
 

 

 
 
 

Next Generation Telephony Service (NGTS) 
 
 

 
Date: May 2, 2018 
Process Name: NGTS VoIP Admin Tool 
 
Overview  
As part of the Next Generation Telephony Solution (NGTS), CBTS offers VoIP Admin Tool 
changes. Sign in to VOSS-4-UC to select your agencies users. For access credentials submit a 
request. 
 

 
VOICEMAIL 

 

Process Voicemail PIN Reset  

Below is a 4 step process to successfully complete a Voicemail PIN Reset on a subscriber’s 

voicemail: 
  

1. Start by going to Subscriber Management >> Subscribers, next filter by Alias and enter the 
11 digit phone number and Apply  

2. Select user, Go to Voicemail tab 

3. Next, enter the 6 digit PIN, Repeat PIN and Save, Completed (Entering a duplicate PIN results in 

a Fail Repeat Credentials prohibited by credential policy) 

4. After saving a transaction starts and will provide a success or fail message at the top 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 

4 step process to do a Voicemail name change / PIN Reset (Longer way, but does includes name 

change) 
  

1. Start by going to Subscriber Management >> Voicemail, next filter by Alias and enter the 11 
digit phone number and Apply 
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2. Select user, Go to CUC Account tab to enter the First Name and Last Name as desired and 
Save 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select user, go to Credentials and tab (*only if account is locked, checkmark the box by Account 

Locked) and next enter 6 digit PIN, Repeat PIN and Save (Entering a duplicate PIN results in a 

Fail Repeat Credentials 
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prohibited by credential policy) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

4. *ONLY if account is locked Select user, go to Credentials tab, uncheckmark the box by Account 
Locked) and Save 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 

 

NOTE: Go to Credentials tab, when you see PIN must Change checked, this ensures that 
the user must change at next sign-in, this means Set for Self-enrollment at Next Sign-In 
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Process Remove Voicemail  
Below is a 2 step process to successfully permanently remove a Voicemail Mailbox subscriber:  

1. Start by going to Subscriber Management >> Voicemail, and enter the 11 digit phone 
number 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

JBeck,  
Documentation 
 

 Page 4 



 

 

 
 

 

Next Generation Telephony Service (NGTS) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. Select user, User tab is open and Delete, next confirm by clicking on Yes or No to cancel. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Process Add Voicemail  
Below is a 2 step process to successfully add a Voicemail Mailbox subscriber:  

1. Start by going to Subscriber Management >> Voicemail, next click Add button 
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2. CUC Account tab is open Enter Voicemail Account Name, First Name, Last Name Voicemail 

Number, User Template, and Display Name and Save (default PIN is 123456 at first sign-in only) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Process Voicemail Email Notification  
Below is a 2 step process to successfully add Voicemail to Basic Email Notification to a subscriber: 

1. Start by going to Subscriber Management >> Voicemail, next filter by Alias and enter the 11 
digit phone number and Apply 
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2. Select user, go to Notification Devices tab, checkmark Active and Enter To (Email), Save 
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PASSWORD RESET 
Process Password Reset for Agent and Self-Care  
Below is a 2 step process to successfully complete a Self-Care Portal and Cisco Agent Desktop 

Password Reset on a subscriber’s user profile: 

 
1. Start by going to Subscriber Management >> Subscribers, next filter by Userid and enter 

the 11 digit phone number and Apply 
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2. Select user, User tab is open and next enter a 6 character alphanumeric Password, Repeat 
Password and Save (Entering a duplicate Password results in a Fail Repeat Credentials 
prohibited by credential policy) 
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Process Phone PIN Reset  
Below is a 2 step process to successfully complete a Phone PIN Reset, reset on the Extension 

Mobility and Personal Directory, on a subscriber’s user profile:   
1. Start by going to Subscriber Management >> Subscribers, next filter by Userid and enter 

the 11 digit phone number and Apply 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Select user, User tab is open and next enter a 6 digit PIN, Repeat PIN and Save (Entering a 

duplicate PIN results in a Fail Repeat Credentials prohibited by credential policy) 
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NAME CHANGE 
Process  
Below is a 5 step process to successfully complete a name update on Phone – Line – Subscriber:  

1. Start by going to Subscriber Management >> Phones, next filter Description by Owner User 
ID enter the 11 digit phone number and Apply (other filters can be used) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

` 
2. Select user, Phone tab, in Description enter a name and Save 
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3. Go to the Lines tab and next copy the name in Label, Display and Display Ascii and Save 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

4 Start by going to Subscriber Management >> Lines, next filter filter 11 digit Directory Number 
and Apply: Directory Number Basic Information tab and enter Description, Alerting Name 
and ASCII Alerting Name and Save 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5 Start by going to Subscriber Management >> Subscribers, next filter 11 digit Userid and Apply: 

Select user, User tab is open and enter a First Name and Last Name and Save 
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More Changes 
Process Clear Line Appearance from Phone  
Below is a 2 step process to successfully clear a Line Appearance:  

1. Start by going to Subscriber Management >> Phones, next filter Description by Name and 
Apply  

2. Select User, got to the Lines tab and click on the (-) next to the line being cleared and Save 
 
 
 
 
 
 
 
 
 
 

 

Process Delete Line Appearance from Phone  
Below is a 2 step process to successfully permanently remove a Line:  

1. Drill down to site, jump to Subscriber Management >> Lines, next filter 11 digit Directory 
Number and Apply  

2. Select user and Delete 
 
 
 
 

Process Call Forward All  
Below is a 3 step process to successfully call forward all:  

1. Start by going to Subscriber Management >> Lines, next filter 11 digit Directory Number 
and Apply 

2. Select User, the More tab, and in the menu select Call Forwarded Information 
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3. Call Forward All, Check mark Forward All Voice Mail Enabled for Voicemail or Forward All 
Destination for another 11 digit phone number 

 
 
 
 
 
 
 
 
 

 

4. Other Types of Call Forward Options may apply depending on the line’s current configuration, 
scroll through the entire page to view the Options  
- Call Forward Busy External  
- Call Forward Busy Internal  
- Call Forward No Answer External  
- Call Forward No Answer Internal  
- Call Forward No Coverage External  
- Call Forward No Coverage Internal 
- Call Forward CTI Route Failure  
- Call Forward Unregistered External  
- Call Forward Not Registered Internal 

 

Process Call Pickup Group  
Below is a 2 step process to successfully to add a Call Pickup Group:  

1. Drill down to site, jump to Subscriber Management >> Lines, next filter 11 digit Directory 
Number and Apply  

2. Select User, the Directory Number Basic Information tab is open, next choose the Call 
Pickup Group from the menu 
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Process Speed Dials  
Below is a 3 step process to successfully to add or remove speed dials:  

1. Drill down to site, jump to Subscriber Management >> Phones, next filter Description by Name 
and Apply  

2. Select User, Go to the Speed Dials tab, next click the + symbol and enter the 11 digit 
phone number, Index and Label and Save (Repeat step to add more) 

 
 
 
 
 
 
 
 
 
 
 
 

 

3. Click the - symbol to remove the speed dial and Save (Repeat step to remove more) 
 
 

Process Busy Lamp Fields  
Below is a 3 step process to successfully to add or remove Busy Lamp Fields (BLFs): 
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1. Drill down to site, jump to Subscriber Management >> Phones, next filter Description by Name 
and Apply  

2. Select User, Go to the Busy Lamp Fields tab, next click the + symbol and enter the 11 
digit phone number, Label and Index and Save (Repeat step to add more) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Click the - symbol to remove the BLF and Save (Repeat step to remove more) 
 

Process Remove a Phone and Line  
Below is a 2 step process to successfully remove a Phone and Line combined:  

1. Drill down to site, jump to Subscriber Management >> Phones, next filter Description by Name 
and Apply 

2. Select User, select Delete, next confirm by clicking on Yes or No to cancel 
 
 
 
 
 
 
 
 

 

Process Owner associations  
Below is a 4 step process to successfully add an Owner User ID to the Phone and a line association 
to the user for self-care portal controls:  

1. Drill down to site, jump to Subscriber Management >> Phones, next filter Description by Name 
and Apply 
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2. Select Phone, the Phone tab is open, next choose the Owner User ID phone number from 
the menu, Save 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Drill down to site, jump to Subscriber Management >> Subscribers, next filter Description by 
the previous Userid and Apply  

4. Select Userid, the User tab is open, next choose the (+) under Controlled Devices and add the 
MAC address starting with SEP, Save 
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Process Search Lines  
Below is a 2 step process to successfully search vacant, unassigned lines:  

1. Go to Subscriber Management >> Lines, next filter Description “Reserved” and Apply (filter and 
search be altered)  

2. Select User, Go to Shared Device Info, no phones will be visible 
 

Process Phone Button Template  
Below is a 2 step process to successfully assign a new phone button template:  

1. Go to Subscriber Management >> Phones, next filter by Description by name and Apply 
2. Select User, the Phone tab is open, next choose the Phone Button Template from the menu, 

Save 
a. Naming convention: ‘Model #, SIP, L - Lines, B - Busy Lamp Fields, S -Speed Dials, EXP – 

Expansion Modules, B BLF or S SD’ Others to note: SU – Service Url, DND – Do Not 
Disturb, HGL Hunt Group Log, CP – Call Park  
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On the example shown below, 9971X SIP3L 2B 1S 3EXP 108, is a 9971, 3 Lines, 2 Busy Lamp Fields, 1 
Speed Dial and # Exp Modules with 108 Busy Lamp Fields 
 

 
 
Process DND 
Below is a 2 step process to successfully enable or disable Do Not Disturb (DND) on a phone: 

1. Start by going toSubscriber Management >> Phones, next filter Description by Name and 
Apply 

2. Select User, Phone tab is open and next checkmark Do Not Disturb and Save, to disable 
uncheck mark Do Not Disturb  and Save 

 

 
 
Process External Phone number mask 
Below is a 2 step process to successfully add an external phone number mask on a phone: 

1. Start by going to Subscriber Management >> Phones, next filter Description by Name and 
Apply 

2. Select User, Go to Lines tab and next enter 11 digits Mask on E164Mask and Save 
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Pro Tip #1 
 

1. Alter the Filters and search and Apply to find the desired user, Note the “Ignore Case Value” 
especially 

 
 
 
 
 
 
 
 
 
 
Pro Tip #2 
 

1. Visualize the success and failure on every save, by viewing See all transactions, on each change a 

subsequent transaction and sub-transactions is created. Verify what username made a change 

and when 
 
 

 
 
 
 
 

2. Note you can edit and replay on failures so work isn’t duplicated:  
To edit and replay, select the transaction ID and for example, redo an error on a duplicate 
Password and fix the error appropriately 
 

 
 
 
 

 
 
Pro Tip #3 
 

1. On the columns at the top, by clicking the up and down arrow, the results appear ascending 
and descending. Optionally the filter is available there 
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Pro Tip #4 
 

1. Manage your own login password by completing the Password Reset Questions. The 
password recovery, https://myphone.ngtsohio.com/account/password/recover/, will work 
only when first completing the 3 Password Reset Questions. Enter your current password 
and enter a question and answer on all 3 fields. 
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