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Thank you for choosing RiOfyce business voice and long
distance services by Rio Communications.

This guide will help you conygure and get the most from your
RiOfyce service, using your RiOfyce Personal portal and
your RiOfyce Call Manager.

Let the step-by-step instructions guide you through easy set-
up of your service and features.

The web interface of RiOfyce allows you to easily conygure
and customize your service. Activation is simple and intuitive.

Control your calls using a separate web interface to make
outgoing calls, accept incoming calls, forward to voice

mail and more. Gone are the days of star codes and pash-
hooks (phone keypad actions to disconnect your connection
temporarily). For those users comfortable with star codes
and pash-hooks, however, some functions remain available.
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The RiOfyce Personal portal allows activation, deactivation,
and customization of your services; including modiycations
to speed dial numbers, changes to passwords, and updates

to the proyle. Services may vary by elected plan.

A Your Proyle Automatic Callback
* Passwords Call Return
* Time Schedule Last Number Redial
Line ID Blocking
Personal Phone List
* Anonymous Rejection Speed D!al 8
A calling Name Retrieval Speed Dial 100
Call Forwarding
* Do Not Disturb
A Delivery
k  RiOfyce Express Call Waiting
A Internal and External Call Hold
Calling Line 1D Call Transfer
* Priority Alert Outlook Integration
k Selective Acceptance Remote Ofyce
k  Selective Rejection Three-Way Calling

Sequential Ring
Simultaneous Ring



Easily manage your phone service © update your proyle and
password, set-up Voice Messaging, and more.

In your Internet browser, type: https://as.viop.rio.com

Username: @
(Your phone number)

Default Web Password: 1234
Default Voicemail Password: 1234

A Enter your user ID and password.

» Click Bookmark this page and type the name in the
Add Favorite dialog box so that you can access this
page from your Internet browser menu in the future.

» Click the Login button.

: RiOfyce Personal home page and the RiOfyce Call
Manager page will display as two separate windows.



RiOfyce Personal

Once youive logged in, please change your web password
to something you will remember easily.

A On the left Options menu, click Proyle.

* Click Passwords.

A Type your current password, followed by your new
password.

* Click OK or Apply.
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Options:

Passwords

Passwords allows you configure your passwords for the web portal and/or voice portal

oK J | Apply | I Cancel 1

% Setweb access password

¢ Setvoice portal password
Reset Password

* Type current password: i

* Type new password: |

* Re-type new password:

ok | Apply | cancel |

: If you forget your password, please notify RiOfyce
Client Services at 1-888-486-4414



RiOfyce Personal

To begin enjoying voice mail, you will need to change your
voice mail password and record your personal greeting. Get
started as follows:

A

A
A

Using your telephone, dial your RiOfyce telephone
number.

When the call is answered, press the star (*) key.

The system will prompt you to enter your current voice
mail password (default password: 1234) followed by
the pound (#) sign.

You will be prompted to change your password, and
then record your name. Recording your name will be
requested in addition to recording a personal greeting.
Once you've followed the prompts above, itis time

to record your personal greeting. Select option 3
(Change your Mailbox No Answer Greeting) from the
menu.

Follow the prompts to record your greeting.

There are many features and functions of RiOfyce that are
accessible via the voice mail and voice portal systems. Feel
free to explore this guide to learn how to get the most from
your service.

Please see page 19 for voice mail quick reference codes.



RiOfyce Personal

Your Personal Phone List is a speed-dial list. Choose a
name from your drop-down list of phone numbers, and the
RiOfyce Call Manager will dial the phone number for you
automatically.

A On the left Options menu, click Outgoing Calls.

A In the Advanced menu, select Personal Phone List.

» Select Add to enter your yrst phone number.

* Type the Name and Phone Number exactly as you
want them to appear in your dialing list. All numbers
must be ten digits and long-distance numbers must
begin with a 1.

» Click OK after each entry.

» Click OK or Apply to exit, once your entries are
completed.
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S Personal Phone List

Personal Phone Listallows you to stare frequently called numbers to be dialed from your CommPilot Call Manager. You can alsa import
multiple numbers for this list quickly by loading them from a CSV file.

oK | Apply | Add | Cancel

Import Phone List

Delete Name [4] Phone Number Edit
No Entries Present

ok | Apply | add | Cancel




RiOfyce Personal

allows you to accept calls only
from numbers of your choice. When a call is received from
phone numbers not included in your Acceptance list, the
callers will hear an announcement that you are not accepting
calls at this time.

works similarly, except you select
numbers to reject.

A On the left Options menu, click Incoming Calls.

A In the Advanced menu, select Selective Call
Acceptance.

A If you have already added numbers, click the Active
box to enable the service.

A If you have not added any numbers, do so by clicking
Add.

* In the Description yeld, enter a description of the
group of phone numbers you are entering.

» Select the Selected Time Schedule.

e Click OK or Apply.
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Options
Profile
® Incoming Calls

Selective Call Acceptance

Selective Call Acceptance allows you to receive only calls that meet your pre-defined criteria. The criteria for each Selective Acceptance
entry can be a listof up to 12 phone numbers or digit patterns and a specified time schedule. All criteria for an entry must be true for you to
receive the call

ok | Apply | Add Cancel |

Active Description Time Schedule Calls from Edit
No Entries Present

0K | Apply | Add | Cancel |
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