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It is recommended that before you utilise the admin interface to firstly retrieve the billing 

configuration of the Akixi Service. Doing so can be useful when determining how much you 

intend to bill your customer for this service or generally checking on the number of 

extension devices and supervisors set up on the Akixi service for this customer. 

Once you have made the desired administrative changes ensure that you retrieve another 

billing configuration from Akixi so that you can see that the changes made have been 

reflected. Doing so will ensure that you are aware of how much you can expect to be 

billed and that there are no unexpected billing charges due to the administrative changes 

you have made.  

 

 

The Billing CDR can be imported into customer’s own billing systems. By doing so this 
removes the requirement for manual invoicing.  

 

Login (Administrator) > Status & Tools > Licenses:  
 

 
 

How To Retrieve The Configuration of The Akixi Service 

1. To produce a “Billing Summary” click “Billing Summary”. 

2. To produce a “Billing CDR Report” click “Billing CDR Report”.  

Retrieving The Configuration of The Akixi Service for 
Customer Billing 

When Would I Use A Billing Summary/Config File? 

When Would I Use Billing CDRs? 
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An Akixi Admin Account enables resellers and aggregators to make configurational 

changes to the way that their customer’s Akixi service is running. Resellers and aggregators 

can investigate issues and retrieve billing info relating to the configuration of the service for 

a particular customer. Admin accounts are not chargeable and are available to any Akixi 

reseller or aggregator who has customers that use the Akixi service. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Using Your Akixi Admin Account 

What Is An “Akixi Admin Account”? 
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With the new Admin account that Akixi provides you with, you also have the ability to add 

an additional Akixi Admin account. To add a new Admin account please follow the 

instructions provided below. 

Login > Administration > Application User > Add 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

How to Add An Additional Admin Account 

1. Enter a valid username in this box, we recommend that the format for this username is the 

endusercompanyname@resellercompanyname.com  

2. Enter the email address of the Admin. 

3. Enter the “Full Name” as “Admin 2” 

4. Tick “Send Welcome Email”. An automated email will be sent to the Admin’s email address 

and will contain the username and password. 

5. Under “Permissions”, next to “Reporting Access” scroll down and select “None” 

6. Tick “System Administration” 

7. Once all of the above steps have been completed click “Add”. 

Adding An Additional Admin Account 
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As a supervisor a customer can log into Akixi and have access to reports, run a wallboard, 

schedule emailed reports and modify reports. A supervisor account is required with all 

subscriptions to the service. 
 

Login > Administration > Application Users > Add:  

 
 

How to Add A Supervisor 

1. Enter a valid username in this box e.g. johnsmith@abc1.com 

2. Enter the customer’s email address 

3. Type the customer’s full name in this box. 

4. Tick “Send Welcome Email”. An automated email will be sent to the customer’s email 
address and will contain the username and password. 

5. Select the correct reporting license e.g. Akixi Lite, Akixi 1000 or Akixi 2000. 

6. Select the supervisor’s end point from the drop down list; this enables certain Akixi call 
control features. 

7. Once all of the above steps have been completed click “Save”. 
 

 

Adding A Supervisor 

What Is A “Supervisor”? 

Please be aware adding a Supervisor does incur a cost. Please refer to our pricing or contact your Account Manager for 

more information.  
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Login > Administration > Application users > Select Supervisor > Change: 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How To Reset A Password For  A Supervisor 

1. Check that the correct email address is shown in this area. 

2. Click “Set Random”, setting a random password generated by Akixi will ensure the 
customer’s account will remain secure. 

3. Tick “Send Welcome Email”. An automated email will be sent to the customer’s email 
address and will contain the username and password. 

4. Once all of the above steps have been completed click “Save”. 

Resetting A Password For A Supervisor 
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By ‘locking out’ a supervisor you will prevent your customer from accessing the Akixi service 
in instances where the customer has not kept up to date with their payments or when you 

are setting up reports for them e.g. performing maintenance. 

 

Login (Administrator) > Administration > Application Users > Tick Supervisor > Change: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How To Lock Out A Supervisor 

1. Tick “Locked Out?” which is located underneath the “Full Name” field in order to lock out 
a supervisor account. 

2. Click “Save” to ensure that the account is properly locked out. 

 

 

 

 

Locking Out A Supervisor 

Warning: Locking out Supervisor accounts does not exclude them from Billing 
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Unlocking A Supervisor Account 
 

 
 

By ‘unlocking’ your customer’s supervisor account you will be allowing them to regain 
access to the Akixi service. 

 

Login (Administrator) > Administration > Application Users > Tick Supervisor > Change: 

 

 

 

How To Unlock A Supervisor 

1. Untick “Locked Out?” which is located underneath the “Full Name” field. 

2. Click “Save” to ensure that the account is properly locked. 

 

 

Unlocking A Supervisor Account 
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Login > Administration > Application users > Select Supervisor > Change: 

  

 

 

 

 

 

 

 

 

  

 
 

How To Reassign A Supervisor 

1. Change the username e.g. from xx@xx.com to zz@zz.com. 

2. Update the “Emails Delivered To” field to reflect the new supervisors valid email address. 

3. Update the “Full Name” field. 

4. Change the password by using the random password generator. 

5. Tick “Send Welcome Email”. An automated email will be sent to the customer’s email 
address and will contain the username and password. 

6. Always check that the correct level of reporting license has been applied to the supervisor 

account. Failing to do so may result in Akixi billing for a higher license than initially ordered. 

7. Click ‘Save’, Akixi will then issue the welcome email and save changes. 

 

Reassigning A Supervisor Account 
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Login > Administration > Application users > Select Supervisor > Delete: 

 

 
 

How To Delete A Supervisor 

1. Select the supervisor account that you wish to delete by using the tick box. 

2. Once you have selected the supervisor account click ‘delete’ and acknowledge the 
warning. 

 
 

 

 

 

 

 

 

 

 

 

 

Deleting A Supervisor Account 

Warning: By deleting a Supervisor account, all settings and scheduled reports will 

be deleted at the same time. Once a Supervisor accounts has been deleted we 
are unable to restore reports built from within the account.   
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Access your customer’s supervisor account by following these simple steps: 

 

 Login (Administrator) > Administration > Application Users > Select Required Supervisor 

(Tick) > Sign In As: 

 

 

 

 

 

 

 

 

How To Access  A Supervisor Account Using The Admin Account 

1. Select the supervisor account that you wish to sign into using the tick box. 

2. Once you have selected the supervisor account click “Sign In As”. By doing so you will 
be signed out of your administrator account and signed into the selected supervisor 

account. A warning will appear on screen when “Sign In As” has been clicked. 

TIP: Signing in as your customer’s supervisor can be useful for diagnosing fault gathering 
information required in order to raise a support ticket with Akixi. 

Ghosting A Supervisor Account  

http://www.akixi.com/
http://www.akixi.com/
https://www.linkedin.com/company/akixi-ltd
https://twitter.com/AkixiLtd
https://www.youtube.com/channel/UCnaD12VPkS8R6ljF3YKEQEA


 

 

 

 

13 

   

 

Visit Us Here www.akixi.com

  

Follow Us Here  
 

Return To Table Of Contents 

 

 

 

 

An Akixi “Presence User” is an application user which can be described as a restricted 

supervisor. A presence user has access to limited reports that include Extension BLF, ACD 

Agent BLF where they can see the status of their colleagues and they have access to their 

own Historical Call List, whereby they can only see a historic list of their own calls.  

Login > Administration > Application Users > Add:  

 

How to Add A Presence User  

1. Enter the customer’s email address in the “Username” 

2. Enter the customer’s email address  

3. Type the customer’s full name in this box. 

4. Tick “Send Welcome Email”. An automated email will be sent to the customer’s email 
address and will contain the username and password. 

5. Select the correct reporting license which is “Akixi Presence Only” 

6. Select the presence user’s end point from the drop down list; this enables certain Akixi call 

control features. 

7. Once all of the above steps have been completed click “Add”. 
 

 

Adding A Presence User 

What Is A “Presence User”? 

Please be aware adding a “Presence User” does incur a cost. 

http://www.akixi.com/
http://www.akixi.com/
https://www.linkedin.com/company/akixi-ltd
https://twitter.com/AkixiLtd
https://www.youtube.com/channel/UCnaD12VPkS8R6ljF3YKEQEA


 

 

 

 

14 

   

 

Visit Us Here www.akixi.com

  

Follow Us Here  
 

Return To Table Of Contents 

 

 

 

 

 

 

An extension device is another name for an extension number that can be used to make 

internal calls, transfer calls internally, run a voicemail application or direct calls to a hunt 

group.  
 

Extension devices are usually attached to their own DDI number which is in turn monitored 

on the Akixi service for the purpose of gathering data for call reports. 

 

Login > Administration > Devices > Add: 

 
 

How To Add An Extension Device 

1. Type the DDI associated with the new extension number into the “Device Number” field. 

2. Select the customer’s company name in the “Partition” field. 

3. Select the type of device from the drop down list in “Device Type”. 

4. To add this device click “Add”. 
 

 

 

 

Adding An Extension Device 

What Is An “Extension Device”? 

Please be aware adding an Extension Device does incur a cost. Please refer to our pricing or contact your Account 

Manager for more information. 
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Login (Administrator) > Administration > Devices: 
 

 
 

How To Delete An Extension Device 

1. Select the extension device that you wish to delete. 

2. To confirm your choice and delete the device click ‘delete’ and acknowledge the 
warning regarding loss of data once a device is removed from the service. 

 

 

 

 

 

 

 
 

Deleting An Extension Device 

Warning: By deleting an extension device, all data associated will be deleted at 
the same time.    
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Login (Administrator) > Administration > Partition > Select Company Name > Change:  

 

 
 

How To Update All Devices 

1. To update device descriptions shown in Akixi to match those shown on your telephony 

platform tick “Perform Synchronisation Now”. 

2. Click “Save”, Akixi will then automatically perform a sync that takes approximately 2 
minutes (this is dependent on the site size). 

 

 

Updating All Device Descriptions To Reflect Changes 
Made On Your Telephony Platform 
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Login (Administrator) > Administration > Partition > Select Company Name > Change:  

 

 
 

How To Retrieve All Devices 

1. To update devices shown in Akixi to match those shown on your telephony platform tick 

“Perform Synchronisation Now” and “Retrieve All Extensions/Agents”. Doing so Akixi will 
extract all devices in and start monitoring them on the Akixi service. Be aware that this 

will affect monthly billing.  

2. To confirm this change and start the automatic sync click “Save” and acknowledge the 
billing warning on the screen.  

 

 

Retrieving All Devices From Your Telephony Platform 
Within Akixi 
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There is no need to type the ACD Agent Description at this point as Akixi will synchronise 

with the telephony platform and retrieve this info automatically. 

 

Login (Administrator) > Administration > Devices > Add: 

 

 

 

 

How To Add An ACD Agent 

1. Type the ACD Agent number as configured on the telephone platform. 

2. Click “Save”. 

 

 

 

 

 

 

 

 

 

 

Adding An ACD Agent 

Please be aware adding an ACD Agent does incur a cost. Please refer to our pricing or contact your Account Manager 

for more information.  
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Login (Administrator) > Administration > Agents: 

 

 

 

How To Delete An ACD Agent 

1. Select the ACD Agent that you wish to delete from the service by using the tick box. 

2. Click “Delete”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Deleting An ACD Agent 
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Agent unavailable codes are configurable attributes that are applied when an agent 

becomes unavailable. Agents may select a reason for changing their agent (ACD) states 

to “Unavailable” using their handset or client. These reasons can be reported on using Akixi, 

and are a useful tool in evaluating an agent's performance during the day. 

 

 

 

 

Unavailable codes are automatically added to the customers’ Akixi account when the 

application performs its nightly synchronisation. We add these unavailable codes 

automatically due to the fact that they are not chargeable from Akixi. 

 

 

 

Sign-In > Administration > Codes > Select ACD-Agent Not-Available Codes: 

 

 

 

 

 

 
 

ACD Unavailable Codes 

What Is An “Unavailable Code”? 

How Do I Set Up “Unavailable Codes” On Akixi? 

Where Can I See A List Of “Unavailable Codes” On Akixi? 
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Login (Administration) > Devices:  

 
Select the “Telephony Server” and “Partition/Tenant” that is assigned to your customer (as 
shown below). Scroll down to the end of the page and click “Add”. 

 

  

 

 

How To Add A New Device 

1. After clicking “Add”, a new page will open named “Add New Device”. 

2. Next to “Device Number” type the Custom Group name (e.g. Custom Group: Akixi). 

3. Next to “Device Type” scroll down and select “Group (Collective)”. 

4. After selecting the “Device Type”, type the full description of the Super Group in the 
“Description Field”  (e.g. Custom Group: Akixi). 

5. Please See Below For Further Instructions 

Creating Super Groups 
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The next step to creating a Super Group is to create the “Hunt Group Membership” 
whereby you will need to add all the devices (extensions) and groups into the Super 

Group. 

How To Create A Hunt Group Membership 

1. Option A: Add the devices (extensions) one by one. 

2. Option B: Add a range of numbers (e.g. 01234567891 - 01234567899). 

3. Once you have added all the devices and groups that you wish to be included in the Super 

Group, click “Save”. 
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How To Assign The Super Group To A Supervisor 

1. Go to “Application Users”. 

2. Tick the required Supervisor in the tick box. 

3. Scroll towards the bottom of the page and click “Change”. 

4. The window above will appear. 

5. Under “Permissions”, next to “Device” drop down and select the Super Group you 
created. 

6. Click “Save”. 

 

After all the above steps have been successfully completed, you will be able to sign in as 

the Supervisor and view the changes that have been made. Going forward, these 

changes will make it easier for the Supervisor to monitor the extensions. 

 

 

 

Note: We advise you that when you create the name of your Custom Super Groups to make the 

names as short as possible. We suggest that the first letter of every word should have a capital 

letter. Doing these steps means that the Super Group can be easily found to manage new 

extensions and groups. 
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