






































































































This	field	is	not	mandatory,	but	should	be	completed	to	receive	Welcome	emails.

First	Name	-	The	Employee’s	first	name.
Surname	-	The	Employee’s	surname.
Phone	Number	-	The	Employee’s	telephone	number	(optional	and	not	needed)
Address	Details	Fields	-	The	Employee’s	location	and	contact	information	(optional	and	not	needed).

The	‘Username’	is	automatically	populated	with	the	‘Username’	that	you	entered	in	the	previous	step	and	should	not	be	changed.
	

First	Name	—	used	for	the	display	name	on	the	user’s	phone	and	other	devices.	This	automatically	populated	with	the	‘Name’	that	you
entered	in	the	previous	step	and	should	not	be	changed.
Surname	—	used	for	the	display	name	on	the	user’s	phones	and	other	devices.	This	automatically	populated	with	the	‘Surname’	that	you



entered	in	the	previous	step	and	should	not	be	changed

Calling	Line	ID	First	Name	–	will	display	on	the	destination	phone	when	the	Employee	makes	an	outbound	call	(destination	device
dependent).
Calling	Line	ID	Surname	–	will	display	on	the	destination	phone	when	the	Employee	makes	an	outbound	call	(destination	device	dependent).

IP	Centrex	User	—	Hosted	Centrex	Employee	-	IP	Centrex	provides	the	Employee	with	enhanced	PBX	functionality	over	any	IP	connection.
Business	Trunking	User	—	Hosted	SIPT	Employee	-	SIPT	provides	the	Employee	with	connection	to	their	PBX	and	in	some	cases	advanced
feature	over	and	above	the	PBX
Additional	Line	—	an	additional	phone	line	for	an	existing	Employee.
	



If	you	select	“Existing	Device”,	you	must	select	the	appropriate	device	from	the	Device	ID	dropdown.
If	you	select	“New	Device”,	you	must	choose	the	appropriate	device	type	from	the	Device	Type	dropdown	and	fill	in	the	device’s	MAC
Address	(required).

If	you	select	“Trunk”,	you	must	select	the	appropriate	Trunk	from	the	Trunk	ID	dropdown.
If	you	select	“Enterprise	Trunk”,	you	must	choose	the	appropriate	Trunk	from	the	Trunk	ID	dropdown.





IP	Centrex	User	—	standard	Hosted	Centrex	User
Business	Trunking	User	—	Hosted	SIPT	Employee	-	SIPT	provides	the	Employee	with	connection	to	their	PBX	and	in	some	cases	advanced
feature	over	and	above	the	PBX
Additional	Line	—	an	additional	phone	line	for	an	existing	Employee	which	will	create	this	on	the	same	phone.













https://kb.ic.uk/article/business-portal-company-administrator-guide-236.html

