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1 Introduction 

This document provides an initial guide for: 

▪ Swisscom customers 

▪ Webex administrators 

▪ Swisscom support organizations and teams 

After completing this guide, the Swisscom Webex Communication service for each customer location will be 

ready for use: 

▪ Users can start using their devices. 

▪ Administrators can manage the service in the Swisscom portal and in Webex Control Hub. 

 

For most topics in this document, you can find additional information at: 

 

http://help.webex.com/ 

 

This page can be used together with an AI chatbot by entering your question and the desired output. In 

Webex Control Hub, you can also use the Cisco AI Assistant. 

For support in My Swisscom Business, click the question mark icon on the right-hand side of the screen and 

navigate to Portal and product help. 

  

2 Creating the admin user to manage the company 

Before starting, ensure the following prerequisites are met: 

▪ a signed Webex contract 

▪ a signed "Base Contract" 

▪ Swisscom will initiate the registration process of the "Master User" based on the signed "Base 

Contract" for a person registered in the commercial register representing the company 

▪ The company representative will be notified via email and needs to define the "Master User" for the 

company ("Business Login") 

▪ The "Master User" needs to confirm the registration and define a password for login 

Important: You will use different login accounts for the Swisscom portal (Business Login) and Webex 

Control Hub (email address). 

  

http://help.webex.com/
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3 Ordering of Webex Communication 

Important: For this step and the following two steps, log in to the Swisscom portal My Swisscom 

Business. 

 

▪ Log in to "My Swisscom Business" using your "Business Login" account for your company: 

https://extranet.swisscom.ch/?lang=de   

▪ Please select "Enterprise Connect Dashboard" in the "Application" section 

▪ Select "Order Management" from the left-hand portal menu 

▪ Order virtual locations, phone numbers, DDI ranges, Webex licenses, options and traffic plans. 

▪ Order Swisscom installation support if needed. 

 

Important: Please let us know if you require Swisscom support for ordering the service in My Swisscom 

Business. An "Ordering by Swisscom" package for CHF 50 per order is available to assist you. 

 

4 Assign phone numbers to Webex Communication 

Prerequisite: Ordering of Webex Communication must be completed 

▪ Select your Swisscom Webex Communication "Agreement" in the drop down on the top left 

▪ Select the menu "Number Management" 

▪ Assign single phone numbers or DDI blocks to "Webex Communication" 

 

5 Initialize Company 

Prerequisite: Ordering of Webex Communication is completed 

▪ Select "Webex Communication" portal within the left-hand menu 

▪ Go to "Overview" page 

▪ Initialize the company by defining your company's master admin user (email address) that will 

manage the Webex service in "Webex Control Hub". This login must be based on a real email 

address  

(your Swisscom "Business Login" does not qualify!) 

Important: The master admin user must be a valid email address that can be verified. You will receive a 

Webex notification email to confirm the email address and set the password. If this email address is already 

used on the Webex platform, setup is not possible and another email address must be defined. 

https://extranet.swisscom.ch/?lang=de
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6 Start the company setup 

Important: Starting with this step, switch to Webex Control Hub to set up the service for your company 

(https://admin.webex.com). 

 

Prerequisite: Your master admin user email address must be activated and a password must be set. Please 

check your email inbox. 

▪ Please log in with your master admin user account to start the setup 

▪ During company initialization, Swisscom provisions your company data, ordered locations and 

licenses, including options, to the Webex platform. 

Before assigning any service components, in Webex Control Hub, please go to the "Locations" page and add 

a "Main number" for all locations (PSTN/PSTN Configuration).  

Please note the following: 

Topic Description 

Webex licenses The full number of ordered licenses will be available on the Webex platform to 

assign to your company users. 

To choose the correct license for each user please refer to the following table as 

names on the Webex platform do not match the Swisscom license names: 

▪ Webex Communication Lobby = Common Area Phone 

▪ Webex Communication Light = Enhanced Calling 

▪ Webex Communication Standard = Webex Calling 

▪ Webex Communication Advanced = Webex Suite 

▪ Webex Communication Receptionist = Attendant Console 

You can assign licenses to any user in the company within the total number of 

ordered licenses. For example, you can move licenses from one user to another 

without making changes on the Swisscom side. 

 

Tariff plans In all Webex Communication licenses the standard rate plan for calls is "Pay as you 

go": www.swisscom.ch/tariff-plan  

Flat rate plans can be purchased separately, up to a maximum of 100 packages. 

Important: Restrictions apply, e.g. Flat rate packages cannot be added to all 

licenses/numbers. Please check the service descriptions for details: 

(DE) (FR) (IT) (EN) 

Swisscom Webex 

Communication 

Feature List 

This feature list shows a selection of features for each license type 

▪ Full List (DE) (FR) (IT) (EN) 

▪ Short List (DE) (FR) (IT) (EN) 

http://www.swisscom.ch/tariff-plan
https://documents.swisscom.com/product/filestore/lib/87e1a644-20a2-4f3b-b223-090cf1dfdd28/leg-upci-002317-de.pdf
https://documents.swisscom.com/product/filestore/lib/868ec9e8-08c5-4f70-9429-e6f906c3bf24/leg-upci-002317-fr.pdf
https://documents.swisscom.com/product/filestore/lib/09aec41c-aa17-4fb4-bdce-440ad3b037cd/leg-upci-002317-it.pdf
https://documents.swisscom.com/product/filestore/lib/5f40314b-4036-4104-896e-2146c8eedc9f/leg-upci-002317-en.pdf
https://documents.swisscom.com/product/filestore/lib/4ff77052-1350-4e8b-8151-96dea0fb4318/webex_featurelist_full-de.pdf
https://documents.swisscom.com/product/filestore/lib/4ff77052-1350-4e8b-8151-96dea0fb4318/webex_featurelist_full-de.pdf
https://documents.swisscom.com/product/filestore/lib/4ff77052-1350-4e8b-8151-96dea0fb4318/webex_featurelist_full-de.pdf
https://documents.swisscom.com/product/filestore/lib/4ff77052-1350-4e8b-8151-96dea0fb4318/webex_featurelist_full-de.pdf
https://documents.swisscom.com/product/filestore/lib/4ff77052-1350-4e8b-8151-96dea0fb4318/webex_featurelist_full-de.pdf
https://documents.swisscom.com/product/filestore/lib/6f31d245-3fd3-473f-b820-c7286d2b7396/webex_featurelist_short-de.pdf
https://documents.swisscom.com/product/filestore/lib/5e520db1-a1f5-4e04-9d01-f597688c252d/webex_featurelist_short-fr.pdf
https://documents.swisscom.com/product/filestore/lib/1c6472ff-d7e0-4e1b-9264-c2c392a13b9b/webex_featurelist_short-it.pdf
https://documents.swisscom.com/product/filestore/lib/13c705a4-bc6c-4493-a825-0e49f4644767/webex_featurelist_short-en.pdf
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Important: The information in this document does not constitute a binding offer. It 

is subject to change without notice. The list is an excerpt of the most important 

features and is not exhaustive. 

Voicemail Important: The Webex voicemail service is different from Swisscom's COMBOX 

service. 

You can assign a voicemail box to each user, group or virtual number, such as a hunt 

group. 

The voicemail service is activated by default for each location. The voicemail pilot 

number can be an internal or external number. 

If required, define a standard password for voicemail access for each location. 

 

Barring Sets Barring sets for outgoing calls can be managed in Webex Control Hub. 

"Outgoing Call permissions" can be handled on location and user level ("Calling" tab 

under "Call Handling"). 

When Swisscom is initializing a company, the following settings are defined 

("Permissions by type"). The following call types will be blocked by default: 

▪ International (all countries) 

▪ Premium Services II (09x numbers) 

By default, each user inherits the location settings. Blocking can be changed 

individually per user or per location. 

Please check the following list for a complete view of the Webex dial plan for 

Switzerland:  

https://help.webex.com/de-de/article/757iyo/W%C3%A4hlpl%C3%A4ne-nach-

Land#Switzerland  

Important: Calls to 09x-numbers are currently blocked by default for all customers. 

This restriction will be removed in the future. 

Feature Access 

Codes 

Feature access codes for Webex Communication are different from the codes 

currently supported for other Swisscom products. 

For a full list of codes please check the following Webex website: 

Feature access codes for Webex Calling 

Receptionist Attendant Console must be purchased separately. It is available for Standard and 

Advanced user packages. 

Access to the console is available via the Webex App in a browser window with a 

separate login. 

Link to help page: Get started with the Attendant Console 

Webex with MS 

Teams 

Webex Calling integration 

▪ Place Webex calls from Teams using the Webex Calling infrastructure 

▪ Access call history, voicemail, and advanced calling features 

https://help.webex.com/de-de/article/757iyo/W%C3%A4hlpl%C3%A4ne-nach-Land#Switzerland
https://help.webex.com/de-de/article/757iyo/W%C3%A4hlpl%C3%A4ne-nach-Land#Switzerland
https://help.webex.com/en-us/article/0zgzwj/Feature-access-codes-for-Webex-Calling
https://help.webex.com/en-us/article/4xgekbb/Get-started-with-the-Attendant-Console#task-template_d6c80579-5aa2-42e6-9f0e-0bc1311f040d
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How to set up the feature? 

▪ Enable Webex Integration in Microsoft Teams (Teams Apps / Manage Apps > 

search for Webex > Choose Webex Calling) 

Go to Webex Control Hub under Services > Calling and enable Webex 

Calling for Microsoft Teams for each user. 

Network 

requirements and 

port reference for 

firewall 

Please consult the following Webex pages to set up your network and firewall 

according to the services used with Webex Communication: 

 

Webex 

▪ Network Requirements for Webex Services 

Webex Meetings 

▪ Network Requirements for Webex Meetings 

▪ Webex Network Bandwidth Technical Paper 

▪ Webex Hybrid Services Bandwidth Management 

Webex Calling  

▪ Port Reference Information for Webex Calling 

Attendant Console (Receptionist) 

▪ Get started with the Attendant Console 

BNS Firewall Swisscom customers using a BNS firewall must configure the required settings 

manually. No BNS template is currently available for Webex. 

https://help.webex.com/article/WBX000028782
https://help.webex.com/article/WBX264
https://www.cisco.com/c/en/us/products/collateral/conferencing/webex-meetings/white_paper_c11-691351.html
https://www.cisco.com/c/en/us/td/docs/solutions/CVD/Collaboration/hybrid/12x/hybcvd/bwm.html
https://help.webex.com/article/b2exve/Port-Reference-Information-for-Cisco-Webex-Calling
https://help.webex.com/en-us/article/4xgekbb/Get-started-with-the-Attendant-Console#task-template_d6c80579-5aa2-42e6-9f0e-0bc1311f040d
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Check 

connectivity to 

Webex Data 

Center 

"CScan" is the network readiness tool designed for Webex Calling. It can be used to 

test the network connection to Webex Calling: 

- https://cscan.webex.com/ 

- https://help.webex.com/en-us/article/y27bej/Use-CScan-to-test-Webex-

Calling-network-quality  

https://cscan.webex.com/
https://help.webex.com/en-us/article/y27bej/Use-CScan-to-test-Webex-Calling-network-quality
https://help.webex.com/en-us/article/y27bej/Use-CScan-to-test-Webex-Calling-network-quality
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Call recording Call recording is activated by default. To change this, go to Webex Control Hub → 

Users → Calling → Call Recording and change the setting for the selected user. 

Webex is the default provider; no external platform can be selected. 

The user’s calls are recorded by Webex according to the chosen policy, with 

recordings stored and managed directly in the Webex cloud. 

BLF/Monitored 

Lines 

How to set up the feature? 

• Enable Monitored Lines (BLF) for each user in "Webex Control Hub" → Users 

→ Calling → Monitoring. 

• Configure the line keys / buttons on the user’s device in "Webex Control 

Hub" → Devices → Button Layout. 

• Desk phones: The monitored line buttons become active automatically after 

the phone syncs. 

• Webex App: The user must enable the feature in Settings → Calling → Call 

Dock. Once active, Call Pickup for monitored users is also available. 

Special 

Arrangement 

This feature is not yet supported. 

 

Internal/ 

extension 

numbers 

For external calls, the traffic plan of the location number applies. In the future, 

assigning a traffic plan to all extension numbers will be mandatory. 
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Virtual users Hunt Group, Auto Attendant & Call Queues can be activated and configured in 

"Webex Control Hub": 

https://admin.webex.com/calling/features  

Office Anywhere The end user can configure an additional phone or number for incoming calls in the 

Webex App. 

 

Device setup & 

configuration 

> Deskphones 

Setup via Activation Code: 

Go to "Webex Control Hub" → Users → Devices → Add Device, select the user, and 

choose “Generate Activation Code.”  The system creates a 16-digit code that the 

admin or user enters on the Webex desk phone during first-time setup. The phone 

connects to the cloud, downloads its configuration, and becomes operational. 

Setup via MAC Address: 

Go to "Webex Control Hub" → Users → Devices → Add Device, select “Add by MAC 

Address,”  and enter the phone’s MAC. After saving, the phone reboots to contact 

Webex Calling, retrieves its assigned configuration, and registers automatically. 

Templates for easier setup: 

Administrators can use settings templates to apply collections of settings to groups 

of users, including all users in a particular location. A settings template can be 

assigned to multiple groups or locations.  

Swisscom currently provides templates for time schedules. Swisscom will provide a 

template for device configuration of the Webex device lineup (9841, 9851, 9861). 

During the pilot phase, you can also create your own template for all company users. 

 

 

  

https://admin.webex.com/calling/features
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7 Set up organisation & location(s) 

7.1 Organisation settings 

▪ Organisation settings are predefined by Swisscom 

▪ Some settings can be changed to address the company preferences under 

"Management/Organisation settings" 

▪ Some settings are "read-only" and cannot be changed 

7.2 Add company contacts 

▪ UTF-8 Format is mandatory 

▪ Important: Use a comma (,) instead of a semicolon (;) as the list separator. 

▪ If required, change the list separator in the operating system settings. 

o Windows 10: in menu "Control Panel > Clock and Region > Region > Additional settings > 

List separator" 

o Windows 11: in the menu Settings > Time & Language > Regional format > Additional date, 

time & regional settings > Region > Additional settings > List separator 

o macOS: in menu "Language > Region" 

▪ Alternative: Use another tool than Excel, for example Notepad++. 

7.3 Location settings 

▪ Locations are activated via the Swisscom order flow and cannot be changed in "Webex Control Hub" 

▪ Please assign a location main number (phone number) under "Management/Locations/PSTN" 

▪ Please set up relevant "Calling" settings for the location 

 

7.4 Current restrictions company level 

▪ Name resolution: Company Contacts are not resolved for incoming calls on deskphones. Please use 

the Webex app as workaround for the time being. 
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8 Add/initialize company users 

Users can be added individually or via bulk management using CSV or AD synchronization. License and 

phone number assignment for all users can be completed in one step via bulk management. 

Important: Each user must complete email validation, including setting an individual password, before 

using the Webex service, for example via Webex User Hub or the Webex apps. 

8.1 Add users 

▪ Log in as Customer Administrator to Webex Control Hub, go to the Users menu and select Manage 

users to add users and assignments in bulk. 

 

▪ User bulk provisioning: download the template.csv file and add the relevant user values 

▪ The only field required for the upload is the "User ID/Email". This needs to be a valid email address 

as users will get an activation email for their account and to set up their individual password 

▪ Use the following fields to assign phone numbers and licenses in bulk: 

> Mandatory: User ID/Email 

> General user data: First Name, Last Name, Display Name, Extension, Phone Number, Location, 

City, Address, Zip/postal code 

> Use the following values for additional fields: 

Time zone Europe/Zurich 

Jabber with Webex Teams false 

Jabber Calling false 

Webex Attendant Console Advanced "true" to assign Receptionist 

https://wiki.swisscom.com/download/attachments/1913971694/template.csv?version=1&modificationDate=1764252065000&api=v2
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Webex Calling "true" to assign "Standard" user package to user 

Webex Suite "true" to assign "Advanced" user package to user 

Webex Voice "true" to assign "Light" user package to user 

 

8.2 Current restrictions user level 

▪ Management/Users/Admin Roles: Please do not use this feature. It will be removed. 

▪ Management/Users/Specific User/Summary: Please do not change the "location" of a user. If 

needed, please delete the user assignment with the current location and add the user again for 

another location 

 

9 What do users need to do? 

Each user completes an activation process for their individual account via email. During the same process, 

the user creates an individual password to access the Webex apps and the user portal at 

https://user.webex.com/ 

 

Each user should: 

▪ Download and install the Webex app for mobile (iOS or Android) and desktop (Windows or macOS) 

via https://www.webex.com/webexfromserviceproviders-downloads.html  

▪ Install their desk phone or DECT phone. 

▪ Access their User Hub via https://user.webex.com/ to manage their phone number and service 

configuration for messaging and meetings 

 

  

https://user.webex.com/
https://www.webex.com/webexfromserviceproviders-downloads.html
https://user.webex.com/
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10  Cancellation of Swisscom Webex Communication  

For this flow, ensure that all cleanup on the Webex platform for the customer is completed before deleting 

the product in the Swisscom portal. 

10.1  Delete all Webex end users in "Webex Control Hub" 

An administrator can delete a user directly in "Webex Control Hub" → Users. 

Select the user, choose Delete User and confirm. The user is removed immediately, and all assigned licenses, 

devices and numbers are released back to the organization. 

Registered devices perform a factory reset to clear the existing configuration from the device. After the 

factory reset, the device returns to its activation code screen. If the device is not registered or is in Deep 

Sleep mode, a manual reset is required before reuse. 

 

Important: Please do not delete your admin user account as you will not be able to access "Webex Control 

Hub" any longer. 

 

10.1.1  Current restrictions in "Webex Control Hub" 
▪ The location phone number cannot be deleted or unassigned. As a result, customer deletion is 

currently not possible in this case. 

 

10.2  Unassigning phone numbers in the Swisscom Webex Communication 

portal 

With your Swisscom administrator account: 

▪ Log in to the Swisscom Webex Communication portal and unassign all phone numbers from the 

location and traffic plans. 

10.3  Uninitialize company in the Swisscom Webex Communication Portal 

With your Swisscom administrator account: 

▪ Login to the Swisscom Webex Communication portal 

▪ Go to "Overview" page > scroll to the bottom of the page 

▪ "Uninitialize" the company 

After successful validation, the company will be deleted on the Webex platform. 

Deleting your organization permanently deletes all information associated with it and is irreversible. After 

the response is returned, organization deletion may take up to 10 minutes. 
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10.4  Unassign DDI Range in the EC Number Management 

With your Swisscom administrator account: 

▪ Login to the "Enterprise Connect Dashboard" 

▪ Select the Webex Agreement 

▪ Go to Number Management. 

▪ Unassign all numbers from "Webex Communication" 
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