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Portal guide

Access to Call 
Recordings for 

admin use Log in/Log out

Click to access 
and edit your 

user profile

Access to call 
logs

Global keyword 
search - searches 

across all eve 
assets i.e. Users, 

Groups, Sites
Quick Configurations 
enable you to decide 
how to handle 
incoming calls 
to your DDI. You 
can choose which 
configuration to 
apply here. Quick 
Configurations are 
set using the ‘call 
settings’ link in the 
header

Call Queues that 
you are a member 
of are displayed 
here. You can use 
the toggle switch 
to log in and out 
of these queues

Use the drop 
down box to set 

your Status 

Your personal 
contacts are 

displayed here.  
These are only 

visible to you 
and are separate 
to the company 

directory

Return to home

Personal 
contacts can be 
uploaded in bulk 
format

Last ten events in 
your call history 

are listed here.  
You are able to 

call contacts 
directly from the 

contact card

Welcome to the eve portal user guide. This document is a quick start guide for end users. For Administrator 
guides, please contact your service provider. Some features may vary depending on handset and user types. 

Home Screen
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Call settings

Click the + symbol 
to create new 
Configuration Select a 

Configuration to 
activate it

Give the
Configuration
a name

When Display is 
turned on, the 
Configuration will 
be available to 
select in the Quick 
Configuration 
box on the home 
screen

Activate/
Deactivate 
your Voicemail

When Divert No Answer is activated, 
you will be prompted to select a phone 
number from a drop down box. This is 
the number your calls will be diverted 
to if you don’t pick-up

Select Status to 
be applied when 
Configuration is 

activated

Personal Call 
Queue - If you 

are on a call 
and a receive a 
second call, the 

second caller 
will hear on-hold 

music until the 
current call ends.  

NB Personal 
Call Queue and 

Divert Busy 
cannot be active 

simultaneously

When Divert Busy is activated, 
you will be prompted to select 
a phone number from a drop 
down box. This is the number 
your calls will be diverted to if 
you are already on a call

How long your 
phone will ring 

before diverting
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Configuration screen

This is the name 
that other users 

see when you call

Email for receiving 
notifications

Voicemail pin

Your internal 
extension number

Your direct phone 
number

The number 
presented when 
you make a call

To activate Fax 
to Email, select a 
number from the 
drop-down list.  
Any faxes sent to 
this number will be 
emailed to the email 
address in User 
Details

Voicemail 
Notifications:

None:
No email notification. 
Voicemail notifications 
will only appear on 
handset and/or apps

Email:
You will receive 
an email informing 
you that you have a 
voicemail message

Email + Audio: 
Attachment - You will 
receive an email with 
an audio file of the 
message attached

Create Activity 
Diversions based 

on your Status, 
e.g. When your 

Status is set 
to Busy, divert 

calls to a mobile 
number

A ‘No Entry’ 
sign means the 
field can only 
be edited by an 
administrator
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Barring options 
are controlled at 
administrator level

For reference 
purposes only. 
Displays the call 
groups you are a 
member of

Shows the devices 
associated to your 
account. Clicking 
Edit will take you 
to the Device 
Configuration screen

The keys highlighted 
in blue can be 
programmed to 
perform different 
functions

List of currently 
programmed 

keys, with the 
corresponding 

function 
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Monitor other users within your 
company. A red light indicates that 
their line is busy, green means they 
are available to take a call

Change your active Status

View call history

Access to the company 
directory including personal 
contacts

Answer calls that are made to 
other members of your Pickup 
Groups

Answer a parked call

Park a call, this will be visible 
to other people within your 
Pickup Group

Display contacts you’ve set as 
your favourites

Access to a sub-menu of 
voicemail, group voicemail 
and presence menu

Select any Status 
categorisation from a 
sub-menu

Dial in to your individual 
Voicemail

Sub-menu of queues you are 
a member of, select a Queue 
to log in/out 

Speed-dial 

Definition of functions that can be assigned to handset keys:


