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Nebula IP Hosted Telephony 

Nebula IP System includes all the features you will find on most modern PBX’s as well as some more, 
but where hosted solutions really excel is in the flexibility you will gain from it.  
Configuration of your hosted PBX is done by the admin portal. Everything from user/subscriber 
configuration through to checking on call records can be done from the portal. 

This guide is intended to support you setting up a new Nebula IP System from the Nebula portal. 

Firstly, the end user customer will need to be created on the Voiceflex portal and the Nebula 
Account Set Up ordered under the Nebula Hosted Service options, once this is ordered and 
completed if you view the order and click view on Nebula Account Set up, this will open a new page 
and display the Nebula account details as in the example below 

 

By Clicking the Nebula URL this will take you to the Nebula login page, you can copy and paste the 
Nebula Administrator Email and Nebula Administrator Password to login to the newly created 
Nebula account. 

You are now presented with several menu items on the left to configure the Nebula IP Hosted 
system: 
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1. Locations 

Since 2011 it is mandatory for VOIP providers to provide information to the emergency services 
database. At Voiceflex we want the information we provide to this database to be as accurate as 
possible so in the event of an emergency call the emergency services have the correct details. The 
Default Location is taken from the Voiceflex portal and is copied from the address details for the 
account created on the Voiceflex portal, the default Location will be given to the extensions created 
for the Nebula account. 

To add a new location click Create Location and enter the address details, click on Create Location 
and the new location will be saved to the list, to delete a location simply click the Delete button next 
to the associated location you wish to delete on the Locations list. Any extension set to a deleted 
Location will automatically be reallocated to the default location. 

 

 

2. Calls  

With the Nebula IP system, you can track each call as it completes so you always have an idea of how 
much your bill is likely to be at the end of the month, this also provides information on the internal 
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calls. If the call recording option is enabled the call recordings are also downloaded from the Calls 
screen. 

There are no configuration requirements for the Calls screen, options are available to view calls in 
the last 24 hours, 7 days, 30 days, 60 days or 90 days or use a calendar option to define a date range 
or search by extension user. Selecting the Billable only will remove internal calls from the list. 

The Download button indicates the call has been recorded and can be downloaded to be played on a 
compatible media player that support playback of .WAV files. 

There is an option to manually export the data to CSV file for the purposes of building your own 
bespoke reports or uploading to a 3rd party application. There is no option to automate the export. 

 

3. Numbers 

Number are pushed from the Voiceflex Portal into the Nebula IP System, numbers can be configured 
to an extension as an individual’s DDI, Hunt Groups, Conference Bridge or Auto Attendant. 

Once the number have been ordered or ported into the customer account on the Voiceflex Portal, in 
the Number and Programming Section Select the numbers to push to Nebula. 

 

The Phone Number list provides details of where numbers have been allocated in the Nebula IP 
account. No configuration is available in this section. 
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4. Speed Dials 

The Nebula IP Portal provide an option to input System Speed dials which is a global directory 
available to all users on the system.  

Click on Create Speed Dial to add new contacts, input the speed dial prefix, (e.g. 104) Number to Dial 
and Comment sections, click update save number.  

 

Input the speed dial Number prefix, (e.g. 105) Phone Number to Dial and Comment sections, click 
Create Speed Dial to save number.  
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To access Speed Dials the user will from their handset dial *6 followed by the short code number. 
This will call the saved number for that entry, i.e. *6100 will call 02033016000 

 

5. Global Redirect 

Global Redirect provides an option to redirect callers based on the inbound CLI. 

 

6. Time Profiles 

Time Profiles allows the system administrator to provide call routing based on day and time profiles, 
these include rules than can also be applied for additional flexibility, Time Profiles can be assigned to 
extensions, Hunt Group and within the Auto Attendant (IVR). 

Clicking the Create Time Profile button will allow you to name a new Time Profile. Once created, 
click the Edit button next to the Time Profile you wish to amend to be able to edit the details of the 
profile including the Opening Hours. The Opening Hours are the times in which you want any 
inbound calls to route to their default destination.  
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During the Out of hours the options are to route to Voicemail default or custom, dial a number or 
play a sound (.WAV File), this is selected from the dropdown menu  

 

Additional Rules can be applied to the Time Profile, this is useful to accommodate for example 
lunchtimes where a different Voicemail or announcement can be played during a specified time. In 
the example below the Rule is set so any calls that are received during 12:30pm and 13:30 pm are 
presented to Custom Voicemail 1. 

 

The Time Profiles are allocated in the settings for the Subscriber, Hunt Group or IVR, the Time Profile 
screen provides the fields to set up the various time profiles, this enables different time profiles to 
be created to cater for different users, departments or companies in a multi-tenanted set up that 
requires different opening times and rules.   

 

 

7. Subscribers 

The Subscriber section is where the extensions are created and features managed. These are the 
points that are configured to support the devices for making and receiving calls. 
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Subscribers support the following features: 

 Extension Number and Name 
 Location 
 Voicemail including email notification 
 No Answer / Signed Out redirect 
 User defined Call Forwarding Busy / No Answer / Always 
 CLI presentation 
 Time Profiles 
 Call Recording  

 

Subscribers can log on from multiple devices so you could have the same call simultaneously 
delivered to your mobile application (BRIA), desk phone and PC Client and answer the call at which 
ever device is the most convenient.  

 

Click Create Subscriber and enter the Extension, Display Name and Password.  

 

The Extension field is a free-range number field but is the extension number associated to the device 
that other user can use to direct dial other users on the system. The name field is a free text field to 
add the user name or a reference to the handsets location e.g. Canteen. 

The password should be as secure as possible using letters, number and special characters, the 
number, name and password details will be used to register the handset device on the Nebula IP 
account. Passwords can be changed but are not viewable once the extension are created. 
 

Subscribers can also be deleted from the system by finding the respective subscriber in the 
Subscribers list and clicking the associated Delete button. This will remove the subscriber features 
and any setting, voicemail messages and announcement, please note these are not recoverable once 
the subscriber has been deleted. 

Once the subscriber has been created they will be listed in the Subscribers list. 
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Select the subscriber and you will now be able to set the users features under the settings tab. 

From here the system administrator can enable and set the Subscriber details, this includes 
managing the Display Name, Location, Enabling Voicemail and providing a valid email address for 
email notification. 

Enable and Set No Answer/Signed Out of handset redirect, this can be configured to go to Voicemail, 
Play Sound (.WAV Format can be uploaded) and Dial number.  

Enable and set Temporary Forwarding to valid UK Number, Non-Geographic, UK Mobile or UK 
Geographic numbers. 

Enable and Set the Outbound CLI that’s presented by the subscriber, this can either be withheld or 
select an available number from the drop-down list. Note only numbers listed in the Phone Numbers 
screen will be displayed and will either have been purchased from or ported onto the Voiceflex 
Platform. 

The Time Profile can be enabled and selected for the subscriber user, the Time Profile must be 
created in the Time Profile Section on the Portal, please see Time Profile section in this guide for 
further information on Time Profile setup.  

 

Once the Settings have been completed the Save Changes button must be clicked, if not all settings 
will be lost. 

Call Recording is an option for the Nebula user to have calls recorded. The call recording is ordered 
via the Voiceflex Portal for the Nebula Account, this applies call recording option to all extension 
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users on the system. Once ordered on the Voiceflex Portal this introduces a new tab in the extension 
setting for call recording set up. 

 

The system Administrator can enable recording against each extension requiring the feature, note 
that charges will apply to all extensions on the system for call recording regardless of how many 
users are enabled for the feature.  

Options are available to record all calls, inbound only or outbound only via the drop-down menu. 

The retention period is how long the call recording will be stored and be available for playback via 
the Calls screen on the Nebula portal. Options range from 1 month to 5 Years, additional charges 
may apply to storage, please contact your Voiceflex representative for further information. 

 

If the call recording option is enabled the call recordings can also be downloaded from the Calls 
screen. 

There are no configuration requirements for the Calls screen, options are available to view calls in 
the last 24 hours, 7 days, 30 days, 60 days or 90 days or use a calendar option to define a date range 
or search by subscriber user. Selecting the Billable only will remove internal calls from the list. 

The Download button indicates the call has been recorded and can be downloaded to be played on a 
compatible media player that support playback of .WAV files. 

Numbers are ordered on the Voiceflex Portal and pushed into the Nebula IP System, see the 
Numbers section in this guide for more information. Numbers can be configured to a subscriber as a 
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Direct Dial Number or DDI. Selecting the Numbers tab in the Modify Subscriber screen will provide a 
list of available or assigned numbers for the subscriber selected. 

Numbers can be moved across by simply selecting it from its respective window. 

 

Once completed the Save Changes button must be clicked to save the changes. 

 

The Change Password tab in the subscriber settings enables a new password to be configured to the 
user handset, the device will also need to be updated with the new password details once this has 
been changed. Click Change Password to invoke the password change. 

 

 

 

8. Pickup Groups 

A pickup group is a group of extensions that will be able to answer each other’s calls. An example 
would be if you had an office with two floors you may want the first floor and second floor 
extensions to be in different call groups. This way if a phone was ringing on the 1st floor any one on 
that floor could dial *8 and take the call. Another setup could be splitting departments so all the 
sales staff could answer each other’s calls if they were not available. 

To create a pickup group, select the Pickup Group menu item on the left-hand navigation and click 
the Create Pickup Group button at the top-right of the page. Enter the Name for the pickup group, 
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this typically would be the department or location for the users to be assigned to the pickup. Once 
your satisfied with the entered value, click Create Pickup Group to save the new pickup group. 

 

 

 

 

 

 

Once the pickup group has been created they will be listed in the Pickup Groups table. Click the Edit 
button next to a listing to amend the settings for that pickup group. 

 

Selecting the Subscribers provides the System Administrator options to allocate subscribers to the 
pickup group. Selecting the extension tab in the setting window will provide a list of available or 
assigned extension for the Call Group selected. 

Subscribers can be moved across by simply selecting them from their respective window. 
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Once completed, click the Save Changes button to save your changes. Note subscribers can be 
members of multiple pickup groups. 

Pickup groups can also be deleted from the system by click its respective Delete button in the Pickup 
Group listings screen. 

 

9. Hunt Groups 

A hunt group is a group of subscribers that will be called when a hunt group number/subscriber is 
called. There are three types of hunt group currently available: 

Sequential - calling each extension in order one after the other 
Concurrent - where all extensions will get the call at once.  
Queue calls -  to play a greeting, hold music or announcement.  

To create a Hunt Group, select the Hunt Group Tab on the main Nebula set up page, select Add Hunt 
Group at the bottom left of the page this opens a new dialogue box the enter the Name for the Hunt 
Group, this typically would be the Department or Type of calls being received for the Users to be 
assigned to the Hunt Group, click Create to save the Hunt Group. 

 

Once the Hunt Groups have been created they will be listed in the Hunt Group Table. Click the Edit 
button next to a listing to amend the settings for that hunt group. 

This Settings Tab enables the system administrator to configure the Type, Voicemail, No Answer and 
Time Profile settings for the hunt group. 
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The hunt group type selects the way calls are presented to the subscriber assigned to the hunt 
group. The options are as follows: 

 Ring one extension after another 
 Ring all extensions simultaneously 
 Queue Callers 

Rings one extension after another, this will initially ring the first member of the hunt group, the Ring 
Timer can be set to move the inbound call onto the next extension in the Hunt Group upon No 
Answer. 

 

 

 

Ring all extensions simultaneously, this will ring all extension assigned to the Hunt Group 

 

Queue calls allows for inbound calls to the hunt group to queue and receive an initial welcome 
greeting. The caller will be held in the queue and all hunt group members will be called 
simultaneously. If there is no answer or all subscribers are busy, music or an additional hold 
announcement can be played, whereby you are also able to adjust the frequency of either option.  



Nebula IP Hosted Telephony from Voiceflex 
                   www.voiceflex.com 

 
 

 

Once the hunt group type is set, the remaining settings include enabling voicemail and providing a 
valid email address for email notification. Hunt Group notification is only provided by email, this 
means that the message light supported on any handset device is not lit to notify the members of 
the hunt group of a voicemail message. 

Enable and set No Answer/Signed Out of handset redirect, this can be configured to go to Voicemail, 
Play sound (.WAV Format can be uploaded) or Dial number.  

The Time Profile can be enabled and selected for the hunt group, the time profile must be created in 
the Time Profile section on the portal, please see the Time Profile section in this guide for further 
information on time profile setup.  

 

Once completed click the Save Changes button to save the changes. 

Selecting the Subscribers tab in the Hunt Group settings provides the system administrator options 
to allocate Subscribers to the Hunt Group. Subscribers can be moved across by simply selecting them 
from their respective window. 

Once assigned you can reorder the subscribers in the Hunt Group by dragging them up or down, this 
is only valid when the Hunt Group Type is set to sequential. 

Note subscribers can be members of multiple hunt groups. 
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Once completed the save button must be clicked to save the changes. 

 

Numbers are ordered on the Voiceflex Portal and pushed into the Nebula IP System, see the 
Numbers section in this guide for more information. Numbers can be configured to a Hunt Group as 
a Direct Dial Number or DDI. Selecting the Numbers tab in the Modify Hunt Group screen will 
provide a list of available or assigned numbers to allocate to the hunt group. 

Numbers can be moved across by simply selecting them from their respective window. 

 

Once completed click the Save Changes button to save the changes. 

 

10. Conferencing  

The Nebula IP System support ad hoc conferencing that can be set up by the user from the handset 
supporting three parties maximum, however the Conference Bridge gives you the ability to add and 
delete the conference rooms provided by Nebula IP. A conference room or bridge will enable users 
to dial into a prearranged audio conference call via a dedicated number and PIN to access the 
conference. 
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From the main Nebula screen the system administrator can manage the conference rooms, by 
selecting the Conferencing menu item in the left-hand navigation. Click Create Room to begin 
creating a new conference room. 

 

Enter the desired name, extension number and PIN. The extension number allows extension users 
on the system to call into the conference bridge without making an outbound call. The PIN is the PIN 
used by users when dialling into the room to access the conference. 

Click Create Room to save the conference room. 

Once the Conference Room has been created they will be listed on the Conferencing screen. Click 
the Edit button next to a listing to amend the settings for that conference room. 

 

The Settings tab enables the system administrator to manage the room Name and PIN for the 
Conference Room. 

Number are ordered on the Voiceflex Portal and pushed into the Nebula IP System, see the Numbers 
section in this guide for more information. Numbers can be configured to a conference room as a 
Direct Dial Number or DDI. Selecting the Numbers tab in the Modify Conference Room screen will 
provide a list of available or assigned numbers to allocate to the conference room. 

Numbers can be moved across by simply selecting them from their respective window. 

Once completed, click the Save Changes button to save the changes. 
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Additional charges apply to support the Conferencing, please contact your Voiceflex representative 
for further information. 

 

11. Fax 

Nebula IP supports a Fax to Email service, this enables you to receive a fax directly into an email 
inbox attached as a PDF. Once it's in your inbox you can save, forward or print it. Note this is an 
inbound service only, sending an Email to Fax (outbound) is not supported. 

From the main Nebula screen select the Fax to Email menu item in the left-hand navigation. Click 
Create Fax to begin creating a new fax to email service. 

 

Enter the desired name and email address for the inbound Fax to be delivered to. Click Create Fax. 

Once the Fax to Email has been created they will be listed on the Fax to Email screen. Click the Edit 
button next to a listing to amend the settings for that fax to email service. 

Number are ordered on the Voiceflex Portal and pushed into the Nebula IP System, see the Numbers 
section in this guide for more information. Numbers can be configured to a conference room as a 
Direct Dial Number or DDI. Selecting the Numbers tab in the Modify Fax to Email screen will provide 
a list of available or assigned numbers to allocate to the fax to email service. 

Numbers can be moved across by simply selecting them from their respective window. 

 

Once completed, click the Save Changes button to save the changes. 
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Additional charges apply to support the Fax to Email service, please contact your Voiceflex 
representative for further information. 

12. Auto Attendant / IVR 

The Auto Attendant provides an option for Welcome and directional announcement. The caller will 
navigate via DTMF inputs, sub-announcements can be configured: 

For example, the Main Welcome Greeting can provide options for sales and service, selecting the 
sales option can either call a designated number (e.g. hunt group or a sub-announcement of options 
in the Auto Attendant). 

Announcements can be uploaded via the Nebula IP Portal, including professionally recorded 
announcements that the end user customer may wish to provide. (Format required is .WAV). 


