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Integrated Centrex 
User Guide for Web-based Management 

           1-08-08 
Integrated Centrex provides the flexibility of managing many of your features via a web interface or 
simple-to-use access codes through your phone.  The provided website allows activation, 
deactivation, and customization of your own services, including modifications to speed dial 
numbers, changes to passwords, and updates to your profile.  The services available to you are 
dependent upon the services purchased by your company or organization. 

Go to www.ntelos.com/myaccount  and under My Services select Integrated Voice Services: 
 User ID is your ten digit telephone number.  
 Your temporary password will be the same ten digit telephone number. 

When you login for the first time, you will be prompted to change your password. For security 
reasons, we strongly encourage you to use a password that is not easily replicated and includes 
a number and some upper and lower case letters. 
 
 

 

When you first sign-in you will always be brought to the Profile page. 

 

 
This menu will always be 
available on the left side to 
guide your to other services 
and features 

Account Profile 

http://www.ntelos.com/myaccount
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Editing and Updating your Profile 
 
You may want to update your profile so other members in your group will see who is calling 
since this information would be available in the group directory. Some information will need to 
be modified by your administrator. 
 
 

This area will 
contain specific 
features or options 

Click on any of these 
options to change 
your profile, 
password or time 
schedules.  
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Make your changes and be sure to click Apply to save your changes.  Clicking OK will also 
save your changes and take you back to the previous page. 
 
 
 
 
 

Changing your Password 
Update or change your password on a regular basis by using the easy to use portal. 

5409999999 

5409999999 
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Features will be grouped under Incoming Calls, Outgoing Calls or Call Control according to 
the type of feature it is and how it is used. Only services your company has requested for your 
line will be available on these screens.   Features may work differently depending on the phone 
equipment that has been purchased. 

Incoming Calls 

 
 
 
Simply click on the feature you want to access and instructions and information will be 
displayed.  For example, Call Forwarding Busy has been selected.  Normally for this service, 
the default number will be the pilot number for voicemail, but you can redirect callers to a 

Features 
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different number by simply changing the number and clicking Apply or OK to save changes.  
Your changes will stay in effect until you change them back. 
 

 
 

Outgoing Calls 
Outgoing Call features are more limited and include Line ID Blocking (Per Line Blocking) 
which will prevent your number from being displayed on a caller id.  Remember that if the 
person you are calling has privacy block turned on, you will not be able to complete your call.   
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Call Control 
Call Control includes features such as Call Waiting, Three Way Calling and Call Transfer.  
Some services can be turned on or off, while others can not. 
 

 
 

 

Calling Plans 
The Calling Plans screen simply displays the types of number you can call.  Nothing can be 
changed on these options. 
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Client Applications include two important services – CommPilot Call Manager and Outlook 
Integration. 
 

 
 

CommPilot Call Manager 
To turn on your Call Manager, go to Client Applications and the CommPilot Call Manager. 
Click on “Launch CommPilot Call Manager on Login”. 
 

 
 
The Call Manager will open up automatically when you log into the web portal. If you use 
pop-up blockers, it will prevent the CommPilot Manager from opening.  You can use the Call 
Manager to make phone calls and see who is calling. To make a call, simply enter the phone 
number and click the Dial button - your phone will begin to ring.  Pick up the phone and your 
call will be placed. (see display on next page) 
 

Client Applications 
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Outlook Integration 
If you use Outlook, you can utilize your contacts and other information by going to Client 
Applications and clicking on Outlook Integration.   
 

 
 
When activated, a tool bar will appear on the bottom of your CommPilot Manager screen (see 
arrow above).  When you click on OUTLOOK, it will bring up your contacts that can be 
searched and then called.  
 
Click on the contact number and then click on the DIAL button (on your Call Manager screen). 
Your phone will ring. Pick up your phone and your call will be placed. 

 
 
 

If you have any questions, please call 611 or 1-877-468-3567 and take the business services 
prompt then 6 for IP Voice Instructional Support. 

5409999999 
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