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¢ Introduction & logging in

+ Add or edit a Xport user or admin

* Add a new toll free number

* Let me choose a new toll free number
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Introduction & logging in

Get toll free working for your business the quick and easy way! An
0800 or 0508 number means your NZ customers can contact you
from almost anywhere in New Zealand without them having to
worry about call costs.

Use this helpful quick user guide to add and maintain your toll
free numbers easily.

1. Go to https://identity.xport.co.nz

2. Administrators will have received a welcome email that
contains their credentials and initial password at the time of
set-up.

3. When logging into the self-service portal for the first time,
users are prompted to enter their Username and Password.

4. They will then be asked to create a password of their own
choosing.

Forgot your password? There’s a “Recover Password” link on login page.

C2 General Toll Free | Xport - Quick User Guide
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Xport Identity

Please log in

Username*

Forgot password? Rec
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Add or edit a Xport user or admin

If you have Xport admin permissions, you can add and edit users
to access Xport and set their admin permissions.

1. From the main page hover over “Xport User Accounts” and
Click on “View Xport Portal Users”.
2. To add a new user/admin click on [EXEIEREIE:
3. Add in the required details:
— Ensure “Active” box is ticked (untick to remove access)
— Choose the “Login type”.
— Select the 'Superuser Status' checkbox to grant the user full
access and permission to modify all settings and data.
- In the “Manageable Services” section you can choose which
services you want the user to be able to manage.
4. Inthe “User Permissions” you can choose which activities the
user can perform.

If you want to edit an existing Xport user select the button
on the “Xport User” main page and start at step 3.

C2 General Toll Free | Xport - Quick User Guide
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1. From the main page, administrators select the “Services” tab
in the top right hand of screen, locate and click “Add toll
free number”.

2. To order a toll free number without additional features, do
not select any features (not mandatory) and proceed to step Specify toll free number

How can we help you today?*
fou r. 1. Allocote me a new tall free number m
. . . . new toll free numbsr
3. To add features, simply click on feature(s) required. 3 Fhoue i Srisiibve A R o Lo oxsons
Turn on the toll-free beep/alert option to be notified with a
beep when toll-free calls are received. Selact toll free feature
Add TollFres Mus fectures

5. Choose from the options to specify toll free number:

+ Allocate me a new toll free number - This is the easiest option
that lets the system choose the next available number.

Select this option then proceed to “Completing your order” on p.8. Coller Location Routing
* Letme choose a new toll free number - This is the best option

if you want to choose a specific toll free number or pick a

. . Toll free beep/alert
number from the available list. &

Would you ks to hear o beep notifying thot it is o toll free coll?

Select this option then proceed to “Let me choose a new toll free number” on page

four.
* | have my own toll free number I’d like to bring across - This is
the best option if you have your own toll free number. one.nz

C2 Gefelart tys pryPR than rivereddasigl an existing toll free number” on page five.



Let me choose a new toll free number

—_

Choose a specific prefix by selecting 0508 or 0800 from the drop-down.

The system will return a confirmation of rejection message (example shown)

oA w0

Note: For ‘word’ numbers, you can specify 6 or more numbers.
Specify toll free number

How can we help you today?*

@ 2, Let me choose a new toll free number
3. Thave my own toll free number I'd [ike to bring across

Search for number
0800 v 1123456

Enter the remaining numbers you would like to have as your toll free number in the field available.

Select “Check Availability” to confirm whether the number you have provided is available for use.

Receive confirmation message (example shown) to proceed to page six “Completing your new toll free order”

D Check Availability

0508

© Sorry 0800123456 isn't available, please try a different number.

@ Yes! 0800992256 is available and selected as your new toll free number.

C2 General Toll Free | Xport - Quick User Guide
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Add an existing toll free number

Specify toll free number
How can we help you today?*

O 1. Allocate me a new toll free number
) 2. Let me choose a new toll free number

Select “existing toll free number provider” from the drop-down list. [ ©3:1havemy own tollfree number [ like o bring across _|

1. Enter your “existing toll free number” (including prefix).

A

+ If option unavailable, select “Other” and manually provide details.
Type the “name on your account” as it appears with your current toll free provider.
Type your “account number” with your current toll free provider.
Specify the “date” and “preferred time of day” for porting to take place (Can be no earlier than 3 business days).

Confirm details are entered correctly, then proceed to “Completing your new toll free order” on page seven.

o O AW

F2smng 100 1186 NUMDA! Srondder

Othar

Please specity othar 10l hes numbar provicer

Exomple Prowder

HNames an ooyt ASCOUIT rumbes
Tast Roormears 1234-123464
= o~
Chocee dote you wourd e the number to port Seleot prefered time of day

Aftarnoon v

Se=t Dulermit us 3 Aoy, MOTING 3¢ SMerhoo?

Note: If any of the above information is incorrect the order will not be provisioned within standard lead times. O one.nz
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Completing your new toll free order

1. Enter the phone number you want calls to be redirected to/Destination Number.
Note: This can be a New Zealand or Australian number (update Redirect Country drop-down to reflect accurately).
2. Enter an “email address” and “mobile number” so we can contact you regarding any status updates.

3. Review and accept the terms and conditions, as well as applicable charges, by checking the “tick box” after
reading.

4. Select “Place order” to complete the order.

Enter Saciract/Dastination Number Monthly Cost
EATIAL 1IN artar yOrs OO, Thi 10 Mod 1affOM Nochactind o ‘l Pockeeot cowrely r‘] 5 wxchudng GST
w— w boa0000en | Call Rates
NI landine 1 NZ lendine
Stotas Updutes mobi land g mobile
17 0 130 Divae FOr 10 PAE WAty OO THIN 10 SOCIG [ Pt 11 [Tkt AATAOAEE 50 10 bl Lo LS00 O Tl BRO0US & Your OLOTOM wit il AN UDOMINE Wiy 30 S00m 1 20000n NI S B N ONE Iy o e
Brok oddmer [ p— Roted Giie pev T deokifig GST
ones one pov menure euokefng GS
ntonars CRifano4

Note: Status emails and SMS will be sent once the number is running on One NZ Network and when all carriers have enabled the

number.
O one.nz
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Managing your destination number

Destination numbers (redirect numbers) can be easily changed

any time (in near-real time) by administrators following the :

PLONE NUMBERS

1. Under the “Services” tab, select “0800 Redirect Number”. ke
2. Locate the number you want to update, select “Update” | :”N
3. Choose from the three options visible in the drop-down: gt i
+ Change redirect rule or number - This displays the list of
routing rules currently set for the toll free number. You can Phona number Radirect number

select and save the desired rule or redirect number. AREANGS

» Create new redirect number - This displays a popup form. The
new redirect number will also be added as a rule and will be
available for selection in the future. Other tollfres options

+ Othertoll free options - This option will open the toll free
management screen where you can manage your redirect
numbers and rules

Visit our website or contact your One NZ support team for more info.
O one.nz
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Adding features to existing numbers

You can add any feature to a toll free number any time once
the number is successfully provisioned and visible in Xport.

Select Fecture x

. . Select Feature
1. Under the “Services” tab, select “O0800 Redirect Number”.

Call Forward
2. Locate the number you want to update, select “Update”->

“other toll free options”. Hunt Group
3. Click on the dropdown “Select Feature” and choose the Time of Day
feature you wish to add then click the “+”. m=— Call Distribution —
IVR
For additional help on how to set up each feature please Caller Location Routing
continue reading this guide.
Visit our website or contact your One NZ support team for more info. O one.nz
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Features: Call Forward

This feature redirects incoming calls to another number or device so you never miss a call.

Follow these instructions to manage the “Call Forward” feature.

1. From the main page, select the “Services” tab in the top ——
. Account Summary] Services ‘Mcrketploce Reports Support Xport User Accounts
right hand of screen. L
Locate and select the “Phone Numbers” header.

3. Locate the phone number you wish to maintain (Using the
search feature on the right to help navigate long lists).

Click “Manage” button on the right.

5. Select “Routing” from drop down.

: Prore numder | Stots  Usoge Receoot mamibed Phona Lobed e LoD £ Phone Lobel 3 Frone Lobel 4 Trpe

O one.nz
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Features: Call Forward (continued) ... - m

1. In the new screen that appears, locate the “Select Feature” ons I
drop down and select “Call Forward” [ CallForward |
2. Once the box has been updated to say “Call Forward” click ] Hl“”tG“j“p
the green plus “+". N Time-of-day
fi

3. Pop-up box will appear on screen asking you to “add call

forward rule” information - populate this with the below: i

*  The “Name” name you would like to give the rule

«  The “Redirect Type” (update country if required)

Add oail forward rue

*  The “Redirect Number” (The redirect number can be a NZ
geographic, NZ mobile number, or international number. [ e e
Administrators will be prompted to accept and agree that \ ‘ NewZeard [ -]
international rates apply if this option is selected.) l

4. Click “Save” to continue.

5. If the feature does not automatically appear, please refresh
your screen as there is sometimes a small delay.

6. This will take you back to the “number management” page for ,
the number you are managing.

7. To edit the rule, once visible within the list, click on the “pen”
icon and repeat steps above. O ohe.nz
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Features: Hunt Group

This feature distributes incoming calls to a group of users based on a set pattern or priority.
Follow these instructions to manage the “Hunt Group” feature.

1. From the m(]in page, SeleCt the “Services" th in the top Account Summory: Services iMorketplc:oe Reports Support Xport User Accounts

right hand of screen. — EEEEEEEE— —

Locate and select the “Phone Numbers” header. O\ dote oot
3. Locate the phone number you wish to maintain (Using the :" ST
search feature on the right to help navigate long lists). R

4. Click “Manage” button on the right.

5. Select “Routing” from drop down.

x a ‘
Z »
; Prote numder Stotn  Usoge Recheodt maTibes Phone Lobet Frone Lobel 2 Phone Lobel 3 Prone Lobel 4 Trpe L m—
| cecoianes SEUFr08 fmort Aot - COmpMKRDUSNG Kl R0, MO 0nd TOD == l
| |

[,,ti;;::'?v,,,!

O one.nz
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Features: Hunt Group (continued)

1. Inthe new screen that appears, locate the “Select Feature”
drop down and select “Hunt Group”

2. Once the box has been updated to say “Hunt Group” click
the green plus “+”.

3. Pop-up box will appear on screen asking you to “Add Hunt
Group” information - populate this with the below:
*  The “Name” you would like to give the Hunt Group

«  The “Type” of Hunt Group needing to be set-up (Regular -
routes the order of the users, always starting with the user on
the top of the members list).

«  The “timeout” period (time to skip to the next number)
= Short (? secs), Medium (15 secs) or Long (30 secs).

*  The “Default redirect number” - Check call forward numbers
if missing as this displays previously set-up Call Forward
numbers.

4. Click “Save” to continue.
5. If the feature does not automatically appear, please
refresh your screen as there is sometimes a small delay.

C2 General Toll Free | Xport - Quick User Guide

Select Feature

Select Feature

Call Forward

Time-of-day

Hunt Group

Add Hunt Group

Name

TestHuntGroup

Timeout

Short (9 seconds)
Medium (15 seconds)

Long (30 seconds)

-]

Typs @

® Regular

Default redirect number

- 0216999999 -
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Features: Hunt Group (continued)

2. To continue setting up Hunt Group, click the Members “+” icon.

From this screen Hunt Group can be edited and deleted.

Use the “Call forward number” drop-down to add and “Save”
members one-by-one. Refer to Call Forward steps if number(s)
missing from drop-down.

4. Repeat this step until all members are added.

o]
&%

Members@

Add membar

o2
Hotday - D2a8sa8es

Note: Some calls to Hunt Group numbers may

5. Once completed, a table will appear with the “Name”, “Type”, not be complete, due to the destination number

“Routing Number” and options to “edit” or “delete” members. being ‘out of reach’ for reasons outside of One
NZ’s control. Reasons for ‘out of reach’ can be

6. Fora regular hunt group, you can ref)rdgr the sequence by but are not limited to; mobile coverage, lack of
holding and dragging the “ordered list” icon. This is also phone power, off-net carrier issues, and phone
sometimes referred to as a hamburger icon. settings such as do not disturb, voicemail, and

o i . call forward not reachable.

7. Click “Save” to continue.
Nome Tyom Rautirg N ambes td Taract to gwien

- Coll florweand / ._*[ |

- Hobory ol berwant 1755 5A44Y /7

[merc ] -
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Features: Time-of-day

This feature applies different call handling rules depending on the time and day, such as routing calls differently afterhours.

Follow these instructions to manage the “Time-of-day” feature.

1. From the m(]in page, SeleCt the “Services" th in the top Account Summory: Services iMorketplc:oe Reports Support Xport User Accounts

right hand of screen. — EEEEEEEE— —

Locate and select the “Phone Numbers” header. O\ dote oot
3. Locate the phone number you wish to maintain (Using the :" ST
search feature on the right to help navigate long lists). R

4. Click “Manage” button on the right.

5. Select “Routing” from drop down.

x a ‘
Z »
; Prote numder Stotn  Usoge Recheodt maTibes Phone Lobet Frone Lobel 2 Phone Lobel 3 Prone Lobel 4 Trpe L m—
| cecoianes SEUFr08 fmort Aot - COmpMKRDUSNG Kl R0, MO 0nd TOD == l
| |

[,,ti;;::'?v,,,!

O one.nz
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R . Select Feature -
Features: Time-of-day (continued) . ===

Call Forward

Hunt Group

1. Inthe new screen that appears, locate the “Select Feature” -
—— +

drop down and select “Time-of-day” Time-of-day .

2. Once the box has been updated to say “Time-of-day” click the
green plus “+”.

Add Time-of-doy

3. Pop-up box will appear on screen asking you to “Add Time-of-
day” information - populate this with the below:

*  The “Name” name you would like to give the feature D

*  The “Default redirect rule” - This will display previously set-up
Call Forward numbers and Hunt Groups. Refer to these set-up - 0215099999
instructions if number(s) missing. Hotdioy - 0215554445

4. Click “Save” to continue.

Out of office - HM_I

5. If the feature does not automatically appear, please refresh
your screen as there is sometimes a small delay.

Tl Fusaitusi Typess Arsthen AAST

Eafored = #
S U] [m} . |
-------- ¢ o

- O ohe.nz
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Features: Time-of-day (continued)

Add Time-of -cday rule

1. Once saved it will be visible within the list. This is also where [:1
existing Time-of-day rules can be edited and deleted.

2. To continue setting up, locate the heading “Time Entries” | [e=r=a] —
and select add icon “+” ]

3. Under “Day” field select all days this should apply to.

the previously set-up Call Forward or Hunt Group numbers.
Refer to Call Forward and Hunt Group steps if number(s)
missing from drop-down.

4. In the “Routing Number/Rule” use the drop-down to select | L B
l
|
1

5. Select “Start time” and “Stop time” in which you want this . i

rule to apply.

6. Click “Save” to continue.

C2 General Toll Free | Xport - Quick User Guide
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Features: Call Distribution

Weighted Call Distribution (also called Percentage-Based Call Distribution) is an advanced call routing feature that
distributes incoming calls across multiple destinations-such as different phone numbers, teams, or call centers-
based on predefined percentages rather than equally or randomly.

I._-n--_

1. Once you have ordered Call Distribution and navigated to
the page you click on “Add Distribution Option”.

osoo iR
2. Choose the percentage of the calls you want for each
number. Your total must always equal T00%. Call dist €2
3. Choose the number or rule you want to receive the calls.
4. You can easily edit the name of the Call Distribution any ===
time in the “Name” field.
=
{,_;”- . s o
T © — .
=

O one.nz
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Features: Menu Routing

Presents callers with a set of pre-recorded menu options (e.g., “Press 1 for Sales, Press 2 for Support”). Based on the
caller’s selection, the system routes the call to the appropriate destination.

1. Once vou have ordered Menu Routing and navigated to the page you click on Addd menu routing detail

UPLOAD PROMPT

2. You can upload a.mp3 or .wav OR you can generate from text.

3. Add your text for the menu options and click “Generate Audio”.

4. The “Number of retries” is how many times the menu is played before the call
disconnects.

5. “Default” is where the call goes if no/invalid options are selected.

6. Add the destination for each menu number using the dropdown menu. You can

select any of the calling routes that you have previously saved. o
7.t
Datodt* COOCHN000
iy =3 =
= [ rens
=y =
=8

O one.nz
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Features: Caller Location Routing

Caller Location Routing (also called Georouting) is a feature that automatically directs incoming toll-free calls to the
nearest branch or designated destination based on the caller’s geographic locat .~ '

1. Edit the name of your new Caller Location Routing in the “Name” field. T
2. The “Default redirect number” is where the call goes if no/invalid options are  — =
selected.

3. Add the call’s recipient for each location using the dropdown menu. You can
select any of the calling routes that you have previously saved.

4. Select “Save”.
Features: Beep notification =

The beep notification is a feature that plays a short tone to the call recipient before the conversation begins,
indicating that the incoming call is a toll-free call.

1. In the Number Management Page, select “Beep” for a simple tone to notify
the recipient. Select “Audio” for a short message “this is a tollfree call”. Select

“None” for no notification.
O one.nz

~ Number features

How woulc you |ike to be notifiec for ¢ toli free coll?

O Beeo ® Audio O Nonme 2. Select “Save”.
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Features: FollowMe

FollowMe is a feature that lets you change the destination (terminating number) of your toll-free number in real time
using a secure PIN and simple prompts, you can redirect incoming calls to any landline or mobile number. FollowMe
is completed through an automated prompt service on the telephone, using DTMF (dual tone multi frequency) and
will be updated within 10 seconds. The service is protected using a PIN.

| Tobbegin, il 0800 606101, To usethis

service from Australia, dial 1800 995 025.

Press | Pross 2 Press 3 Pross 4
2. Toterminate to an NZ based number, dial 09 Change Call Plan Change Follow Me Change PIN Remove Fallow Me
XXX Xxxx. To terminate to an Australian mumber Number
based number, dial 00 81 2 xXxXX XXXX .
Enter the plan numbert Enter the Enter the new Your Follow Ma number
3 Once Conflrmed hOng Up you wish to schedule terminating number PIN number will be remaoved
. , .
You can also update your FollowMe number ol
[pross O thon #) {enter dote/time)

and PIN in Xport (see below).

FollowMe number FollowMe pin

0221000000 [ ®

O one.nz
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Xport | Reporting and Analytics

Reporting and Analytics

Introducing our advanced reporting tool, designed to streamline your financial analysis and enhance decision-making. Easily view costs and
identify high expenses, manage multiple accounts and filter data simultaneously to efficiently access the information you need.
Access all numbers in one comprehensive dashboard for a clear financial overview and navigate intuitively to detailed reports for deeper insights.

Experience seamless and insightful reporting with our tool.

Benefits

Effortlessly view fixed and variable costs, along
with the most expensive calls

Simultaneously manage multiple accounts

Filter data by Billing Day or calendar period

Access all numbers from a single dashboard |
Navigate intuitively to detailed reports i IIl “II ‘

Xport I D onenz




Xport | Reporting and Analytics

Account Summary Services Marketplace Support Xport User Accounts (2] Admin T(? access the reports, from the Xport Menu Bar
Contoso Ltd click on Reports.

Salect Account

If you have different accounts in Xport you can
Contoso Test Ltd v filter which accounts you see.

Select Duration Salect 8ifing Day

You can filter your bill either by your billing month

By Billing Month - or by calendar period.

na

The tiles and graphs show you the cost of the
"I I services and the tolls, easily see the most
I - expensive calls and other important metrics.

View the details of each of your toll free numbers
in the Number Usage section. By clicking on each
number you can see the Detailed Call Records

Auckiand
Warshouse

Welington Office

Xport I D onenz
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Xport Scheduled Reporting

It is easy to stay on top of your reporting with
scheduled reports. Easily set them up in Xport and
receive email notificat?ions to know when your

reports are ready.

1. To begin, in the Analytics & Reporting page,

select “Scheduled Reports”.

2. There are preset reports which you can

select from.

3. Select which accounts and sites you want to

report on.

4. Select the frequency and the date range you
would like the report generated.

5. Select “Yes” if you would like to be notified
via email and enter the admins that you
would like to be notified in the dropdown

menu.

C2 General
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Analytics and Reporting

Add scheduled report

Toll free One Business| = Scheduled Reports

WL rapor wekd ye e b schectan?

| OneBuvness Sne Uscge

Scheduled reports @

Wt i s B 0

fapie nome

BonotTenng

Recurrance Putten

e

® Oaly O westy (O Momwy

Sebect Ta range of recuTTeece

Would you Bie 10 reostve notifootions o emod

@ oL | want o MOeve e NOWCCoOn (O Ne

Wha shunsd b totsbed?
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