
ELEVATE ADMIN
USER GUIDE

logging Into Admin Portal
Step-by-step guide to accessing the Elevate Admin Portal through Intermedia.

Updating User Programming
Instructions on updating user settings, including name changes and email updates.

Programming Keys
Guidance on programming and reprogramming keys for quick actions like speed dial and Busy Lamp Field (BLF).

Setting Hours Of Opperation & Auto Attendant Changes
How to record, upload, and manage auto-attendant greetings for different time settings.

Changing Auto Attendant Greetings
How to record, upload, and manage auto-attendant greetings for different time settings.

Holiday Schedule Managment
Steps to add, edit, or delete holiday events, including setting custom holiday messages.

Managing Groups & Ring Groups
 Instructions on adding, editing, and deleting members in ring groups.

Running  Reports & Anaylitics 
Overview of call reports and analytics tools available within the Elevate platform.

Using Star Codes & Feature Access
Explanation of various star codes for feature access, such as call pickups and hunt group log-ins.

Paging & Intercom Codes
Details on paging group functions, intercom features, and related codes for quick communication.

Call Park & Voice Mail Transfer
Steps for parking calls and transferring calls directly to voicemail using star codes.
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Click the blue name link to go into that user’s settings•

• Click Users on left hand side
• Note: you may have more than one page of users

Elevate Administrator User Guide 
You will need to be set up with Elevate portal administrator access to the portal. You specified on your Operations 
Questionnaire who this should be. If you have any questions or need to know who your administrator is please 
email service@townerkc.com. 

Logging Into Admin Portal 

1. Go to intermedia.com and click the Green Log in button in top right corner 
2. Select Customer Login from the drop down

3. Click For Admin and enter your username and password
4. Once logged in Click the button for ELEVATE

Updating User Programming 
If you have an employee leave, or change their name go in and edit these settings. 



• Click on the User Info tab on left hand side
• Here is where you can update the name, email address, and reset password.

Programming Keys 
How to program blank buttons or reprogram buttons on the Yealink phones. NOTE this will require you reboot the phone 
for changes to take effect. 

• Click on Devices on the left hand side
• Click the Device Link of the user you want to program
• Note: you may have more than one page of devices

• Click on the Line Keys tab on left hand side
• Click the Action link for each button
• Busy Lamp Field is for other employees extensions so you can press the button to call or transfer to them

Speed Dial is for Outside numbers you want to be able to dial quickly Townerkc.com
service@townerkc.com 913.780.3166 press 3 for service
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• Choose which type of button you want under Action Drop down 
• Display on phone is editable and is what the key will be labeled on phone display. 
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Hours of Operation & Auto Attendant Changes & Holidays 
You already have this programmed but if you need to make changes to the time calls ring in or changes to your dial 
options in your main Day/Afterhours Auto attendant greetings this is where you change it. 

• Click Phone Numbers on left hand side 
• Find your main number on the List 
• NOTE: you may have more than one page 
• Click the Blue link next to your main line this will take you to where your line is pointed to under Auto Attendant 

• You will see a graph with your Business Hours your working hours are when calls will ring in, and Afterhours is 
when you are closed. 

• You can click Working Hours to adjust the hours if you need to by clicking the three dots ••• and click edit 
• You can also edit the Menu options here. (i.e. Press 2 for Sales etc.) 
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Holiday Schedule 
• Your system is set up to automatically close for the holidays you set up. If you want to edit this list or add a day you 

can do so by going to EVENTS in Auto Attendant. 
• Click Add Event to add a new date you don’t have listed 
• NOTE: if you close at Noon one day you can Add event at noon and save and it will close your system immediately. 
• If you need to edit and existing date click the blue dots ••• and choose edit. 
• You have a default holiday message that says you are closed in observance of the holiday already loaded in your 

system. 
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Changing Auto Attendant Greetings 
Click Auto Attendant on the left 
Click into your Main AAA link 

• To update Working hours click the blue dots ••• and choose edit. 
• To update Afterhours click the blue dots ••• and choose edit. 
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You can press the PLAY button to hear the current greeting 
OR when you put your mouse over the Name it will show an ‘X’ press this to delete 
It will prompt you to confirm delete. 
Then you have the option to RECORD or UPLOAD a new recording. 
REMEMBER to Confirm. If you navigate away from this page without hitting Confirm it will not save. 
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Click the link for Blue Group name you want to edit • 
• Click Groups from left hand side 

To change the Holiday Greeting 
Click the Events Tab 
Go to the Holiday you want to change and Click the blue dots ••• and choose 
edit. (complete the same as you would the Working hours or Afterhours) 

Groups 
Any ring groups that are set up you can go here to add or delete members. 
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• Click Agents on Left hand Side 
• Click the check box next to the name you want to edit 
• You will get more options like DELETE. 
• NOTE: do not click Log Out. If someone logs out they will need to log back in to receive those calls again 

using a Star Code. 

Reporting 
• Call Report on the left hand side will give you a detailed call record of all calls in the system sortable by 

date. 
• Reports and Analytics on the lffet hand side will let you run summary report, and also schedule reports 
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Star Codes 
Feature access via code, can be dialed from keypad or programmed under a button. 

Hunt group dialing codes 
Once Agents are added to the list, they are able to log into the group from their VoIP device by using the correct dial code, assigning log in & log 
out buttons to their device, or by an administrator using CONTROL PANEL: 

How to log in and out of hunt groups (Basic or Advanced) directly from your IP phone: 
To log in the hunt group dial its extension and add '1'. 
*XXX*1 (log into a hunt group with extension XXX).
To log out of the hunt group dial its extension and add '0'.
*XXX*0 (log out of a hunt group with extension XXX).

For example, if you need to log into a hunt group with extension 300, dial *300*1. To log out, dial *300*0. 
Call Pickup Codes 
The Call Pickup feature allows a user at any phone to answer calls that are ringing on other phones in the company. To access the Call Pickup 
feature, the user dials a corresponding Call Pickup Code. 
There are three types of Call Pickup: 
Feature Code Description 

Directed Call Pickup 
*95 + extension 
(e.g. *95103)

Answers an incoming call on a specific extension 

Any Call Pickup *96 Answers an incoming call on any phone 

Group Call Pickup 
*97, or *97 + 
group ext (e.g. 
*97200)

Answers an incoming call to a Pickup Group that the User is an 
agent of. 

You can view the KB article 

Directed Call Pickup 
for more information on the Call Pickup feature. 
Paging Group dialing codes 
When dialing to Paging groups, all idle phones in the group will have their speaker turned on and the caller's voice will be heard on all phones. For 
more information on paging refer to this 
article 
. Using a Paging Group as an 
Intercom 
While not a true Intercom feature, any member of a paging group can answer a page as a two-way interactive call by using the dial code *80; 
disconnecting any other members currently listening to the paging call. 
Intercom dialing codes 
In order to start an Intercom call, the user will need to dial *90 + target user extension (i.e. *90100 will initiate the intercom call with the user ext 
100). 
Note: If the user has multiple devices assigned, the device that was added first will be considered an Intercom device. 
In order to re-assign the Intercom role to another device, the user should dial *91 from the phone which he wants to be used for Intercom in the 
future. 
Important: when the device which currently has Intercom role will be removed from the user, the Intercom role won't be assigned to any other 
device by itself, it will be necessary to dial *91 from another device in order to have it assigned to it. 
For more information on Intercom feature please refer to this 
article 
. Call Park dialing 
code 
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https://support.serverdata.net/app/articles/detail/a_id/16142
https://support.serverdata.net/app/articles/detail/a_id/15483
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While devices auto-provisioned (purchased directly, or Enhanced BYOP) have a Park softkey programmed, you can manually park a call from any 
device by simply pressing #7. 
Press #7 while on an active call 
The call is put on hold and the operator will advise you of the parked extension the call is now holding on (always starting at 980 and incrementing 
by 1). 
Note: Call Park extension range depends on the account's set extension length. 3-digit accounts are 980 to 989, 4-digit accounts are 9980 to 9989, 
5-digit accounts are 99980 to 99989. 
You can now dial the parked extension number from any device on the account to immediately pick up the call. 
Elevate users may use a star code to call directly to another extension's voicemail box. 
Dialing *<extension number> (e.g. *103) from any device will immediately call that extensions Voicemail. You can use this star code to transfer 
callers directly to a voicemail box. 

Blind Transfer to Voicemail of an extension: 
When on a phone call, press the Blind Transfer soft-key. 

On different phone models this option can be accessed differently: 
On Cisco and Yealink phones it is actually a separate soft-key, usually hidden under "More" options. 

Dial *<extension number> (e.g. *103) and complete the transfer. 
Note: on the Yealink phones * key needs to be pressed twice in order for * symbol to appear. 
The caller will then be sent directly to that extension's voicemail. 
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