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To Log in to Global Administrator Management Console  
 

Open Internet Explorer 

In the address bar type in the IP address of your system ________________________ 

Log in using the credentials assigned to you 

User Name: ____________________________ 

Password: _____________________________ 

 

The next two steps will only have to be done the first time you log in from any PC. 

(If a java version is trying to be installed, follow the steps to let it install.  Wave requires a specific version of java.  Please 

also make sure to go into the java software and turn off automatic updates.) 

(Using the Internet Explorer Tool Menu, open Internet Options.  Navigate to the Security tab and choose trusted sites.  

!ŘŘ ȅƻǳǊ ²ŀǾŜΩǎ Lt ŀŘŘǊŜǎǎ ǘƻ ǘƘŜ list of trusted sites.) 

The main management console screen will come up 
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System Backup/Restore  
Make sure the radial dial for backup is marked and make sure backup voicemail and MOH is checked. 

Click apply and choose yes (your system does not really take 2 hours.)  At this point, the Wave is working on its own, 

ŘƻƴΩǘ ƳŀƪŜ ŀƴȅ ƻǘƘŜǊ ƳƻǾŜǎ ǳƴǘƛƭ ǘƘŜ ǿƛƴŘƻǿ Ŧƛƭƭǎ ƛƴΣ ǘƘŜƴ ŎƘƻƻǎŜ ŘƻƴŜΦ 

 

Dƻ ǘƻ 5ƻǿƴƭƻŀŘΣ ǎŜƭŜŎǘ ǘƘŜ ŎŀǘŜƎƻǊȅ άǎȅǎǘŜƳ ōŀŎƪǳǇǎΣέ ǎŜƭŜŎǘ ǘƘŜ ƛƻōŀŎƪǳǇΦŎŀō ŦƛƭŜ ŀƴŘ ŎƭƛŎƪ ŘƻǿƴƭƻŀŘΦ  /ƘƻƻǎŜ ǎŀǾŜ ƻƴ 

the next window that comes up 

 

Navigate to a location on the network or your local drive to save the database.  Rename the database (can include the 

date if desired, but Windows marks the file with the date) making sure to keep the .cab as the extension. 
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User/Group Management  
When you choose to go into this remote desktop option, you may get a windows warning.  Click ok or yes.  Then a log in 

window will come up, log in with the same credentials that you logged in to Global Administrator with except you will 

press *00 on your phone and log in with your station ID. 

 

Users 
This is where you will change information on a station by station basis. 

 

To make changes to an individual user, double click on the user you are working with. 
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Viewpoint Groups  
To make users able to view each other in Viewpoint, set up an all user group.  Use the CTRL or SHIFT to select multiple 

users and click add. 

 

Pickup Groups  
If you want staff to be able to pickup calls for other extensions, set up a pick up group for those people.  Most often 

there will be an all user pickup already established. 
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Auto Attendants  

 

Recording Menu Greetings  
While you are viewing an Auto Attendant menu, you can also record the greeting for that menu.  When you logged in to 

this area of programming, the system asked for your Extension ID.  If you pressed *00 on your phone and filled in the 

proper extension ID, you can record the greeting at this time.  If you did not verify your Extension ID, you will need to 

back out and re-enter with the proper Extension ID. 

To begin recording, press the record button.  Your phone will ring.  When you pick up the handset, you will hear a loud 

beep.  Begin recording after the beep.  You can then hang up or press the stop button.  To listen to the greeting you 

recorded, press the play button and your phone will ring.  When you pick up the handset, it will play the greeting. 



9 
 

 

 



10 
 

Call Log 
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Business Hours/Holidays  
From the Tools menu choose System settings 

 

 



12 
 

System Speed Dial 

 

Hunt Groups  
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Trunk Groups  
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Diagnostics  

 

Trunk Monitor 

 


