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 If you need further assistance, please reach out to us at 
myaccount.cyberlynk.net.  Once we receive your request one of our 

representatives will get back to you as soon as possible to help you with any of 
your phone system needs. 
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Intro 
Welcome to Site Manager onboarding training. This guide will help Site Managers of 
Fully Managed and Self Managed phone systems configure options to manage their site 
(location) and route calls. 

Topics include: 

●​ Users: How to create, configure, and manage user options. 
●​ Time Frames: How to create shared Time Frames within your assigned site's 

domain and apply answering rules. 
●​ Music on Hold: How to customize Music on Hold for your domain. 
●​ Call History: How to view call activity on your domain. 

 
​
​
 

 Not all features in this guide are enabled for Fully Managed Phone System 
accounts. Some features may be only available to Self Managed accounts. 
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The Site Manager Portal 
The Site Manager Portal is a web interface that you will use in order to manage your 
users within your site, manage your account, and communicate with others.  

Accessing the Site Manager Portal 

In order to access the portal, 
open a web browser and enter 
https://portal.talkanywhere.net.  
After entering the URL, you will 
be taken to the login page. 

Logging in 

Enter your credentials provided in the Welcome email you 
received or click the New User link.  

●​ If you click the New User link a new window 
appears asking for your Email address and 
Extension number.  Once you enter your email and 
extension number your credentials will be emailed 
to you. 

 
Once you’ve entered our credentials you will be taken to 
the Site Manager Portal homepage.  

Please be aware that there are 2 levels to the portal for 
you as a Site Manager: the Site level and User Account 
level. When you initially login you are taken to the Site 
level.  

Changes made at the Site level apply throughout your site 
(location), while modifications made at the User Account 
level affect only your individual account.  
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 Homepage  
The Site level homepage consists of an application toolbar and widgets that display 
information regarding the location's activity.  From here you will be able to access 
features and functionalities available to you as a Site Manager. 
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Widgets 
On the Site homepage you will see multiple widgets containing graphs, charts and 
statistics for your location.  Below is a breakdown of each of the widgets. 

Call Graph Widget 

Call Graph allows you to visually graph the number of calls. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Calls can be sorted by: 

●​ Peak Active Calls: The maximum number of simultaneous calls at any given 
moment. 

●​ Call Volume: This includes all answered, abandoned, forwarded, and voicemail 
calls. 

●​ Total Minutes: The cumulative call duration for your location. 
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Current Active Calls Widget 

The Current Active Call widget 
displays all current calls your 
location currently has connected. 
You can see the phone number, 
name of the caller, the number 
they dialed, the application the call 
is being sent to (Auto Attendant, 
voicemail, etc.) followed by the 
duration of the connected call. If 

enabled, a speaker icon  to the 
right of the call will allow you to monitor the call. 

Call Monitoring 

Clicking on the speaker icon  will display the Audio Monitoring widget which will 
allow you to select from the following audio monitoring options.  

Join Call 

Join Call allows you to join the call so you can speak to all 
parties on the line. 

Whisper to  

Whisper to allows you to speak only to the user’s extension 
that is on the call. The person on the other side of the call will 
not be able to hear you. 

Listen Only  

Listen only allows you to listen or monitor the call without anyone being able to hear 
you. 
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Users and Applications Widget 

The Users and Applications Widget shows the following information for the site: 

●​ Users - Number of users registered 
●​ Registered Devices - Total number of devices currently registered 
●​ Total Devices - Total devices, registered and unregistered 
●​ Call Queues - Total number of call queues configured. 

Usage Statistics Widget 

On the homepage of the site level you will see the 
Usage Statistics widget which provides an overview 
of how many 

●​ Current active calls at the site 
●​ Number of calls processed today and the total 

number of minutes used at the site 
●​ Followed by the usage statistics for the month 

and the previous month’s totals. 
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Application Menu 

 

The application menu, located at the top of the Site Level portal, allows you to access 
the management center for each application.  

Users 

The Users icon will take you to the users center. This is where you can 
create and manage the users at your site. Users are destinations we want to 
send calls to. Every person’s account, Conference Bridge, Auto Attendant, 
Call Queue in the site is a User. 

 

Users Tab  

The Users tab provides a list of users. Users are destinations we can send calls to. 
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Add a User 

To add new users please have an authorized contact log into myaccount.cyberlynk.net 
and provide the following information within a support request: 

●​ First and Last Name 
●​ Role 
●​ Email Address 
●​ Extension Number 
●​ Site (If multiple locations) 
●​ Department (If multiple departments) 
●​ Will the user be using a deskphone? If yes: 

○​ Will you need us to provide you a deskphone?  If so, please indicate the 
model. 

○​ If you already have a desk phone that you would like to use please 
indicate the model. 

●​ MAC address (if available) 

Once the request has been received one of our representatives will reach out if any 
further information is needed and/or what additional fees may apply. 

Edit a User 

When you select a user, you 
gain the ability to edit their 
profile, including answering 
rules, voicemail settings, and 
phone configurations, just as if you were that user. 

The Advanced tab offers the following functionalities: 

●​ Reset User: This option deletes and resets the selected user's settings and data. 
●​ Send Welcome with Configuration Link: This sends a welcome message to 

the user, including a link to configure their password and voicemail PIN. 
●​ Force Password Reset: This clears the user's current password, requiring them 

to change it before they can access their account. 

Columns Button 

You can customize the columns displayed on the Users Table by 
clicking the Columns button. 
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Sites Tab 

Selecting the Sites tab will show you the site’s information including the Timezone, Area 
Code, Users and Registered Phones. 

When you click on a site you will see the profile of that location.  You are able to 
establish which users receive a phone notification or an email notification if emergency 
services are requested by a user. 

Phone Call Notification 

The "Notify Via Phone Call" feature connects the user added in this field directly into the 
outbound emergency call being made. 

●​ Real-time Context: The internal responder can listen to the conversation between 
the caller and the 911 operator as it happens to coordinate local building access, 
grab medical kits, or clear a path for emergency personnel. 

Email Notification 

The "Notify Via Email" feature sends an automated alert containing: 

●​ Caller details, specific phone number of the user sent out, timestamp and 
detailed locations. 

Time Frames 

The Time Frames application center, accessed via the Time Frames icon, 
allows you to define specific hours and days when features like answering 
rules, call queues, or auto attendants are active. 

Upon entering the Time Frames application, you will see all established 
time frames for the domain and individual users. To view all users, ensure 

"Hide users without Time Frames" is unchecked. 
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Add a Time Frame to a User 

To add a time frame select the add icon  next to the user you would like to apply a 
time frame to and an Add a Time frame window will appear.  (Accessing Domain will 
allow you to see the time frames established.  You cannot add a time frame to the 
domain.) 

●​ Name the Time frame 
●​ Indicate when you would like the time frame to be applied 

○​ Always 
○​ Days of the week and times - Create a weekly schedule with optional start 

and end dates. 
○​ Specific dates or ranges - Add specific dates with optional recurrence. 
○​ Holidays - Choose from a selection of local and international holidays. 
○​ Custom - Create a custom time frame that combines days of the week, 

specific dates, and holidays together. 

Days of the Week and Time 

To create a weekly 
schedule, first give 
the time frame a 
name and optionally 
set start and end 
dates. 

Next, select the 
"Days of the Week" 
tab that appears. 
From there, you can 
choose specific 
days, assign a start 
and stop time, and 
specify the desired 
frequency. 
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Recurrence default is Every week but you can select Custom from the drop down list if 
you would like it to be different.​

 

Specific Dates 

To configure a specific time frame, begin by naming it and then select the "Specific 
Dates" option. A new "Specific Dates" tab will become visible; click on it. Clicking within 
the "Specific dates" fields will bring up a calendar, allowing you to set both the start and 
end dates and times for the time frame. 

 

Clicking the plus sign  will allow you to add more date ranges for the time frame to 
be in effect.  
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Holidays 

This option enables you to configure 
holiday time frames. You can either 
choose from existing holiday 
configurations or add your own. Once 
the time frame is named, two tabs will 
appear: "Holidays" and "Observer 
Holidays." 

The "Holidays" tab is for selecting 
pre-configured holidays, while the 
"Observer Holidays" tab allows you to 
add custom holidays. 

Edit an Existing Time Frame 

To modify a time frame for a specific user, select the "edit" icon  next to their name. 
A list of assigned time frames will appear. Locate the desired time frame and click its 
corresponding "edit" icon. Make the necessary adjustments to the time frame. 

Delete a Time Frame 

To delete a time frame, locate the desired entry and select the corresponding edit icon 

. A list of assigned time frames will appear. From this list, find the time frame you 

wish to remove and select its delete icon . 

Music on Hold 

Callers hear Music on Hold when their call is placed on hold or is waiting in 
a queue. You can apply Music on Hold to a specific user, specific call 
queues, or the entire domain. Additionally, you can add a message to be 
played while callers are on hold. 

To view the settings for the domain, queues, and users, click the Music on Hold icon. To 
view all call queues and users, uncheck "Hide users without Music on Hold." 
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Adding Music on Hold 

To add music for a specific user, click on their name under the "Owner" column.   

Add Music 

To add music, click the "Add Music" button. You can upload an MP3, 
MP4, or WAV file and name the music on hold file. 

Music playback follows either a top-to-bottom sequence or a randomized order, as 
determined during the domain's creation. The order of music can be adjusted by 
dragging and dropping to reprioritize. 

Add Introduction and Message when on Hold 

You have the option to include an introductory 
message and music that callers will hear before 
being connected to an agent. The introduction 
begins playing immediately when a caller is placed on hold or is waiting for an agent. 
The message will then play every minute while the caller remains on hold or continues 
to wait for an agent. 

Introductions and messages can be created in three ways: 

●​ Text-To-Speech: Type your message and select a voice. 
●​ Upload: Choose an MP3, MP4, or WAV file to upload and name your music on 

hold file. 
●​ Record: Enter a phone number for the system to call you to record your greeting. 

Remember to include the number and letter combination to specify the device for 
the call. 

Edit Music on Hold 

To add music or a greeting for a user, click the Edit icon  next to their name or 
domain. This will open the Music on Hold window. 

Reprioritizing Music on Hold playing order  

After the files have been uploaded you can drag and drop the song in the order you 
would like them to play. Songs are played in a top to bottom order unless the site has 
Randomize Music on Hold enabled. 
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Call History  

The Call History icon takes you to your Call History which is a list of all the 
calls made to and from your site.  

 
 

Filter the Call History 

The Call History Filters window, accessed 
via the Filter button, allows you to narrow 
down calls based on specific criteria. You 
can filter by: 

●​ Date Range 
●​ User 
●​ Department 
●​ Site 
●​ Caller Number 
●​ Dialed Number 
●​ Call Type 

Only calls matching your selected filter 
criteria will be displayed. 
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Export the Call History 

To export the call history into a csv file click the Export button.  The 
download will take place immediately. 
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Frequently Asked Questions 
How do I send a Welcome Email to a user?   

●​ Select Users. 
●​ Locate the user you want to send the email to and click on the user. 
●​ Select the Advanced tab. 
●​ Click on the Send Welcome Email button. 

How do I reset a PIN for a user’s voicemail? 

●​ Select Users. 
●​ Locate the user you want to send the email to and click on the user. 
●​ Scroll down to the bottom of the Profile tab and type in the new PIN number. 
●​ Click on the Save button. 

How do I update a user’s greeting? 

●​ Select Users. 
●​ Locate the user you want to send the email to and click on the user. 
●​ Select the Voicemail tab. 

●​ Scroll down to the Greetings area and click on the manage greetings button . 
●​ Manage messages the same as you would within the User Portal. 
●​ Once you have created the greeting you can select it within the Voicemail 

Greeting drop down list. 
●​ Click on the Save button. 

How do I change a user’s answering rules? 

●​ Select Users. 
●​ Locate the user you want to send the email to and click on the user. 
●​ Select the Answering Rules tab. 
●​ Manage answering rules the same as you would within the User Portal. 
●​ Once the answering rule has been created, select the Save button. 
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My Account Level 
As a site manager, you can access your user portal through the My Account level. Here, 
you can manage your extension settings, view your specific Call History, configure 
Music on Hold, and set your answering rules. 

To access this level, click on your name and extension in the upper right corner and 
select "My Account" to access the User Portal. For detailed guidance on navigating the 
User Portal, please refer to the TalkAnywhere User Portal Guide. 

Apps 
The Apps section of the Site Manager Portal provides links to the User Portal, Operator 
Panel and TalkAnywhere Web options if they are services your organization has signed 
up for. 

User Portal Link 

Selecting the User Portal link from the Apps menu will maintain your current portal 
session. For example, if you are logged into the Site Manager portal, you will remain 
there. Similarly, if you are in the User portal, you will stay within the User portal. 

To manage your extension, click your name and extension in the upper right corner, 
then select "My Account" to access the User Portal. Refer to the TalkAnywhere User 
Portal Guide for navigation. 

Operator Panel Link 

The Operator Panel enables you to manage parked calls, transfer calls, and view 
contacts, call queues, and auto attendants. For detailed instructions on navigating the 
Operator Panel, please consult the TalkAnywhere Operator Panel Guide. 

TalkAnywhere Web Link 

Allows you to access the softphone option for TalkAnywhere.  Please reference the 
TalkAnywhere Web Guide to move through TalkAnywhere Web. 
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