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How to administrate SourceTech Tellus

Start by logging in with the username and password you have got from the technicaian that installed the
system.

If you have forgotten your password you can get a new one sent to you by pressing the link.

For this to work you need to have an email address registered in Tellus.
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Create things in the right order

1. Start by creating individual items that don't have a reference to other object.

• Titles
• Addresses
• Locations
• Mail servers*
• Nodes*
• Custom Data
• Keywords
• Absence profiles
• Absence definitions
• Language
• SMS gateways*
• Lable layout
• Voicemail servers*
• Booking areas and types
• Roles

2. A%er that you create objects that are depending on other objects.

• Organisation settings • Booking objects
• Phone templates
• Organisation
• Company
• Subdivisions

3. System schedule

4. User templates

5. Users that other users is connected to (Managers and colleagues)

6. Users and phones

7. Advanced user configurations

• Operators
• User groups

*Objects that are marked with * should be done by an authorised technician

SourceTech Tellus

Sida 4SourceTech Tellus Web Admin



Independent objects

Independent objects are objects that are not depending on other objects. These items are o en the basis for
more advanced items such as user templates, organisations, etc. With the help of independent objects the
administration get’s very easy when you have built up it’s basic structure.

As an example we can take a company that are going to change its location. As a result of this all users will
need new addresses, to change the address on all users takes a long time. In a system that uses
independent object, you will only need to change the address in one place and all uses that are associated
to the address will be updated automatically.
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Titles

A titel is an example on a very simple object. It contains only two fields, a title and a description. Name of
the title is mandatory, without the name the title will not be created. The description is only shown in the
administration and is only visible to make it easier on the administrators.
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Addresses

All addresses of the company will be listed here. When you create a new address the street name is
mandatory.
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Locations

In addition to addresses you can add locations. Write the location name inte the text field and press “Add”.
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Custom data

If the information fields that comes with Tellus is not enough, you can create custom data fields. Press add
an enter the label you want to add. This will then be visible in the user administration.

SourceTech Tellus

Sida 9SourceTech Tellus Web Admin



Keywords

Keywords are associated with users in the database. A user can be associated with many di3erent
keywords, there is no upper limit, and a keyword can be associated with any number of users. The
connection between the users and the keywords is made in the user administration. The keywords that are
bound to a user are listed in a tab, both in the web client as the operator application.
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Absence profile

You can create unlimited number of absence profiles. Then you can add absence definitions that the users
will use when they want to create an absence message. The profile is tied to an organisation and users
belonging to di3erent parts of the organisation tree will be using various absence codes. Several profiles
are used primarily where a Tellus system is shared between di3erent companies. Note that the absence
definitions you create in a profile will not be visible to other organisations than those associated with the
profile.
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Create absence definitions

1. Choose absence profile in the list or create a new profile by pressing the link.
2. Give the definition a name/description.
3. Choose absence type in the list. These are used mainly in communications with peropheral

systems, such as a Voice mail.
4. Set default time for the absence.
5. Choose time type, days or minutes. The value in the input field (4) is connected to the time type.

◦ Date/Time: The value is entered in days.
◦ Time/Date: The value is entered in minutes.
◦ Continues: The value will be ignored.

6. Tick this box if the absence should be visable for all users.
7. Write absence codes that are used by the users when they want to activate an absence through

phone, SMS or calendar.
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Edit/Delete absence definition

Press the icon for “Edit” on the same line as the absence definition you want to edit and the information
will be filled in the form. Make the changes you want and press “Update”.

Press the icon “Delete” on the same line as the absence definition you want to delete.
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Language

You can create your own text labels in Tellus. You might think that the label “Keywords” should be “Tags”.
To change this, select your language in the drop list and click on the letter “K”, look for the work “Keyword”
and change it to “Tags” and press the floppy disc to save.
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Number translator

The number translator helps Tellus to figure out how to call the number from the operator application.

The number translator compares the number that called (A) the operator application with the number that
is going to be called (B).

The systems starts by checking if the number that is going to be called (B) are an internal number. In the
example above we need to use the number translator so that we know how to format the so that A can talk
to B.

1. The first thing the system compares is the country code. In this example the country codes are the
same so the system adds the trunk seizure prefix so that the call can be established.

2. The system now compares the area codes, since these are di3erent the system will use the area
code from B.

3. Once the system had a di3erence between the number translators, subsequent parts from phone B
to be used. In this case, the regional number is added.

4. The phone number is the last part to be added and the number is now complete and can be used.
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Create / Edit number translator

To add a number translator, press the green plus and an empty line will be added to the list. To edit a
number translator, press the pen and paper at the end of the line and to delete press the minus sign.

1. Give the number translator a name
2. Enter the country code here, 46 for Sweden, 47 for Norway , etc.
3. Enter the first part of the area code. This part of the number will be removed when you are doing an

international call.
4. Enter the other part of the area code. This part of the number will be used when you are doing an

international call.
5. Enter the local number, e.g. SourceTech has 40804100 as their complete number, the extensions

har 4 numbers so the local number is 4080.
6. The filter is used to present the number in a more logic way.

◦ {CC} = Country code
◦ {A1} = The first part of the area code.
◦ {A2} = The other part of the area code.
◦ {REG} = Thelocalnumber.
◦ {NUM} = The number of the phone, e.g. the extension.
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Phone templates

Templates are useful when you are creating new phones. You can, e.g., create one template for mobile
phones and one for extensions.

1. Name the template.
2. Choose number translator in the list.
3. Choose node in the list.
4. Choose phone type in the list.

5. Select start action for when an absence is being activated5.

6. Set the start destination for the extension, this is 5 used if the start action is set to “forward”6. 6

7. Select end action for when the absence is being deactivated.
8. Set the end destination for the extension, this is used is the end action is set to “Forward”.
9. Tellus can update the name on extensions in some PBX versions.

◦ User name = The users first and last name.
◦ Phone name = The description that is entered in the field “Description”.

10. Choose how the phone should be handled.
◦ Controllable = Tick this box if Tellus should control the phone (extensions only) .
◦ Is profile = If the user has more then one phone the user can set which phone that is active.

◦ Follow profile = Set if the extension should be forwarded to the active phone.

SourceTech Tellus

Sida 17SourceTech Tellus Web Admin



◦ Use public number = Calls from the operator application will be made with the public
number.

◦ Private = The number will be shown with **** in the operator application and the web
client.
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Relationship based objects

Relationship based objects are objects that are depending on other things in the system to work. That way
we are creating the independing objects first and then the relationship based objects.

SourceTech Tellus

Sida 19SourceTech Tellus Web Admin



Organisation settings

When you should administer the organisation/s in the Tellus system you need to start with ensuring that
the organisational settings are correct for each organisation. You can create as many organisational
settings you need which mean that you can have di3erent mail servers, etc. in di3erent parts of the
organisation tree.

Field marked with a red line in mandatory.

1. Name the organisational setting.
2. Select absence profile for the setting.
3. Select mailserver.
4. Select SMS gateway in the list.
5. Select the label layout for the visit system.
6. Select calendar server in the list.
7. Select voice mail server in the list.
8. Tick this box if you want a link to the message pane in Tellus, if you receives the notification by

email.
9. Tick the box if you the users should have their status in Lync displayed in Tellus Web and in the

operator application.
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Create organisation

There is no limit for how large the organisation tree can be. The only part of the tree that can’t be moved is
the top node, which is the company.

1. Enter a name for the organisation.
2. Select organisation setting in the list. - It is very important that you choose an organisational setting,

otherwise the users will not be searchable in an easy way.
3. Select which node in the tree that should be the "parent" to the organisation you are about to

create. - To create a company you need to select the top level with the index icon.
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Edit organisation

To rename or delete an organisation, right click on the name and you will see a menu where you can
rename or delete the organisation.

If you want to move an organisation you use the “Drag and drop” principle. You cannot move a company.
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Resource booking

The resource booking that is integrated to Tellus Web makes it possible for everyone in the company to
book conference rooms, projectors, cars, etc.
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Booking areas

A booking area is a grouping of bookable objects.

1. The name of the booking area.
2. Here is a description of the booking area.
3. The timezone for the booking area is shown here.
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Booking types

A booking type is a description of the bookable object, e.g. a conference room, conference phone etc.
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Booking objects

A bookable object is an object that is included in the booking type. E.g. the booking object “Stockholm”
can be an object in the booking type “Conference room”.

1. Enter a name of the booking object.
2. Enter som informaiton about the object, e.g. where the room is located.
3. Choose what type the object should be, in this case it is a conference room.
4. Choose what area the object belongs to.
5. Enter the capacity of the room.
6. Tick this box if the object should be bookable through an external page.
7. Tick the box that represents the equiptment that are in the room you are creating.
8. Enter the time you want to be shown in the timeline in the application expose.
9. Tick the box to make the resource bookable through the application expose.
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System schedule

A schedule defines the work time so that the system automatically can calculate return times for absences.
There are two types of schedules, system schedules and personal schedules. The system schedules can be
used by all users but can only be administrated by the administrator. The personal schedules are created
and administrated by the user. All users must be bound to a schedule.
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Create system schedule

1. Give the schedule a name.
2. Enter the time for when the work day should start.- When the users workday should start.
3. Enter the time for when the work day should end. - When the users workday ends.
4. Choose what should happen with the phone when the schedule ends.
5. Choose which days the schedule should be acitve.
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Edit system schedule

Choose which schedule to edit and click on the work time you want to change. Do the changes and press
save, you can also add a week to make a rotating schedule or delete the whole schedule.
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Holidays

This function allows you to add holidays (e.g., Christmas Eve, Dec. 24), so Tellus “skips” the date when
suggesting dates for time of return. You can also set a unique date, such as a kick-o3 event when the entire
company is closed. Holidays are administered by company.
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Users

You have all the tools you need to administrate the users in Tellus under the menu for users and phones.
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Operators

In this section you decide which users that are going to have the right to log in to the operator application.
If the operators are going to send messages via the operator application they need to have an email
address associated to them.

Start bysearching for the user you want to make to an operator. Press the plus sign next to the users name,
choose node and translator in the dialog and then press save.
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User templates

When you are going to add a new user, it is easier if you have a template. The fields that you don't enter any
information in will be empty when you create a new user.

1. Give your template a name.
2. Select the organisation you want to bind the users to.
3. Select the default schedule.
4. Set the default returntime for the users. This value will be used when a user sets an absence and

the returntime is the next day. This value will be suggested and the user can change it if it's not
correct.

5. Select a manager by using the link "Select manager" and do a search. If you want to remove the
manager selected, click on "Remove".
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6. Select a colleague by using the link "Select colleague" and do a search. If you want to remove the
colleague selected, click on "Remove".

7. Select the users title in the list. If you want to create a new title, press the green plus.
8. Selevt a location. If you want to create a new location, press the green plus.
9. Select an address. If you want to create a new address, press the green plus.

10. Select the users language in the list.
11. Select the users timezone in the list.
12. Tick the boxes to enable the di3erent settings.
13. Time that are added to an absence start time that are made through the calendar, the time is

entered in minutes.
14. Time that are added to an absence end time that are made through the calendar, the time is

entered in minutes.
15. Enter the domain for the email address.
16. Select the role for the users by using the list.
17. Tick the box if the user should have calendar sync.
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User groups

The user groups can be used for groups with users that belongs to di3erent departments but still have
project e.g. together. With user groups it is easy to send messages to multiple users at once or to set an
absence on all users in the group.
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User status

Those users who are active (‘enabled’) in the system takes up a license. If you choose to disable a user’s
license you will make it available for another employee. Say someone is on maternity leave and you want
to use this person’s license for her replacement. If you completely delete the person, you have to re-enter
all the information again when she returns. If we instead set the user status as “disabled” all information is
saved. However, the person is neither searchable nor visible as long as her status is disabled.

If you want to change the status of the user, just click the text "Enabled"/"Disabled" or the green/red icon.
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Calendar users

In this section you can see all users that have an calendar connection and what the status is of that
connection. By pressing the button “Reactivate selected” you can order a reactivation from the server.
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Create user

When you create a user the information associated with the person is divided among six tabs. You can click
on each tab to get more information.
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Basic userdata

Enter the basic information about the user. The fields that are marked with red are mandatory.

1. Tick this box if you want to change the users status to "Disabled".
2. User a user template to fill in some information automatically.
3. Enter the users first name.
4. Enter the users last name.
5. Enter a username for the user. - This is used to login to the web client, Tellus Mobile, the operator

application and MyTellus.
6. Enter a password for the user, this can be changed by the user under "My Settings".
7. Repeat password.
8. Enter a valid email address for the user. - This is mandatory if the user is going to recieve messages

from Tellus.
9. Enter a sip address for the user. - This is used when there is a connection to Skype 4 Business.

10. Fill in if a di3erent login is used for Lotus Notes.
11. Tick this box to be able to change the users calendar password.
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Other userdata

1. Tick the box to enter the users birthdate. This will then be shown in the detailed pane for the user
in both the web client and the operator application.

2. This is where you enter alternative spelling for the users name. Separate the di3erent spellings with
a comma (,).

3. Select the users gender to get an avatar of a siluetts instead of a picture
4. Select the users honorific in the list.
5. This is where you enter a value between 0-100, where 0 is highest and 100 is lowest. Default value

entered for all users when the system is delivered is 100. If all users have the same sorting order the

SourceTech Tellus

Sida 40SourceTech Tellus Web Admin



list of hits in Tellus will be displayed in alphabetical order. - With a sorting order you could choose to
display the CEO at the top of the hit list, then secretaries, then all the accountants, etc.

6. Click on "Choose file" and select a photo of the user and upload it to Tellus. This will be visible in
the web client, the operator application and in Tellus Mobile.

7. Enter personal information about the user, e.g. contact information to relatives. Only those
assigned the authority can see and edit personal information.

8. Enter operator information about the user. This information is only visible in the operator
application and you need a specific right to be

9. able to edit this.
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Custom data

The custom data fields are created in the administration. Use these fields if you don’t think the other fields
in the system are enough.
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Detalied userdata

1. Click on this link to create a new user template.
2. Click on the organisation tree where the user belongs. To be able to create a new user, the user

must be associated with some part of the organisation.
3. Choose the schedule to which the user will initially belong. The recommendation is for the users to

create their own personal schedule later in their web clients.
4. Enter a default return time. This time will be suggested as return time when the user enters an

absence in Tellus for more than one day.
5. Click the magnifying glass to search for the users manager.
6. Click the magnifying glass to search for a colleague that can take the users calls if the user is

absent.
7. Select the users title in the list. If the title doesn't exist, you can click the green plus to create a new

title.
8. Select the users location in the list. If the location doesn't exist you can click the green plus to

create a new location.
9. Select the address of the users workplace. If the address doesn't exist, you can click the green plus

to create a new address.
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10. Select the users preferred language in the list.
11. Select the timezone in the list.
12. Select how the user receives messages from the operator, other users and voice announcements.

Messages are always sent to the web client in addition to those filled in here. SMS is an add-on
module.

13. Time (minutes) added to an absence message entered in the calendar (e.g.: Outlook). Example: a
user entered 10 min a er; this means ten minutes are added each time the user enters an absence
message via the Calendar. If you enter “meeting 2 p.m. - 3 p.m.”, the absence message will last until
3:10 to allow the user time to get back to the o3ice a er the meeting.

14. See number 13.
15. Select what role the user should have in the list.
16. Tick this box if the user wants to have the option to enter absence messages via the calendar (e.g.

Outlook).
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Phones

If the user has any phones they will be listed here. If you need to create a phone you can use the link to the
right and you will be redirected to the administration for phones. If you need to edit an already existing
phone, use the icon and if you need to delete a phone you press the red icon.
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Keywords

This is where you associate keywords with the current user.

1. Search for the keyword you want to add or press “All” to get a list with all keywords in the database.
2. Add a keyword by clicking on the green plus sign next to the keyword to associate it with the user.
3. The keywords you have chosen will be listed above the search box, if you want to remove a

keyword use the minus sign.
4. If the keyword you want doesn’t exist, use the link “Create new keyword” and you will get a dialog

where you can create a new keyword.

SourceTech Tellus

Sida 46SourceTech Tellus Web Admin



Phones

In this section you can create and edit phones.

Earlier in the manual you can find the instructions for how to create number translators and phone
templates.
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Create / Edit phones

Create a new or edit an already existing phone.

1. Press this button to create a new phone.
2. Enter a description or the phone number of the phone you want to look closely on.
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Create phone

1. Choose a phone template in the drop list and then “Apply template”.
2. Enter the phone number. - Remember to remove the first digits in the mobile number, e.g., 070, this

will be filled in automatically by the number translator. The same goes for extensions, only enter the
last digits.

3. This is a preview of how the number will look in the operator application and in the detailed view of
the user.

4. Select in the drop list.
5. Enter a description of the phone, this is used when you search for the phone.
6. Displays the primary user of the phone.
7. Select which node the phone should be connected to.
8. Select phone type in the list. - This will e+ect the icons for profiles in Tellus web and also the icons

that represent the phone in the operator application.
9. Set what you want to happen to the phone when an absence is being activated.

◦ None = nothing will happen, if the phone has been forwarded, it will continue to be that.
◦ Open = the phone will be open for calls.
◦ Close = the phone will be closed and the status will be do not disturb.
◦ Forward = the phone will be forwarded to another number during the absence.

10. Start destination for the phone. - This is used when the start action is set to “Forward”.
11. End action, same as start action (bullet 9).
12. End destination. - This is used when the end action is set to “Forward”.
13. Use name update to let Tellus update names on extensions in the PBX.
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◦ User name = The users first and sur name.
◦ Phone name = The name you gave the telephone in the “description” field.

14. Options:
◦ Controllable = Tick this box if you want to give Tellus permission to control the phone. This

option is only available on extensions.
◦ Is profile = If a user has several phones they can choose where they want to be available,

this option lets this phone become a profile.
◦ Follow profile = Set if you want the phone to be forwarded to the active phone.
◦ Use public number = This option specifies whether the operator application should use

the entire public number when dialling.
◦ Private = The number will be replaced by **** in the operator application and in Tellus

Web.

15. Press the green icon to associate a user to this phone.
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Search phone

1. Enter the phone number in the search field and press search.
2. The result will appear with all information about the phone.
3. Tick this box to select several phones.
4. When you have selected several phones you can use these actions.
5. Edit or remove the selected phone.
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Multi edit phones

Fields with a red border are mandatory.

1. The selected phones are shown here.
2. The choices are the same as when you create a phone, just mark the boxes that you want to change

and make the changes.
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Create range

You can create individual telephones or a series. When you create a series of telephones you can choose
how many telephones to create and how many steps between each telephone.

The fields with a red line around is mandatory.

1. Select the node to use in the drop list.
2. Select the number translator you want to use in the drop list.
3. Select the phone type you want to use in the drop list.
4. Set what you want to happen to the phone when a absence is being activated.

◦ None = nothing will happen, if the phone has been forwarded it will continue to be that.
◦ Open = the phone will be open for calls.
◦ Close = the phone will be closed and the status will be do not disturb.
◦ Forward = the phone will be forwarded to another number during the absence.

5. If the phone should be forwarded, enter the destination here.
6. Set a default name.
7. Enter the start number.
8. Enter the number of steps you want the serie to have.
9. Enter the stop size.
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Profiles

Users and telephones are two di3erent types of objects that are associated with each other, which allow us
to illustrate reality in a unique way.

In Tellus, users and telephones are di3erent types of objects so they need to be administered
independently. The system administrators can then associate users and telephones which provides a
unique flexibility.

To simplify matters for users who have more than one telephone, telephones can be defined as profiles.
Users can easily choose which of the telephones they want to be reached on at the time. If the user has
more than one telephone defined as a profile it is easy to control which telephone will be active from the
operator application. The user can also do this from the web client.

It is also possible to use the “follow profile” function if a user has multiple profiles. It's easy to decide where
the user want to take calls with the unique profile handling in Tellus. If you work from home you might
want to forward your calls to your home telephone or mobile phone, but you still have all your absences
and lunch break intact. If you use profiles correct, your phone extension will be forwarded and all of your
absences will be moved automatic to fit your current profile. Easy and powerful!
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Edit, help and delete users

There are ways to help the user if they have any problems and you as an administrator can delete users
directly from the search grid.
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Masquerade

There are certain functions that only the user can reach. One is to change the personal schedule. If you as
an administrator need to help a user with this, you can impersonate the user and thus access all the
features without knowing their password. Once you have entered on a person's details, simply click on the
black mask, if you do not see the icon, you do not have the rights to do this.
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In order to impersonate another user, search for the person and then click on the Masquerade icon. If the
icon is not available you do not have the right to for this function. When you work in Masquerade as
another user, you will get a red border around the field with your name.

If you want to go back to your own session, press the [X] in front of the name.
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Reset password

Sometimes users may forget their password, which can be reset in many ways. The user can receive a new
random password by clicking on the “forgot password” link on the login screen, for this to work they need
to have a valid email address in Tellus.

Administrators can also help the user by creating a new password just by clicking on the key icon in the
detailed view of the user.
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Edit user

If you discover an error you can quickly edit a user by clicking a link in the detailed view for the user. Click
on the icon to edit the user’s information.

SourceTech Tellus

Sida 59SourceTech Tellus Web Admin



Delete user

To delete a user click on the link marked in the screenshot below. You will first be asked to confirm deletion.
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Multi edit

1. Tick boxes to make multiple selections. If you press the check you will invert your selection.
2. At the bottom of the page you have multi actions, choose which type of event you want to do for

the selected users.
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Send massage

Click on the link to send a message to multiple users.
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Set absence

Click on the link “Add” to set the absence for multiple users.

SourceTech Tellus

Sida 63SourceTech Tellus Web Admin



Edit users

Click on the link to edit multiple users.

You will come to a screen where certain criteria can be modified for all users. Fields that are not modified
will not be updated on the scheduled users either.
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Delete

Click on the link to delete multiple users. You will be asked to confirm that you want to delete the users
before the deletion takes place.
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Visit system

Tellus Visit is a system for handling of visitors that is integrated in our Tellus suite. Due to this integration
we can optimise the functionality by giving the system access to your database, by doing this, you will
make it quicker and easier for all involved, receptionists, visitors and users.
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Category

Categories are used to separate visitors from each other in a simple manner. If, for example, a training is
held at the company you can have a category called "Education," then it may appear on the label why the
person visiting the company.

Fields with a red border are mandatory.
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Label layout

1. Here is a list of existing layouts.
2. Use these buttons to add or remove a layout.
3. Name the label layout.
4. Enter the settings for row 1 in the label layout.
5. Enter the settings for row 2 in the label layout.
6. Enter the settings for row 3 in the label layout.
7. Enter the settings for row 4 in the label layout.
8. Enter the settings for row 5 in the label layout.
9. In this preview you can see the changes you made.
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System settings

These options may not be visible in the administration. This depends on the role you have and the rights
connected to that role.

Incorrect configuration could mean that the system does not work optimally and you should therefore consult
trained technicians before changing any of the settings in this menu.

SourceTech Tellus

Sida 69SourceTech Tellus Web Admin



Security

Under this pane you have the system secutiry settings, we will not cover them all in this manual. Some of
them should only be edited by a trained technicain.
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Roles

All users are bound to a role, this role decides what functions the user should be able to see and use in the
system. You can limit the users rights in the system by creating di3erent roles for di3erent users. The
system is delivered with some predefined roles that can be modified to meet your needs.

The following roles are predefined in the system:

• Administrator
• Operator
• Regular user
• Superadmin

To see what rights each role has, select it in the drop list and click “Show rights”.

You can also see all users that are bound to the specific role. When you have a role selected in the drop list
you can click "Show bound users" to get a list with all users.
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Create role

Click the button to create a role. Give the role a name, e.g. “Regular user” and press the green icon. In the
next step you choose the rights of the role by ticking the rights in the list. You can create a role by copying
an already existing role and edit the rights.

A user with a lower role cannot create a user with a higher role. The role with most rights is “Superadmin”.
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System

Administrate the system settings here. Only the administrator of the system has the rights to see this menu.
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System settings

Select a setting to edit then enter the value for the setting in the input field.
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Send log files

Enter the email adress you want to send the log files to. Tick the boxes to decide which logs to send.

Press “Send logs” when you are finished.
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Service log

Both technicians and administrators can write what changes has been made in the service logs.
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About Tellus

Here you can see all the technical information about the Tellus Suite. You can see which version is active in
your particular system and which version is available for download.
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