BenePortal — Quick Start Guide

Benemen Oy. All rights reserved.

Table of contents

This quick start guide covers the following topics: - ® - © x

< C 1) | @ Securs | hipsy/portal2 beneservices.com o ¥

* Table of contents

* Login
* Main page
e User activation,
* Basicinformation 1 BenePortal Please login.
* Basic information 2
* Userrole
* Numbers 1

*  Numbers 2

* Documents

* Order activation
* User modification,

* Service and number changes

* Number setting changes

* User information changes
* User termination

* Completing the termination
*  Number pools

* Requesting new numbers

* Existing numbers

* External numbers
* Management groups, Edit user-page
* Management groups, Management group-page
* Resources
* Service & Orders

__——-——-ﬁ
benemen

© Benemen Oy = Valimotie 13 A, 00380 Helsinki Finland = Tel. +358 40 456 2200 = www.benemen.com



BenePortal — Quick Start Guide

Benemen Oy. All rights reserved.

| Lagin - BenePortal

« C 0O ponal2.bene:

Log in address to the BenePortal:
https://portal2.beneservices.com

BenePOI’ta| Please login.

The following fields needs to be filled: e
1. Username ’
3 =
2. Password - Erw— e
<« C ) | @ Secure | https://portal2.beneservices.com/Customer/DisplayCust c 81ace * H

3. Click the Login button
(or Enter on the keyboard)

Lereme  BenePortal 2 Raimo Asikainen ~ [

Home
2 Sales Demo C
. == Sales Demo Customer
© Sales Demo Custamer
© Customer data incomplete:
- Skype profile incomplete (in system services)

X Remove change request | S

G Edit request

Sales Demo Customer

BeneDemo

SIL001

benepoc2.com

Sales demo

Sales consolidated invoice

564789 Tampere

__—-—-——-ﬁ Fiand -
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Main page e

& C O secue

https://portal2 beneservices.com/Customer/DisplayCustome

On the main page can be found the system’s most Jbeneme™  BenePortal 2 Raimo Asikainen ~

important features
*  Users 2= Sales Demo Customer
*  Services
) Customer
e Orders © Customer data incomplete:

- Skype profile incomplete (in system services)

X Remove change request | GF =
Number pools

enabilif!

rk schedules @ Edit request

tracts

Sales Demo Customer

BeneDemo

SILO01

benepoc2.com

Sales demo

Sales consclidated invoice

564789 Tampere

Finland

benemen
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User activation, basic information 1

| Customer s Sales Demo (X

&  C (| @ Secure | https//portal2 beneservices.com/Cu

A new user activation process is based on a few steps: e ‘ —
¢ Click Users on the left-hand side pane on the main page —

*+ Click the Add new user button on the Users page o ol Yol o | 2 o siainen -
* Fill in the needed information Q : R v
* Fields marked with the asterisk are mandatory o L Users T asnse | mcupen || g || Soukemge
* User country defines only the country and it’s important for defining © sales Demo Customer ‘
the Emergency area gencrortsl RN Lkaino psiainen = C
* Region defines the Time Zone, where the user is located s
* Region is used to keep all scheduled availability statuses in the S o 2 New user
correct time zone © 5ules Demo Customer
* Fill also the Directory information below the personal information . © Customerdat ncomplete
(see the next page)... o e e
Sales demo v » 564789 Tampere x
Notice! ’ o '
The “Billing Contract” defines the invoice that the user will appear in. © F“‘d —
English v M
- .
Defau aA .
S .

__——-——-ﬁ
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User activation, basic information 2

1. Fill also the Directory information below the personal information
2. Click the Create button —

Geemer  BenePortal 2 Raimo Asikainen ~

(oS

tereme™  BenePortal L Raimo Asikainen +

Home
caly

e HQ 2 New user
/ Directory information © sales Demo Customer
© Customer data incomplete

Directory information will go to the ww.benedesk.com Directory and
Portal Resources.

Creating new users may not be possible,

Please see details.

Coneel

Sales demo v * 564789 Tampere x
v Helsinki M

Sales consolidated invoice v

Finland v 4NvidHs1

English v v

Europe/Helsinki v

Default QA v

mon-frig-16 v

benemen
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peems™  BenePortal 2 Raimo Asikainen v

User activation, user role

Making the user role settings © soles peme customer oot
* The user role settings are done by clicking the Select user role™ button
* The numbers and services, which needs to be activated, are marked as “Required” —
* There is also a possibility to add optional numbers for the user (the options ’ ‘ ol S P
DataSIM and ExtraSIM are only for Finnish users) .
e User activation is continued by clicking the Select button on the Phone role selection e o
+ The phone number will be selected from the Phone number dropdown menu g:ﬁ o 3 ﬁf‘“T?EfTS;DemDRaimo > D 2
* The SIM card number will be filled into the SIM card number field . T S— ;
e If the SIM cards area available, they can be used, and the support will activate the 2 GSM user
number s &
» Ifthe SIM card field is empty, support will send the SIM card to the contact reosies . subs
address
* Inacase, when the number needs to be activated later, the time is selected from the
Time for activation selection VoIP subscription ‘
M;hile Telia 4GFI ¥ F
JFone mber > ;
*Notice! After choosing the User role, the e-mail address cannot be changed in the &
Portal, so check that the email address is correct.
In a case the email address needs to be changed, please send a ticket to the support e
for the needed changes. r

Mobile = Mobile number
VolP = Fixed line number or work number without mobile usage and data access

-——"__-ﬁ External = Not a Benemen number
benemen
o
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User activation, numbers 1

Porting the number Mobile Telia 4G Fl ¥

Choose the Yes radio button on the Number porting selection °
Fill in the number to be ported (fill also the correct country prefix, e.g. +358401234567) /
Click the Calendar icon on the Time for activation and choose the activating time

After filling the needed information, click the Continue button

Hwnpe

¢ Ifthe number should be ported as soon as possible, click the current date on the calendar
* Ifthe number should be ported later than 5 business days, choose the correct time for the

porting

benemen
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User activation, numbers 2

Phone role settings
Data SIM subscription
The Phone role settings (the wrench symbol) includes the following settings:
* Change role

* Manage products

Data Telia ¥ F

Change role

¢ Remove number S Manage products

Remove num ber/r
Change role

* A new page opens, where it is possible to change the user role by selecting
from the available selections

0 Manage products Data SIM subscription
» Data package size selection (see the picture)
* Other product related changes Data Te”a
* The changes are saved by clicking the Update button

i DataSIM 4G (Telia)
Remove number

* Removes the current number = Mobile data (Telia)

not selected

. 2223.1.2 Mabile data package 2 GB - exceeding data new package (Telia)

Mabile data package 5 GEB - exceeding data new package (Telia)
222314 Mabile data package 10 GB - exceeding data new package (Telia)

22.23.15 Mabile data package 1 GB - exceeding data new package (Telia)

benemen
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: - = N Lo tainn - ©
User activation, documents S : K
Home < Users 2
. Ha 2 RaimoDemo, DemoRaimo |«
Addlng dOCUmentS @ Sales Demo Customer demo.raimo@benepac2.com
To the user account can be attached documents by following the next aSMliser
procedure: £ RaimoDemo, DemoRaimo  + Eooaments | £+
Mobile subscriptio dememmonEEnsectcon
1. Click the Documents button =5
. . t
2. Click the pink/purple Plus symbol Recaments e T
3. Search the file by clicking the Choose file button VoIP subscription NG o
4. After selecting the attached file, load the file with the Load document }
button e T (
. = |
5. :cl':egumber <:f ﬁo::nloaded files can be seen on green background on e o RaimoDemo, DemoRaimo e e—
e Documents button. s
ExtraSI| @rDocuments
| ormona | >
Loa@@ent: ©
e

< Users ° r
L RaimoDemo, DemoRaimo [« P—

lemo.raimo@be 2.com

benemen
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User activation, order activation

Order activation

The order activation can be done:
* Immediately
* Scheduled

The order is activated, when all the necessary settings are done, by clicking
the green Order activation button. By clicking the Order activation button,
the user will go to Pending activation state.

All services will be activated immediately if not scheduled differently, except
the following products:

* Email service channel

* Chat service channel

* BeneReports Manager

If the user has a Finnish number, the order will be sent to support for
confirmation and activation. The support will fill the correct porting time into
the number details.

Once the user page has the green Active sign on, all services and numbers
for the user are set completely for the use. Before that, changes are not
possible, and the pending services won’t be active.

__—-—-——-ﬁ
benemen

< Users

2 Demo1, Demol ~

emol.demo1@benepoc2.com

Order activation ® immediately
scheduled

Iorder' tion el

2 Demot, Demol v e

demol.demo1@

epoc2.com

P Order termination F Work items.
Call center y

Call center user ¥
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User modification, service and number changes

Service and number changes

1. The user must be opened from the Users list, to modify user services,
numbers or information

2. To make changes, click the Order changes button

3. Click the wrench icon either on the User role or the Phone role
depending on which one you wish to modify

4. After the changes are done, click the Send order button

5. On the next page click the Order activation button
(the changes can be made immediately or scheduled)

benemen

HQ

Jenemer  BenePortal

L Users

© sales Demo Customer

Number pools

Bu g
mports
Admin

BeneD:
s <Users
oot s Demo1 Demot 1 Demo1, Demo1 | «~
- de poc2.com

Showing 01 to 14 of 14 entries

2 Raimo Asikainen ~

° £ 2604 Testi | Sor Windows Contect Center user

mo1.demo1@be

2 Demol Salesforce

Ew-

Call center user

—
benemer

BenePortal

Ha 2 Demo?l, Demol - o

Call center user

Call canter user ¥

+48914438491 v

Fixed line PL¥

+48914438491

2 Demo2 Demo2 ‘

- Edituser T

r—

» Order termination ||/ Work items

A Raimo Asikainen ~

Q.

immediately

Data SIM subsq < Users

= £ Demot, Demo1 ~

demol.demo

Order activation

scheduled

® immediately

Cancel
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User modification, number setting changes

Changing the number settings oo Beneportal (R

To change Barring classes or roaming limits, after clicking the Order Changes " L Demo1, Demol Soowments || £+

button: !

1. Click the expand/collapse icon next to the Phone Role name to open
the Operator products list

2. Click the Settings button, which will show all the settings for the number

3. To edit the information, click the Edit icon

Call center user

[ AcTive |

Call center user ¥

+48914438491 var

= 0

Fixed line PL ¥

‘ +48914438491
ﬁ [
Fixed line PL &

3 Personal Fixed line subscription (PL fixed)

+48914438491 ‘

After the changes have been saved, click the Send Order and Order
Activation (immediately or scheduled) buttons.

Tyénumero Fl &

£2 Personal number (DNA)

__—-—-——-ﬁ +3584578514193
benemen
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User modification, user information changes

User information changes

BenePortal _
To change other user information (Cost Center, Billing contract, name L Demo1, Demol
etc.), click the Edit user button o "

After the changes are done, click the Update button
* All changes will be immediate
E-mail address is the only information that cannot be changed via portal

Call center user penemer  BenePortal

& Raimo Asikainen +

Call conter user Ha .l Demo1, Demol
@ sales Demo Customer
In a case the e-mail address needs to be changed, send a ticket to the N © Customer data incomplete
+48914438491 var " Creating new users may not be possible.
support for the all necessary changes. ac
| AcTive |

Update

Fixed line PL ¥

+48914438491

demo? .demol1@benepoc2.com

MOYpXvp9

Poland

Palish

Europe/Warsaw

Default QA

mon-frig-16

benemen
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User termination

User termination

A user termination can be made immediately or scheduled, and the user’s number can be Ha

L Demo1, Demol
terminated, parked or ported out. o !

To terminate a user, click the Order termination button

* The termination needs to be confirmed in the next view

After clicking the Order termination button, the user will be in a Pending termination state
* Cancelling the termination is still possible as long as the order has not gone further

The termination will stay in this state until the number has been manually handled by the
support (only Finnish numbers)

In a case there are no products that need manual handling by the support (number, e-

Call center user

[ AcTive |

Call eenter use|

2 Demo1, Demo1 «
*4891’1’138491 vol demol.demo1@ c2.com

¥
- '*

® immediately > Order termination IR

o 5 Fixed line PL ¥ as scheduled
Yo
mail channel etc.), the cancellation will go through automatically pr—— Whatshould e do it e hone e subseptions?
VolP number ® terminate ® immediately
The user information after the termination is done, is shown on the next page. 4amadasann = sehecied
" [
& Demot, Demol Pr—

 Cancel termination ||/ Work order

Call center user
PENDING_TERMINATION

© scheduled for 20.8.2018 14:27:00

Call center user ¥

benemen

© Benemen Oy = Valimotie 13 A, 00380 Helsinki Finland = Tel. +358 40 456 2200 = www.benemen.com



BenePortal — Quick Start Guide

Benemen Oy. All rights reserved.

User termination, completing the termination 2 User, Guide ~

Completing the user termination GSM user

When the user is terminated, the user status is shown with a grey Terminated sign, which means:

Mobile subscriptiqn

* All services and numbers are not in use and are not in billing
* All services can be revoked (by clicking the Revoke button) to the previous state, or all information can be
completely deleted
e After all services are deleted, the user’s basic information will still be in the Portal and BeneDesk
Directory (in Terminated state) until the user is completely removed from the Portal The user information after the termination is done.
*  When the user is removed completely (in Deleted state) from the Portal, all user’s information will be
removed also from the BeneDesk Directory

Mobile Telia 4G FI ™

A User, Guide ~ =2 =
Click the Delete button (confirmation) and the window will switch to the User list and a User deleted message

will be shown on the top of the page

Confirming the user termination by clicking the Delete button.

Force Sales

Name Sales Force
Description Deleted 9.11.2017]

Deleted user information.

benemen
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beneme  BenePortal 2 Raimo Asikainen ~

Home

Number pools @

© Sales Demo Customer

2 Users

#yimports... || 3 Bulk changes.

& Raimo Asikainen -

Number pools

A number pool is a list of the numbers, which are allocated for a user. The C/ﬂ\
number pool page can be opened by clicking the Number pools link on the
left side pane.

 +48914438490 PL Fixed

+48914438493

& fixed LOCAL

+358922334455 n & fixed LOCAL ACTIVE

+35845788141919  +35845788141999 81, 8 mobile LOCAL DNA ACTIVE

Bulk chang
mports

The numbers can be: i
* Call channel numbers
* Fixed line numbers
Mobile numbers

benemen™

A Raimo Asikainen ~

BenePortal

@ New number pool

1. The numbers and call channels, which are allocated to a user, must be
listed on the Allocated numbers page.

2.  New numbers are requested by clicking the New numbers button, filling
the form and clicking the Create button.

rs (number porting required)

See the next page for more detailed information of requesting new numbers.

. . . Billi letails
° The Allocated numbers will show a list of all numbers in use and the users et

to whom they are assigned to.

__—-—-——-ﬁ
benemen
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Number pools, requesting new numbers

Requesting new numbers
*  Choose the Number class
*  Choose the Number type
*  Select New or existing number with the new numbers or existing numbers radio buttons
e  The amount of needed numbers is filled in the Requested amount of numbers field

eme  BenePortal _ Find ~ 2 BeneAdminMeretek Fiona ~ o

Home

£ \feretek Oy @ New number pool

local

fixed

‘xisting numbers (number porting required)

New numbers
The new numbers are assigned by the support and the amount of numbers needed (generally the
minimum or 10 numbers) are assigned at once.

0

Finalizing the number request
* Add a cost center and a billing contract Billing details
* Click the Create button

* Activate the order on the next view, by clicking the Order activation button
Support will add the numbers or start porting and activates the number pool.

P

W Number pool L
[orars TP -

© Benemen Oy = Valimotie 13 A, 00380 Helsinki Finland = Tel. +358 40 456 2200 = www.benemen.com
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Number pools, existing numbers

Existing numbers (number porting required)

Click the blue plus symbol on the Allocated numbers row and the first number and the last e Beneportal (R i
number to be ported. If multiple separate numbers need to be added, add a new line by clicking Home
@ New number pool

the plus symbol. % Meretek O
e local
Finalizing the number request fxed
* Add a cost center and a billing contract

* Click the Create button

* Activate the order on the next view, by clicking the Order activation button

Support will add the numbers or start porting and activates the number pool.

ols

ew numbers
nt groups .
ng numbers (number porting required)

Billing details

B Number pool ”//f’”

© Benemen Oy = Valimotie 13 A, 00380 Helsinki Finland = Tel. +358 40 456
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Number pools, external numbers

External numbers = gencrortal (SN T ——

To add external numbers: @ Allocated numbers

* Click the New numbers button 0\.\nw-rw-~ Hiivnien [| £ pried b

* Choose external from the Number class dropdown menu i
. Add numbers from the plus symbol 5 _‘490 +48914438493 1) & fixed LOCAL PL Fixed ACTIVE

* Click the Create button EEN—

* Click the Order activation button on the next view
@ New number pool

Lenere  BenePortal

@ Number pool ”

C oo woee [

benemen
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Management groups, Edit user page

Management groups

Management groups are needed for the call channel control. A user who
has a Call Channel membership and must be able to take service queue
calls, needs to be added into a management group. There are two places to
do this:

* Edit user (on the Edit user page)

Editing user on the Edit user page
* Click the Edit user button
* Make the changes to the Management groups information

If there is a need for changes in a management group, click the Request
changes button and write the needed change to create a ticket to the
support.

A user cannot see the service channel status in BeneDesk, if a Management
group is not selected. Users who are in the management group and have
group manager user rights can control the service queues and the users in
the management group.

__—-—-——-ﬁ
benemen

e geneportal | RN

0 3ales Demo Customer

2 RaimoDemo, DemoRaimo | ~ it user

gencortel (N ‘

L RaimoDemo, DemoRaimo

@ Customer data incomplete

Creating new users may not be possible.
Please see detail

Update [Nt

DemoRaimo

demo raimo@benepoc2.com

Sales demo

Sales consolidated invoice
Finland

English

Europe/Helsinki

Default QA

: mon-frig-16
Q CallAs external 0300123123

Hallintaryhma [ servicecall

2 Raimo Asikainen +

& Raimo Asikainen ~

564789 Tampere

Helsinki

YCwgYghs

— —

© Benemen Oy = Valimotie 13 A, 00380 Helsinki Finland = Tel. +358 40 456 2200 = www.benemen.com




BenePortal — Quick Start Guide

Benemen Oy. All rights reserved.

Management groups, Management goup-page

Management groups e W e— 2 Raimo siksinen -
Management groups are needed for the call channel control. A user who
has a Call Channel membership and must be able to take service queue o
. Ha Management groups
calls, needs to be added into a management group. There are two places to © sates Do ‘ e
do this: Lue : SRy g
Qo Callas exteral 0300123123 |1 Servicecall
* Directly in the Management group : Hallintaryhmd Giear | 2 remtctonaes | [ M Grserteminatn | [ 8-
=)
(i < Security groups
Editing a user directly in the Management group servicecall
* Select the group/ click the Create new group button —
* Click the Select members button Members
* After the members have been chosen, click the Update members button C/:\r:? — servicecall
Demo1, Demo1
Demo2, Demo2

If there is a need for changes in a security group, click the Request changes Demo3, Damo3
button and write the needed change to create a ticket to the support. Foree Sales

2604, Testi

Demo’, Demo1 @ @

Demo1, Salesforce

Demo2, Demo2 z [

A user cannot see the service channel status in BeneDesk, if a Management group is not selected. Users who are

in the management group and have group manager user rights can control the service queues and the users in
the management group.

benemen
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Resources

Resources

<«

C 1 | & Secure | htips:

portal2.beneservices.com/Cu

eneme  BenePortal

On the Resources page, the Directory information is
listed as groups (see the picture).

mports

benemen
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Services & Orders

T FrTS—

Services Lo
All service products in use (e.g. Skype Integrations and Call Channels) are Home
listed on the Services page.

28 Services

Manage

BenelUC - Skype for Business

Orders

All activations, changes and terminations, which require work from the
support will be listed on the Orders page until the support has marked
them done. The previous and completed works are listed under the
waiting orders.

Call channels

Active Directory integrations D Open orders

Server side integrations

No data available in table

Previous Next

@ Completed orders

Integration, Customer info pop

Billing / invoicing
Bulk changes

RaimaDemo DemaRaima Sif Call center user ACTIVATION

mport demo.aima@benspac2.com

Integration, Calling and Answer

Demol Demol £ Call center user UPDATE

Testi Juuso Bt BeneDesk for Windows Contact Center user  UPDATE 1072018 1131553
uuso.testi@benepoc2.com (et « 11.7.2018 103412

Integration, Call routing based

Testi Juuzo 5 BeneDesk for Windews Contact Center user  UPDATE

juuso testi@benepoc? com

£ BeneDesk for Windows Contact Center user UPDATE
Hif BeneDesk for Windows Contact Center user UPDATE
Juuso.esti@benepoc com
Testi Juuse i BeneDesk for Windows Contact Center user UPDATE
juuso esti@benepac2.com
Tes i BenoDesk for Windows Contact Conter user  SERVICE CHANGE
juuso " [ conneren ]
Te 0 Tysnumero FI SERVICE CHANGE
juusoestibenepoc2 com +35845788141990 [ conricten ]

benemen
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