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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. 

 

Feature Description 
User Profile & Feature Settings provides administrators the ability to assign phone numbers, review 
settings, and manage employees’ feature settings once users are added on the Web Portal. This feature 
is available with all VoiceManager packages and services. 
 

Solution 
Increase efficiency and productivity with one location to manage phone users and personal features! 
Office Administrators can quickly and easily set up employees on the Web Portal and assign telephone 
numbers. 
 

Setup 
 

Manage/Add Users 
 

 
 

 

1. Log in to VoiceManager 
MyAccount. 

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

3. Click the User & 
Management System 
tab. 

4. Under the User 
Management section, 
click the User Profile & 
Feature Settings link. 

5. Click the Add Users link 
to view and manage 
employees’ contact 
information, username, 
and role assignment. 

6. Click the Add New User 
link to add a new 
employee to the system. 
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7. Enter the employee’s 
Email address, which 
then becomes the 
Username.  

8. Enter the employees 
First and Last Name. 

9. Enter the Primary Office 
Number.  

10. Click the checkbox 
under Assign Account 
Access Permissions  if 
the employee is a full 
MyAccount Profile 
Administrator with 
unlimited access to all 
accounts and features. 

11. Click the Select Account 
drop-down menu. 

12. Click the appropriate 
account to associate 
with the employee.  

13. Click the appropriate 
Select Roles checkbox 
to select an employee 
role assignment.  

Access to features and 
functions are defined by the 
permissions of the assigned 
role.   

14. Click the Save button. 
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Manage Phone Number Assignments 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click the Manage Phone 
Number Assignments 
link to manage phone 
numbers and grant 
employees permission 
to access and utilize 
phone numbers and 
Advanced Call control 
tools. 

2. Click the Select Account 
drop-down menu. 

3. Click the account you 
would like to manage.   

Office Administrators may 
associate an added user to 
any available phone number 
in this screen.   
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View/Edit Employee Feature Settings 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Administrators may choose 
to view employee feature 
settings in summary, as 
shown here, or individually. 
1. To view or edit feature 

settings for a specific 
employee, locate the 
name from your list or 
search for an employee 
not appearing and click 
Edit Settings.   

You can then edit the 
personal feature settings for 
the employee you selected. 
The features are listed by 
category so you can quickly 
and easily manage settings.  

2. Click the expand links to 
view the features. 

3. When you expand a 
category, the features 
for the selected user are 
listed. Click the Edit 
Settings link to view the 
details and current 
setting for each listed 
feature, then make 
updates.  

4. Click the Save and 
Return button. 

Visit the specific feature 
Setting Up documents for 
detailed instructions on 
editing these settings.  

 
 
 
 
 

 


