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1.Set password admin page 
 

Go to the website http://cloudtelephony.orange.be 

If you don’t remember your password, ask a new one. 

 
 

Enter username or mobile phone (you received it in an email coming from 

noreply.cloudtelephony@services.orange.be) 

Eg username user.1@domaincustomer.be 

Eg mobile phone +324………. 

 
 

An e-mail or an SMS will be sent to the address/phone number registered on your user 

account 

 
 

2.Admin Login 
 

Go to the website http://cloudtelephony.orange.be 

Select admin view 
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3.Menu Services -> Contact lists 
 

Contacts can exist in an organization, group and user scope. A user inherits contacts that are 

defined for the organization and all groups where he/she is a member. 

 
 

On the Contact Lists page, choose the desired level to configure the settings on, i.e. 

organizational, user group, or user level: 

o To configure on the organization level: Click the Configure for all users in 

the organization option under Organization. 

o To configure on the user group level: Click one of the groups under the User 

group section. 

o To configure on the individual user level: Use the search function under 

the User section. Enter a part of the user Id and click Search to select the 

desired user. 

 
 

3.1 Add contact 
 

Click on Create new contact 

 
 

  



Fill in all the necessary info and select Add phone number 

 
 

Always use number format +32 

 
Select save 

 

 

3.2 Delete contact 
 

To delete a contact, select the red cross next to the contact 

 
 

 

  



4.Menu Organization -> Voice Prompts 
 

4.1 add new voice prompt 

To add a new voice prompt: 
1. On the Service voice prompts page, click Add new prompt. 

 
 

2. Add the Prompt Name. The name of the prompt is used to identify this prompt to the 

different services in the system 

 

3. Describe the content of the prompt in the Prompt description field. The description 

contains information which allows the administrator to remember the content of this 

prompt. A good rule is to enter the complete prompt phrase. 

 

4. To upload the actual prompt file to the system, the following two options exist 

in Prompt(s): 

o Import the file: Choose your .wav or .aiff file from your file system, then 

click Import to upload. 

o Record the file: Get a callback call and record the prompt on the fly. Enter a 

phone number of a user in the system and click Initialize call. Instructions will 

be provided in the call. 

 
  



4.2 Delete prompt 
 

To delete a prompt, select the red cross next to the prompt 

 
 

 

4.3 Format prompts 
 

If you import an existing prompt, the prompts need to be a PCM encoded .wav or .aiff audio 

file. When uploading a file, it will automatically be converted to A-Law, 8kHz mono format. 

 

 

5. Menu Function Numbers -> Schedules 
 

Schedules are used to set opening hours on function numbers and add/change the prompts 

you want to use for each event. 

In the Schedules page, all your function numbers are listed with the current state, green for 

open and red for closed.  

 

Add schedule events to configure your preferred opening hours for the function numbers. The 

schedule events are matched from top to bottom and the state is set by the first match. You 

can reorder your scheduled events by dragging and dropping them. 

 

 
 

The default state is that the function number is closed, but this can be edited. 

 



  
 

You can add repeating schedule events or events for specific dates. 

 

A scheduled event can either be a single event or a repeating event. 

To edit a function number schedule, click on the event. 

 

  



Example : opening hours for the week. 

In this example the company is open every weekday from 8:30 till 12:30. 

 
 

Example : holiday 

In this example the company is closed every year with new year and a specific prompt will be 

played. (the list of available prompts can be edited via the menu Organization -> Voice 

Prompts – see chapter here above) 

The system will repeat this every year. 

  
  



6.Menu User Administration -> User groups 
 

A user group is an organization of users of a system. 

 

The User groups page is used to administrate and configure the user groups that will be used 

in the system. The user groups are often based on common properties like office location, 

place or team. User groups with multiple users in the system can be organized so they share 

common settings that are configured within the system. All services can be configured on a 

group level in the system. A set of standard user groups can be created in the system and have 

specific settings associated to them, for example, one set of services settings for managers and 

another set for employees. An advantage of group-based service configuration is that it 

simplifies the task of adding users to the system. Once the settings are defined for a user 

group, they can be applied by allocating a new user to the group. 

 
 

 

Check which members are a part of the group 

 
 
 

7.Menu User Administration -> Users 
 

Users are administrated on the Users page. This page allows the administrator to search for 

and view users, edit user settings. 

 

The default view in the Users page is a list view, showing the most important attributes of the 

users in the organization. This list can be sorted and filtered in different ways and may span 

several pages. 



 

 
 

 

7.1 edit user 

To edit a user: 
1. On the Users page, in the corresponding line in the user list, click the Tools icon and 

select the option edit user.... 

 
 

 

2. Reset password. You can create a new password for a user. 

Password is used for the web interface and softphone application. 

 
 

3. Reset PIN code 

Pin code is used for free seating and dect. 



 
 

4. Upload new photo 

Photo must be in JPEG format (*.jpg, *.jpeg or *.jpe) 

The dimensions of the photo should preferably be 400 x 400 pixels. Then the image 

will not be scaled 
 

 
5. Change name, last name and mail 

 
 

6. Add the user to a user group 

 
 

7. Personal lines 

You could change the direct number of the user. Select List available numbers and 

select one. 



 
 

8. Change mobile number user 

To change the mobile number of a user select edit next to the mobile number. 

Always fill in the number with +32…… 

After changing the mobile number, you can send a welcome message. 

 
9. Fixed phones user 

This is a list of the user his fixed phone. 

You can look at your device when you select view. 

 
 
 

 

 

7.2 Send welcome message 

This is used to send information to the user to login on the web portal or to download and 

install the application on PC and smartphone 

To send a welcome message: 
1. On the Users page, in the corresponding line in the user list, click the Tools icon and 

select the option Send welcome message.... 

 
 



2. In the Welcome Message window, select one or multiple devices: Web, Mobile, 

and Softphone, and click Ok. 

A welcome message is sent. An information window is displayed with information on 

handled, fully affected, and failed users. 

 
 

 

8. Menu Devices -> Sip phones 
 

Select device you want to program 

 
 

For programming keys of colleague use extension 

 
 

Use the magnifying glass for adding college 

 
 

For adding an external contact select Phone number 

 
 

First field is the display name on your phone 

 
 

Always program the number with +32…. 

 
 

If all programming is done select save and Reload 



 


