new horizon
communications

Hosted Voice Product Training
Call Director



new horizon
communications

Agenda

. What is a Call Director?

w N

2 S5 Ol o) e

Customer Benefits
Example of a Call
Director

How to Log In

Setting up Rules
Setting up a Schedule
Setting up Special Days
Additional Tabs




Qggrnﬁﬁgancions NHC Acad emy. 24x(
Online Training

Agents Academy Home Page | NHC Web Site | NHC New\Voice Hosted Services | Sample End User | Sample Admin |

IP Phone Training

Polycom® SoundPoint® VVX-500 IP Business Phone - Interactive Training Guides

() Introduction

Placing a Call

Answering a Call

Holding and Resuming a Call

Adding, Editing & Placing a Call to Contacts
Setting Up a Conference Call

Automatic Call Forwarding
Transferring a Call - Attended
Transferring a Call - Unattended (Elind)
Setting Up Voicemail

Using Voicemail

® Polycom 300 Series Phone Training

s Polycom 400 Series Phone Training

m Polycom 500 Series Phone Training

® Polycom 600 Series Phone Training

= Polycom 650 Phone Training - with Transferring a Call to Voicemail

Sidecar Redialing Numbers
Enabling Do Not Disturb
Selecting a Ringtype
Adjusting the Display

Selecting a Language

= Polycom VVX 500 Phone Training
® Aastra 6731i Phone Training
Aastra 67571 Phone Training
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Desk Phone

Alternate
Site

A Call Director gives you the ability to route calls from your main number to alternate
destinations.

This Allows automatically routing the main number to any 10 digit domestic phone
number, send all calls to the main number to voicemail or set up a weekly call
routing schedule based on: time of day, day of week, calling party and configure for
holidays or special days in advance based on a calendar.

Calls can also be setup to ring numbers sequentially. Control of call router is through
a secure administrative portal where customers can make updates and changes
any Internet connection 24 by 7 and 365 days a year.



new horizon
communications

What are the Benefits of Call Director?

Easy Attendant £~
Easy Altendant Settings
)
Main Easy Attendant Menu Extensions
B ) f§o:0 W i y
a 8 Assign functions to each key on the caller’s phone Record initial greeting
. k * . I -
M a l n I N Day 5 R | y 1 Play Announcement v record
S 0
L s T 2 o 4 2 ) [Transfer to Phone v | (5309 [=]
o This announcement welcomes your
| 3 __Tmnsfer to Voicemail v __UQUU [w] callers, and tells them what options
I m e they can select from. These should
4 ) [Transfer to Phone v | [ogos match the options you have
-— ‘ El configured in the panel to the left.
5  |Dial by Extension A . .
- @ e.g. "Welcome to Bob's Tires. Press
6 ) for..” ee ful cample]
7 record
8

9 Play Announcement M record
0 Transfer to Phane v e.g. (123) 456 7890

Main TN

Apply Cancel

Night Time

Allows for Built in Disaster Recovery. Access The CommPortal from any internet connection to
redirect the number to a alternate location in the case of power failures or other issue that may
effect your service.

Allows you to create call flow rules and apply them to a schedule to be used at different times of
the day depending on your business needs.

For example when a call hits you main number during the day you can select to have it live
wered . If no one is available have it go to an auto attendant. For night you can have i
the auto attendant.
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NHC newVoice Administrator Phone
Settings
Please log in below.

Number: 5558675309

Password: l .........

[ Login |

If you have forgotten your password, please contact
customer support.

Log In

Open up a web browser

Navigate to
https://commportal.nhcgrp.com

You will need to enter the following
information.

Number — This is your 10 digit telephone
number.

Password — This is your Commportal
Password



https://commportal.nhcgrp.com/
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CommPortal Help

NHC Hosted 6000 NGl (8-
Mecsages B Calls Call Manager Apps ::Ll:esh
Contacts = For on demand help, click on the
You have no messages : . . .
|SGEF'E|'I far... & Help - Dashboard - Google chrome LU oo o) S Settlngs ‘QV ! Icon.

| £ NEW HORIZONS COMM...ATIONS CORP. [US] | https://commportal.nhcgrp.com/sessions &

, Dashboard s (located at the top right corner)

Messages & Calls The dashboard provides a way to quickly access some of your key
- features.
Missed Call Time of call Contacts
Call Manager Messages

Applications This shows at a glance how many new messages you have, and your S e I e Ct H e I p

total number of messages.

Groups
[ settings You can click on the link to go and manage those messages.
| ; Missed Calls

Tutorials

TErmeET Shows your racent missed calls.

If calls are from people in your contact list, their name is displayed along

|| Checking your voicemails with their phone type. Click on 2 caller's name to jump directly to their

Creating a voicemail contact list entry.

gresting

: } Contacts
Ringing multiple phones
i Provides an easy way to look up a contact by name and view their
Forwarding calls details. For more information, see the help for the contacts page.
Changing your account R o
Ccall I"‘Ianagt password Call Manager Settings
Importing contacts Shows you how your incoming calls are handled. You can change this by
Installing apps following the "Change Settings” link through to the Call Manager tab.

wi

Settings

Shows the current settings for some of your key services.

To change the sattings for any of these services, click on the name of the
service to jump directly to the relevant configuration.

Click to Dial

You can use phone numbers on this page, (including any numbers which
have been recognized via your contacts and thus displayed 2s 2 name
rather than a number) to directly place a phone call via Click to Dial.

Clicking the phone number brings up a2 menu of options. The menu

inrludac an antru tn malka tha nhana F3ll An namae that hava haan
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Call Manager

Call Director NGl (&

The Call Manager allow you define how

Messages & Calls . .
incoming calls are handled.

Rules = Weskly Schedule  Special Days

When I receive a call

| »

You have a number of choices on how
Incoming calls can be handled.

i® Ring my phone

() Forward to | <enter a number> |

() Send to voicemail

=Forward to another number
=Use one of your Set of Rules
=Use a different set of rules
Set 3 weekly schedule to apply different rules based on time, or day of the week. depending on time of day

Call Manager lats you decide who, how and when callers can reach you. Learn more

Set up rules for more advanced control.

« Additional options L
These aptions apply in all cases where you've chosen fo have your phone ring

*For a Call Director you must set to

{F 1 domt answer forward to or set up Rules and/or a weekly
© Fomward to| <enter a number> ~  schedule. The Ring my Phone setting will
ApD Cance make you call router inoperable.
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Call Director Gl |

Dashboand Messages & Calls Contacts Call Manager Apps Settings

Summary m Weskly Schedule  Special Days

Create rules to handle calls differently, depending on who is calling.

Once you've sst up some rules, use the Summary tab to start using them.

You can also use the Weekly Schedule to choose when different sats of rules are used.

| To begin, start with an example set of rules.

Call Manager - Rules

The Call Manager rules tabs give you a
number of options to work with. To get
started with a Example set of rules Click
start with an example set of rules.
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Call Director \\.al| |&~|

Dashboard Messages & Calls Contacts Call Manager Apps Settings

Summary m Weskly Schedule  Special Days

Rules give you advanced options for handling incoming calls. You can choose which set of nules is active from
the Summary tab.

Sets of Rules Normal

Normal Defzuit: All calls will ring your phone using the Standard Ringtone
Reject Calls x

Scraen Calls x

-

Maowve Down [ Edit H Add New Rule ]

Add Mew Set of Rules [ Apply ][ Cancel ]

Call Manager - Rules

The Example Set of rules will give you:
Normal Calls
Rejected Calls
Screen Calls

There is also the option to Add New
Set of Rules By Selecting the Add
New Set of Rules Button | add new set of Rules |

To Remove a Set of rules click the *
Next to the rule.

Hit Apply to save the changes.

Each Set of Rules have different
options that you can configur
the Edit button.
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Call Manager - Rules

Click a radio button to determine what
happens when this Rule is applied in the
When no rules apply in the "Normal™ set of rules Call Manager
2z aive vl When no rules apply tive f
fing my phone using | the Standard Ringtane ¥ | To forward the call directly to another

number click the forward to radio
button and fill in the telephone number
field. Then click the Finish button

forward to | <enter 2 number= El

sand to voicemail
Reject Calls reject the call

ask the caller to say their name before I accept the call . . .
To ring more than one phone at a time click

on the ring more than one phone radio

ask the caller to say their name before ringing more than one phone at the button and click Next
same time ar in sequence )

&) ring more than one phone at the same time or in sequence

= Back Mext = Finish Cancel
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When no rules apply in the "Normal” set of rules When no rules apply in the "Normal™ set of rules . . .
| o Configuration of ring more that one phone at a
When no rules apply Choose which phones you would like to ring when no rules apply
ring my phone using |the Standard Ringtone ¥ | Enter the phone number you want to ring, and for how long. - tl me Of In Seq uence.
forward to | <enter 2 numbers El The first phone will always start ringing immediately and you can have more
than one phone ring at the same time. If a line is busy, the next available
send to voicemail phone will start ringing immediately. . .
When Enabled it allows you to redirect calls to
reject the call All phones will stop ringing as soon as one phone is answered.
ask the caller to say their name before T accent the call If you don't answer or all lines are busy, the action selected here will be applied alternate telephone numberS.
instead of any global cogfiguration you may have configurad on the Summary
®) ring more than one phone at the same time or in sequence page.
ask the caller to say their name before ringing more than one phone at the IR g a a Q Q a
e e o1 1n eauence phone Number: [ Fy Phone 5] strt: [ %] enc: (120 +] [(Add ] e You Can configure multiple destinations to ring in
Ring my phane using | the Standard Ringtone ¥ | Sequence, simu Ita neOUSIV, orina Comb| nat|0n.
If I don't answer or all lines are busy, forward to |\.foicemail EI e

e [(Ne> || Anen | [ Cancel | < Back ] [ Next> || Fnish | [ Cancel | To Start Either Add a New set of rules or Hit Edit
to and existing set.
1. Select the Radio Button for ring more than

When no rules apply in the "Normal" set of rules

Choose which phones you would like to ring when no rules apply

Seconds into call: II] 3.“ ﬁII] 9|I] 1.2[' One phone'
:;‘;:;1:2‘; 5309 L. g | : 2. Hit Next
(555) 555 1212 | o x 3. Add 1st phOne to ring and determine the
start and end time for phone to ring
* Note: Each ring last 4. Click Add
Phone Number: [<enter 3 umbers ] Sart: [0 nc: (120 ] | 2 approximately five seconds Repeat for all additional phones
Ring my phone using [ the Standard Ringtone ¥ | 5. Choose a option for if the call is
If T don't answer or all lines are busy, forward to [Voicemail answered

el 6 Jee 6. Click Finish
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 Call Director NGl | |8~

Dashboand Messages & Calls Contacts Call Manager Apps Settings

Summary m Weskly Schedule  Special Days

Rules give you advanced options for handling incoming calls. You can chooss which set of rules is active from
the Summary tab.

Sets of Rules Normal

Normal Defzult: All calls will ring more than one phone
Reject Calls x

Screan Calls b1

-

Move Down || Edit || Add New Rule |

Add Mew Set of Rules [ Apply ][ Cancel ]

Call Manager — Timing

Click Apply to activate the changes
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Call Director NGl (&~

Dashboard Messages & Calls Contacts Call Manager Apps Settings
Rules = Weskly Schedule  Special Days

When I receive a call

| »

i) Ring my phone

() Forward to | <enter a number> L]

i) Send to voicemail

® Use my rules (or set up new rules)

i_) Handle dependin he time or day
Set a weekly schedt apply different rules basad on time, or day of the wesk,

« Additional options

1252 Opions oMy 1T i 3585 Wiare Vou ve anosan [0 Nave Your prarne ang.

If I don't answer:

-

i [ Apply ][ Cancel ]

) Forward to | <enter a numbers El

Call Manager — Applying Rules

Click back on the Summary tab.

Place the radio button on Use my ....
Rules.

Use the drop down boxes to configure
which Rule you want to use

Click Apply to save changes
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Call Director

Dashboard Messages & Calls Contacts Call Manager

Summary  Rules BRNEZSET« =W Special Days

Apply different rules to your calls based on the time, or day of the week.
To begin, you can start with:

= An example schedule that you can customize (recommended)

= A blank schedule

Apps

INCTINE-3d

Settings

Call Manager — Weekly Schedule

The weekly schedule tab allows you apply
different rules and handle calls based on a
specific time period.

To Get Started Choose from:

An example schedule that you can
customize

Or

A blank schedule
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Call Director

Periods (max 3)

Working Hours

Call Manager — Weekly Schedule

NGl @

Messages & Calls Contacts Call Manager Apps Settings

Rules RUE=NEa =0 Specizl Days

Using your weekly schedule, you can apply different rules at different times of day.

Once you have set up your weskly schedule here, you can use the Summary tab to chooss which rules apply
during the periods you have defined.

Mon Tue Wed Thu Fri Sat Sun

o aim

9 am
10 am
11 am
12 pm

1 pm

2 pm

3 pm

4 pm

5 pm

6 pm| |
2 Zoom In

For our example we have chosen
(An example schedule that you can
customize )

To Make Changes to the Hours:

1. Click on the Period you want to
activate.

2. Using your mouse, click & drag over
the day and time you want that period
active.

3. Click Apply to save changes

* Note: Periods are color coded
to match the entries on the
schedule. White spaces are
considered all other times.
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Call Manager — Create New Period

Call Director LA 1. Click on Add New Period

Dashboard Messages & Calls Contacts Call Manager Apps Groups Settings

summary  Rules Special Days 2. Enter a Name for the Period

Using your weekly schedule, you can apply different rules at different times of day.

0Once you have set up your weskly schedule here, you can use the Summary tab to choose which rules apply 3 Clle App|y
during the periods you have

Choose a name for this new period.

Periods (max 3) ) . . m ) .
For example, you might choose "Lunch” or "Working Hours".

o [ | @) :

[ OK H Cancel ]

L pin

1 pm
2 pm
3 pm
4 pm
5 pm
6 pm -

S Zoom In
e [ Apply ][ Cancel ]

Add New Period H Renams ]
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Call Director

Dashboard Messages & Calls Contacts

Rules  Weskly Schedule  Specizl Days
(0 Usemy rules (or set up new rules)

'® Handle depending on the time or day

= On normal days use my rules during Lunch
use my rules during Weekend
use my rules during Working Hours

Lis2 my rules at zll other times
= On

Special Days uss my rules

Call Manager

= Additional options

Thaca anfinne anniv in 3l ~acoc whars v va ~hocan #a have
1esa Qpnans Sy in 8N 3528 WNare you ve onasan o nav

If T don't answear:

(=TINE-33

Apps Settings

Call Manager — Applying the weekly Schedule

To apply the schedule go back to the
summary Tab.

1. Please the radio button on (Handle
depending on the time or day)

2. Use the drop down boxes to configure
which Rule is used during that

particular period.

3. Click Apply to save changes.

* Note: At all other times would be anything
that is not colored in on the calendar and
would be represented by a white space.
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Call Manager — Special Days
Call Director 2

The Special Days tab allows you to define

days on which you will not be followin
Summary  Rules  Weskly Schedule y y g
your normal daily schedule.

Special Days are exceptions to your normal weekly schedule.

Dashboard Messages B Calls Contacts Call Manager Apps Groups Settings

For example, vacations or business trips are special days, when you may want to handle calls in a different way. . :
You can use the Summary tab to choose a different rule which applies for the whaole of these days. For exampler YOU can conflgure da speC|a|

Click a date on the calendar to make it 2 special day, or click an existing special day to make it normal again. day for the sta ndard pu b“C h0|idayS or
You can also click and drag to change several days at once. .
on a vacation day.

February 2016 March 2016 April 2016
Mon Tue Wed Thu Fi Sat Sun | Mon Twue Wed Thu Fi Sat Sun Mon Tue Wed Thu Fi  Sat  Sun
1 3 4 5 & 7 1 2 3 4 5 & 1 2 3
1 B 9 10 11 12 13 4 7 B 9 10 11 1z 13 4 L & 7 B 9 10 b
« 15 16 17 18 13 20 21 14 15 16 17 18 19 2 11 12 1z 14 15 16 17 »

2 X3 M X X7 IB 21 X2 23 M X 2w I i 1% 20 21 2@ 23 M

Go To Today Clear & Add Public Holidays App Cance




commu

Call Director

Dashboard

cts

Personal Details
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Department
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Settings — Account Password

Messages & Calls Contacts Call Manager

Messages  Motifications = Reminders

Standard Seat

Mone

Account Password
Call Services PIN

Voicemail PIN

change

Devices
Desk Phone

(508) 779 6011 set keys

Apps

A, call |

LA

Groups

Settings

1.

Account Password: Allows you to
change your login password for the
CommPortal.

Call Services Pin: Allows you to change
your PIN for Remote Call Services.

Voicemail Pin: Allows you to change
your PIN for Voicemail
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Change Account Password

Current password: |

Mew password: |

Confirm new password: |

Change Call Services PIN

New PIN: |

Change Voicemail PIN

New PIN: |

Settings — Changing Passwords

Enter Current Password

Enter New Password

Confirm New Password

Click Confirm to save changes

Note Password must be alphanumeric and contain at least one letter and
one number. (8 to 20 characters)

BwNp

1. Enter New PIN
2. Click Confirm
Note: Password must be 4 numbers long.

1. Enter New PIN

2. Click Confirm

Note: Password must be 6-20 numbers long with no numbers in a
sequence. It also cannot be the number of the line or contain a
part of the number
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Call History

Call Director O~

Dashboard Messages & Calls Contacts Call Manager Apps Groups Settings

Call History

Messa (0 MNew) Missed Dialed Recaived Rejected Deleted . q
B | bl Wi The Call History Tab will show you call the

FRE— Thu 1/21, 3:14 pm Show N calls that have come through the call
Diailem

S Thu 1/21, 2:14 pm Show router. As the call router does not actually
Dl .

EO Thu 1/21, 2:02 pm Show answer the calls they will appear on the

=PRI S

missed calls tab.

Export |




For any questions or additional help, visit
http:.//www.nhcgrp.com/resources/

- Or -
Contact our Customer Care Specialists @

855-600-4NHC (4642)



http://www.nhcgrp.com/resources/

