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2. At the group level, click Departments. 
3. Click Add to create a department. To edit an already configured department, click on the 

Department name. 
4. Type in the Department Name and use the dropdown if you wish to have it be a subsidiary of 

another department. 
5. Click OK. 

 
Assigning a User to a Department   

To assign a user to a department: 

1. Log into the Business VoIP Web Portal using your admin credentials.  
2. At the Group level click Users. 
3. Click the Search button to populate all Users in your Group, or search by specific criteria (last 

name, first name, phone number, email address, or trunk group). 
4. Choose the user you wish to edit by clicking on their name, or the Edit button next to their name. 
5. Click Profile. 
6. Click on the Department drop down menu and select the department you wish to assign the 

user to.   
7. Click OK or Apply. 

 

Changing an Assigned Name of an Extension or Phone 

As an administrator, you can control the names assigned to each of your VoIP phones.  The names 
assigned to each phone will display as the assigned caller ID when placing internal phone calls.   

To change or update a name assignment: 

1. Log into the Business VoIP Web Portal using your admin credentials.  
2. At the Group Level click Users. 
3. Click the Search button to populate all Users in your Group, or search by specific criteria (last 

name, first name, phone number, email address, or trunk group). 
4. Choose the user you wish to edit by clicking on their name, or click on the edit button next to 

their name. 
5. Click Profile. 
6. Enter in the last and first name of the new employee. Repeat entries in the Calling Line ID 

Last Name and Calling Line ID First Name. 
7. Click OK or Apply. 
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