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Place “Setting Up…” text flush left. Indent feature name so that it 

lines up under the “U” in “Up”. Replicate this for every feature. 

Group Directory allows you to create multiple contact lists containing names, phone numbers, 
extensions, emails and account numbers. Group Directory is available with VoiceManager Anywhere 
and Office packages, and IP Centrex service.

Manage contacts quickly and efficiently with Group Directory. Maximize productivity by reducing the 
time spent looking for customer information.  

 

Group Directory  
 

 

1. Log in to VoiceManager 
MyAccount. 

2. Click the VoiceManager 
Tools menu in the left 
navigation bar. 

3. Click the User & System 
Management tab. 

4. Under the Utilities section, 
click the Group Directory 
link. 

5. Click the Search drop-
down menu and select the 
type of information by 
which to find a contact: 
Last Name, First Name, 
Phone Number, Extension 
or Email Address. 

6. Enter the appropriate 
contact information in the 
adjacent field. 

7. Click the Find button. 

8. Click the desired contact 
from the options listed. 

9. Repeat steps #5-8 until the 
Group Directory is 
complete.  

10. Click the Filter by drop-
down menu to select an 
account-specific directory. 

11. Click the Export button to 
transfer the Group 
Directory to an Excel file. 

12. Click Back to return to the 
previous menu. 
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