Passwords for the Worksmart Administrator

In addition to the passwords that the Administrator will have for him or herself as a Worksmart User, the Administrator also has a separate Worksmart User ID and password for Worksmartcentral.

When the Administrator is logging in to Worksmartcentral to administrate the corporate Worksmart functions, such as creating users, groups, etc., the administrator logs into htpp://www.worksmartcentral.com  with the following:

Account Name: _____________________  [This is established when the account was first created and cannot be changed]

When logging into Worksmartcentral as the Administrator, please enter the Account Name in the field that says “User Name”
Password:  _____________________ [This was established when the account was first created.  This can be changed by going to MyHome tab, > Contact/Billing Info > Account Settings > Edit]
Summary list of all types of User names and Passwords
User

· Worksmartcentral.com
· Worksmart User ID
· Worksmart User Password – default = 1212
· Voicemail access
· 9999 or dial from the outside
· Extension
· Password – default = extension
· Worksmart Messenger
· User name or ID
· Password – default = 1212
Administrator

· Worksmartcentral.com
· Administrator User Name is the same as the Account Name
· Administrator Password was sent via email when the account was created
· Administrator corporate voicemail access (via phone) to manage group greetings
· Call the main phone number of the company (when you hear the auto-attendant) dial 9998
· Default password is 1234#, unless it has been changed by the administrator
Logging into the Administrator’s Voicemail System to change Group Greetings

This is similar to accessing your personal voicemail.  The only difference is that the access number is 9998 instead of 9999.

A.  IP phone access.  To access the Administrator’s level for changing group greetings from an IP phone that is using the internet to communicate, and is registered to a Worksmart user.

· Pick up the handset

· Dial 9998 [you will hear “please enter your password, followed by the pound key]

· Enter your Administrator Voicemail Password [the default is 1234#].  Once you access the Administrator’s voicemail access, the prompts will indicate how to change the Administrator’s voicemail access password and corporate group greetings
B.  Traditional phone access.  You can access the corporate voicemail system to change group greetings by dialing into the voicemail system from the outside, using any type of phone (cell phone, analog, IP phone).

Call your company Auto-Attendant phone number.

1. Y will hear your company’s greeting.  While listening to your company’s greeting, enter 9998.  You will be prompted to enter your password.  Enter your Administrator Voicemail Password [the default is 1234#].
Changing Group Greetings

Before entering the Group Greetings Manager, know the group numbers of the groups that have been already been created.  Login to the Admin Dashboard and click on the Users tab and the Groups link on the right, if it is in the view that shows Users. The “Mailbox extension” to the right of the group is the group number.  
If you have already created a greeting, know the greeting number.  Log into the Admin Dashboard and click on the PBX Preferences tab, then the Greetings link on the upper part of this page.  The column that is “S.No.” is the greeting number.  Rename the greeting with a name that you can identify with.  Then, select the PBX preferences tab again and pull the menu down under Greeting File for each group and select which greeting you wish to play for that group. Be sure to click Save.  If you do not wish to play a greeting for that group, under Greeting File, select “Operator”.
