

Time Between Rings Enter the number of milliseconds to wait between the played audio 
rings.  Example: 3000 for 3 seconds. 

Default Polycom Ring Optionally select a Polycom ring (Ring 15 to Ring 24) where this 
custom ring is to be defined.  It is used when creating a new phone 
template for a Polycom phone.   

If a Default Polycom Ring is not selected, the custom ring can still be 
manually assigned to a Polycom ring in the phone template.  
Selecting the Polycom ring here simplifies the process of creating 
the phone template for commonly used custom rings. 
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12.3.2.3 Group Settings for Polycom Phones 

To configure group-specific Polycom phone settings, choose Phone Templates from the 
Provisioning menu, and then select Global Settings and click on Group Polycom Phone 
Settings. 

The common group settings for Polycom phones are described in the following table. 

Field Setting 

SIP Settings:  

Outbound Proxy Enter the hostname or IP address of the outbound proxy server 
used by the Polycom phones. 

Outbound Proxy Port Enter the port number for the outbound proxy server used by the 
Polycom phones.  The port number may be 0, 5060, or another port. 

Time Settings:  

Time Server Enter the hostname or IP address of a timer server. 

Time Zone Select the time zone that the phones are in. 

Device Settings:  

Network Discovery Check the CDP Enabled field if CDP is supported by the network, 
which is normal. 

LAN Port Mode Select the LAN speed, normally Auto. 

Local Admin Password Enter a password that is entered into the phone to access the 
advanced settings within the phone. 

Voice Codecs:  

Voice Codec #1 to #4 Identify the voice codecs that the Polycom phone is to use when 
placing or receiving calls.  The codecs are in priority order, with 
codec #1 as the highest priority codec to codec #4 as the lowest 
priority codec. 

Quality Monitoring:  

Quality Monitoring Enable Choose whether periodic and/or session quality monitoring is used. 

Collector Server Address Enter the hostname or IP address of the server to which quality 
monitoring messages are sent by the phone. 

Collector Server Port Enter the port to use on the collector server.  The port number 
defaults to 5060. 

SoundPoint IP Settings:  

Idle Display Image Enter the address and/or name of the image used for the idle display 
on a SoundPoint IP phone.  This field does not apply to VVX 
phones. 

‘Welcome’ Audio File Enter the address and/or name of the audio file played to a 
SoundPoint IP phone. 
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Figure 87 Group Global Settings for Polycom Phones 
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12.3.3 Phone Templates: Definitions for Polycom Phones 

As with Aastra phones, Polycom phones can only be created using a phone template.  Create 
templates for Polycom phones as described in the Phone Templates section, with the differences 
described in the following table and shown in the following figures. 

Tab / Section Field Setting 

General   

Polycom Settings 

Voice Volume Persistent Check the ‘Handset’ and/or ’Headset’ checkboxes to have the 
voice volume of the handset and headset remain at the same 
level through calls and a restart of the phone. 

Sound Effects Check the ‘Stuttered Dial Tone for Unread Voice Mail 
Messages’ checkbox to have a stutter played to the user and 
followed by dial tone when the user goes off-hook and unread 
voice mail messages exist in the user’s mailbox. 

Voice Quality Monitoring Check the ‘RTCP Extended Reports (RTCP XR) Enabled’ 
checkbox to have the Polycom phones send RTCP 
messages for quality monitoring purposes. 

Line   

 Ring Select the ring to use for the specified Clearspan Line 
Position.  The ring includes the default rings (1 to 14) and 
custom rings (15 to 24).  The custom rings are setup on the 
Ring tab. 

Soft Keys   

Standard Soft Keys 

Basic Call Management On the VVX 500 and VVX 600 phones only, when this option 
is checked, standard soft keys will be displayed even if the 
phone already has a hard key for the same function.  
Normally, there is no reason to set this option. 

Callers On the SoundPoint IP 321 phone only, when this option is 
checked, the Callers soft key appears on the phone so the 
user can see the list of received calls. 

Directories On the SoundPoint IP 321 phone only, when this option is 
checked, the Directories soft key appears on the phone so the 
user can use a local directory. 

End Call When checked, an End Call soft key appears on the phone. 

Forward When checked, the Forward soft key appears on the phone, 
allowing the user to control the different types of forwarding for 
received calls. 

Join When checked, a Join soft key appears on the phone, 
allowing the user to join two calls into a three-way conference. 

New Call When checked, a New Call soft key appears on the phone. 

Split When checked, a Split soft key appears on the phone, 
allowing the user to split a three-way conference into two 
separate calls. 

Soft Keys Label Configure any or all of the soft keys defined under the Key 
Definitions for Polycom phones.  Only the keys available to 
Polycom phones are selectable in the Label drop-down. 

Features   

Enabled Features 

Audio/Video Toggles On the VVX 500 and VVX 600 phones with a camera only, 
enables the switching of the call between audio and video 
using a soft key. 

Bluetooth On the VVX 600 phone only, enables Bluetooth operation. 
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Call List On Polycom phones except the SoundPoint IP 321, enables 
the display of lists of received, placed, and missed calls using 
the Call List soft key. 

Directory Enables the display and entry of directory entries into a 
directory local to the phone using the Directory soft key. 

Enhanced Call Display Enables the removal of the protocol “[SIP]” from the calling 
party identification of received calls. 

Last Call Return Enables the use of last call return. 

Non Volatile Ringer Volume Enables retaining the ringer volume through restarts of the 
phone. 

N-Way Conference On the SoundPoint IP 450 and IP 560 phones only, enables 
the conferencing of multiple calls (not just a 3-way 
conference). 

Picture Frame On the VVX 500 and VVX 600 phones only, enables the 
display of images on the phone when idle.  The images are 
contained in files from a device connected to the phone via a 
USB connection. 

Ring Download Enables the use and download of custom rings.  When 
enabled, the Ring tab appears to allow display and 
configuration of the custom rings. 

URL Dialing Enables dialing of calls using a URL, in addition of dialing just 
using digits. 

Video On the VVX 500 and VVX 600 phones with a camera only, 
enables video in calls. 

Ring  New tab to configure Polycom Custom Rings 

Custom Rings  Selects the custom ring to assign to each of the 10 custom 
rings (Ring 15 through Ring 24).   

The list of available custom rings that can be assigned is 
obtained from the set of System Custom Rings or Enterprise 
Custom Rings that were configured in the Phone Templates / 
Global Settings.  System Custom Rings only apply to system-
level templates.  Enterprise Custom Rings only apply to 
enterprise-level or group-level templates. 

Extra Settings   

Extra Settings  Enter extra settings that are to be applied to all Polycom 
phones using this template.  The extra settings must exist for 
the Polycom phones and are in an XML format, as are all 
Polycom phone settings. 
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Figure 88 Template Edit - General for Polycom Phones 
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Figure 89 Template Edit – Soft Keys for Polycom Phones 
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Figure 90 Template - Features for Polycom Phones 

 

Figure 91 Template - Ring for Polycom Phones 
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12.4 Polycom Phone Users 
When creating a user or adding a phone to an existing user, any phone device created for that 
user may be a Polycom phone.  An OpEasy Polycom Phone License is required for each added or 
modified Polycom phone.  An error message displays if no license is available. 

 

12.4.1 User Device Settings for Polycom Phones 

For any of the supported Polycom phones, the Device Access: User Name and Password fields 
appear and are required for definition of the phone. 

When a phone uses device credentials, the MAC Address field is optional.  However, if entered for 
a Polycom phone, the contents of the MAC Address field MUST be valid, matching the MAC 
address of the physical Polycom phone assigned to that phone device.   The Polycom phone will 
not be able to load its configuration files if an incorrect MAC address is entered.  Therefore, it is 
highly recommended leaving the MAC Address field empty. 

 

Figure 92 Advanced User Add for Polycom Phones (Top) 
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Figure 93 Advanced User Add for Polycom Phones (Bottom) 
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Figure 94 User Primary Phone Device Settings for Polycom Phones 

12.4.2 User General Settings for Polycom Phones 

As with Aastra phones, when creating a user with a Polycom phone as the primary phone, an E-
mail message can be sent to that user to notify of the new phone.  Aastra phones and Polycom 
phones have a different new user E-mail message because of the differences in setting up the 
phones. 

To set up the new user E-mail notification message for a Polycom phone from the Users page of 
Provisioning, click General Settings.  Then, select the specific enterprise and Polycom from the 
Phone Manufacturer drop-down.  Change the new user E-mail message as you would for an 
Aastra phone, with the text appropriate for a Polycom phone. 
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Figure 95 User General Settings E-mail Notification for Polycom Phones 
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12.5 Phone Management for Polycom Phones 
As with Aastra phones, Polycom phones can also be added or modified under the Phone 
Management page of Provisioning.   On this page, the User Name and Password fields are 
optional to allow an administrator to create incompletely-defined phones that are to be completed 
at a later date. 

 

Figure 96 Phone Device Modify for Polycom Phones 




