new horizon
cccccccccccccc

CommPortal

End User Guide

August 3, 2018

CONFIDENTIAL



new horizon
communications

Revision History

Revision Date Description Initials
1.0 10/9/17  First published version. CS
1.2 8/3/18 Revision for new release of CommPortal (EAS 9.4) CS
Purpose

Use this guide to learn how to use CommPortal.

Audience

Information in this document is for all users of NHC telephone services.

Reference

Refer to this guide for more information about CommPortal:

CommPortal Administrator Guide
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Overview

This quick reference guide explains how to view and manage information in NHC's CommPortal:
e Loglin
e CommPortal Help
e Make Call

e CommpPortal Interface
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This section explains how to log into CommPortal the first time, and how to sign in routinely
after that.

Initial Login

When you sign into CommPortal for the first time, a setup wizard prompts you to change your
password, and your Voice Mail Pin. You can also record your voicemail greeting and name, or
choose to accomplish those tasks later.

To get started, go to https://commportal.nhcgrp.com:
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CommPortal Web

Please log in below.

Number:

Password:

Remember me on this computer.

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

Log in with your ten-digit telephone number and generic password.


https://commportal.nhcgrp.com/
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Welcome screen for the CommPortal Setup Wizard appears.
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Welcome to CommPortal Setup Wizard

Welcome

There are a few steps to complete in order to set up your account.

Select "Next" to begin.

Click Next. The Change Password screen appears.
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Welcome to CommPortal Setup Wizard

Change Password

Your password has already been created.

You can update your password again, or press "Next" to continue.

Old password: TTYTYYYY
New password: essssssee (7]
Confirm new password: sss000004

Enter your old password.

Choose a new password, then confirm your new password.
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Note: Password must be alphanumeric, and contain at least one letter and one number. It must
be eight to twenty characters long.

Click Next. Change PIN screen appears.
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Welcome to CommPortal Setup Wizard

Change PIN

Please create a new PIN to access your Voicemail service.

Change PIN

Voicemail PIN: | 867530 ®

Logout | Previous | Next

Enter your new PIN next to Voicemail PIN.

Note: PIN must be six to twenty digits long, with no numbers in sequence. You cannot use your
telephone number, or part of your telephone number.
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Click Next. The Record Greetings screen appears.
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Welcome to CommPortal Setup Wizard

Record Greetings

You can now record your name and default greeting.

Record your name: Record Name

Record your default greeting: Record Greeting

You may press "Next" to skip this step.

At your option, click Record Name to record your name. Click Record Greeting to record your
voicemail greeting. In each case, a pop-up appears with options to record.

Note: Connect a microphone to your computer to accomplish this step.

After you have finished recording, or to skip this step, click Next. The Finished screen appears.
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Welcome to CommPortal Setup Wizard

Finished

Congratulations! You have completed the wizard.

Press "Finish" to start using CommPortal.

Click Finish to open CommPortal.
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Routine Login
To log into CommPortal after initial setup:
1. Open a web browser.

2. Navigate to https://commportal.nhcgrp.com.
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CommPortal Web

Please log in below.

Number:

Password:

Remember me on this computer.

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

3. Enter the following information:
Number — Your ten-digit telephone number
Password — Your CommPortal password

4. C(lick Login to open CommPortal.


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

For on-demand help, click Help under Support on the landing page.:

Your Services

@000

Groups Call Settings Message Settings Notifications

Personal Details Security Support

Change Password Help
Change Call Services PIN Send Feedback

Change Voicemail PIN

A sample help page appears below:

@ Mew Harizons Commu...ations Corp, [US] | https.//commportalnhegrp.com/modern/ses.. &}
Home Phone Status
Messages and Calls Call Manager is a service that monitors
Contacts your incoming calls, and handles them
according to your parameters. You can set
Phone Status it up to handle incoming calls differently
Call Settings based on the time of day, the date, and

depending on who is calling.

You can select from a number of different
options for how you want Call Manager to
treat your calls. The following are just a
couple of examples of the sort of things
Call Manager can do for you.

Message Settings
Notifications

Send Feedback

During your working hours, forward calls
to your mobile phone, only for people in
your contact list, and send all other calls
to voicemail.

If you are unable to answer the initial call,
ring other numbers in a sequence or all
at the same time.

How Does Call Manager Work?

You can configure Call Manager by

defining "Rules”, a "Weekly Schedule”, and
"Special Days".

Rules, which are always part of a "Set of
Rules". tell Call Manacer what to do when v

10
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Make Call

lick Make Call in the top menu to open the Dialer pane. When you place a call from the Dialer,
recipient’s phone displays your office number, as if you called from your desk phone. You can
also dial your desk phone from the CommPortal Dialer.

To make a call:
1. In the Phone Status screen, click Make Call at the upper right. Dialer pane opens.

Dialer

Make a call to:

enter number to call

From:
My Phone Change

2. Enter phone number under Make a call to:, or select a person in your business group
from the drop-down list.

3. Click Dial.
CommPortal places the call via your desk phone.

To use this feature to place a call from another phone, with your desk phone number displayed
in caller ID:

1. Click Change next to From: My Phone in the Dialer pane.
A pop-up appears.

2. Enter a new phone number, or select from the list of previously entered numbers.
Enter recipient’s telephone number under Make a call to..

4. Click Dial.

CommPortal places the call as requested.

11
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CommPortal Interface

The CommPortal Home page contains two parts: Phone Status and Your Services.
The top menu above Phone Status contains these selections:

e Home: Most common functions, including Phone Status or Call Manager, to specify how
CommPortal handles your incoming calls.

e Messages and Calls: Provides call history, allows you to manage and listen to
voicemails.

e Contacts: Provides a method for storing and retrieving contact details.

Home Messages and Calls (5) Contacts Make Call vvx 500 -

Phone Status

Rules Weekly Schedule Special Days

When | receive a call

* Ring my phone
Forward to | enter a number A 4

Send to voicemail

Under Your Services, you have access to:
e Groups: Allows you to manage the Hunt Groups you are subscribed to.
e Call Settings: General call settings.
e Message Settings: Displays the settings for voice mail.

¢ Notifications: Provides access to Notification settings.

Your Services

@00

Groups Call Settings Message Settings Motifications

12
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Messages and Calls

Click Messages and Calls in the top menu for access to voicemail messages and call summaries:

e To listen to your voicemail messages on your computer, click the play u button.

e To manage your voicemail messages, click the AEONE T b utton for a drop-down list of

options, such as Reply, Mark as Heard, or Forward as Email or Voicemail.

e To delete a voicemail message, click X

e View call information for your Missed, Dialed, Received, or Rejected calls, and view
Deleted voicemail messages.

o To export call summaries in Comma Separated Values (CSV) format, click Export in the
Missed, Dialed, Received, or Rejected tabs.

Home Messages and Calls (5) Contacts Make Call v 500 -

Missed Dialed Received Rejected Deleted | 0

Messages (5 New)

u CVS CAREMARK Tue 6120, 1:23 pm, 57 secs Actions ¥ x
u CVS CAREMARK Tue 620, 5:21 am, 53 secs Actions ¥ x
u CVS CAREMARK Mon &9, 5:03 pm, 53 secs Actions ¥ x
u TOLL FREE CALL Mon §/19, 3:06 pm, 28 secs Actions ¥ x
u CVS CAREMARK Man 6/19, 1:07 pm, 1 min Actions ¥ x

Personal Details Security Support

Change Password Help
Change Call Services PIN Send Feedback
Change Voicemail PIN

13
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Contacts

Click Contacts in the top menu to manage your CommPortal Contact List, as well as your
personal Speed Dials. You can also view the Extensions and Short Codes in your business group.

Home Messages and Calls (5) Contacts Make Call vwx 500 =

Speed Dials Extensions Short Codes

Contacts and Groups Manning, Jenny
Search for... Manager
New Horizon
7] Jenny (555) 867 53
(555) 867 55 (555) 867 12
@nhec.com

123 Seseme St
Fanstasyville
Lala

55555

United States

Personal Details Security Support

Change Password Help
Change Call Services PIN Send Feedback
Change Voicemail PIN

Perform these tasks in the Contact List tab:

e To locate individuals in your contacts list, enter your search string under Contacts and
Groups.

e To add a new contact, click New Contact, then enter contact information in the desired
fields.

e To add a new group, click New Group, then enter group information in the desired
fields.

e To import contacts from another application, click Import, then follow the prompts.
e To export contacts another application, click Export All, then follow the prompts.

o To modify contact information, select the desired contact, then click Edit at the lower
right.

e To remove a contact from the list, select the desired contact, then click Delete at the
lower right.

14
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Import Contacts

CommPortal permits you to store up to 1,000 contacts. You can import your contact list from
another application via a .csv file. To create a sample .csv file, first enter a contact manually, then
click Export All. Export downloads a .csv file to your computer, and gives you the correct
format to upload.

1. Once your .csv file is ready, click Import at the bottom of the screen.
Import Contacts pop-up appears.
2. Click Browse to locate the .csv file on your computer.

Caution: By default, new contact details replace existing information if contact names are
identical.

3. Click Import.

CommPortal imports contact information from the .csv file.

Home Messages and Calls (5) Contacts Make Call v 500 -

Speed Dials Extensions Short Codes
New Contact New Group | Import | Export All

Contacts and Groups Manning, Jenny
I Search for... Manager
MNew Horizon
] Jenny (555) 867 53
I555) BBT 55 (955) 867 12
@nhc.com

123 Seseme St
Fanstasyville
Lala

555655

United States

Security Support
Change Password Help

Change Call Services PIN Send Feedback
Change Voicemail PIN

15
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Speed Dial Contacts
CommPortal permits you to create up to twenty-nine personal speed-dial contacts.
To create a speed-dial contact:

1. Click Contacts in the top menu, then click the Speed Dials tab.

2. Select the desired speed-dial number from the Speed Dial drop-down list on the right .

3. Enter the ten-digit telephone number that corresponds to the selected speed-dial
number.

4. Click Add.
5. When all of your entries appear correctly in the left-hand panel, click Apply.
To delete an individual speed dial, click the X icon next to it, then click Apply.
To remove all speed-dial numbers from the left-hand pane, click Clear List, then click Apply.

The image below illustrates these procedures:

Home Messages and Calls (5) Contacts Make Call wx 500 -

Contact List Speed Dials Extensions Short Codes

Makes dialing faster by allowing you to assign a one or two digit code to speed dial to different telephone
numbers. One digit codes can range from 2-9. Twao digit codes can range from 20-49.

Clear List Apply Cancel

Speed Dial Number New Speed Dial
2 (555) 867 53 x Speed Dial- 3 v
Number: 5555551234

Personal Details Security Support

Change Password Help
Change Call Services PIN Send Feedback

Change Voicemail PIN

16
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Extensions and Short Codes

Click Contacts in the top menu, then click the Extensions tab to view all of the extensions in
your business group:

Home Messages and Calls (5) Contacts Make Call vvx 500 ~

Contact List Speed Dials Short Codes

Extensions allow you to guickly dial other numbers in the Business Group. The table below shows all the lines in
the Business Group and the extensions that are currently in operation.

Search for...

Name Telephone Number Extension
59520031 (585) 200 31

59520031 (585) 200 31

Jon WX 300 (315) 572 48 48
sla (315) 572 48 48
Test 3: Admin (315) 572 48 48
test 4800: Admin (315) 572 48 48
test 4801 (315) 572 48 48
test 4804: Admin (315) 572 48 48
test 670: Admin (315) 572 48 48
test (595) 200 32

wvx 500: Admin (315) 572 48 48

Personal Details Security Support

Change Password Help
Change Call Services PIN Send Feedback
Change Voicemail PIN

17
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Click Contacts in the top menu, then click the Short Codes tab to view all of the short codes in
your business group:

Home Messages and Calls (5) Contacts Make Call wwx 500 -

Contact List Speed Dials Extensions Short Codes

Short codes allow you to guickly dial common numbers. The table below shows the short codes currently in

operation.

Search for...

Short Code Telephone Number or Service Access Code
999 (555) 867 53

Personal Details Security Support
Change Password Help

Change Call Services PIN Send Feedback
Change Voicemail PIN

Note: Entries in the Extensions and Short Codes tabs are view-only. The business group
administrator can modify these listings through the administrator portal.

18
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Home Screen Summary Tab

To manage your incoming calls, click Home in the top menu. Your phone’s Summary tab opens:

Home Messages and Calls Contacts Make Call Steven Greffenius -

Phone Status

Rules ‘Weekly Schedule Special Days

When | receive a call

® Ring my phone
) Forward to | enter a number ¥
' Send to voicemail
' Use my | Normal T | rules (or set up new rules)

' Handle depending on the time or day

Set a weekly schedule to apply different rules based on time, or day of the week.

Additional options

These options apply in all cases where you've chosen to have your phone ring
If | don't answer:

) Forward to | enter a number -

® Send to voicemail

) Reject the call

IfI'min a call:

) Forward to | enter a number v | ©

® Send to voicemail

0 Reject the call

What audio should callers hear before their call is answered? €
® Use default ringback

(0 Use custom ringback record

19
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Rules Tab

To set rules in the Call Manager, click the Rules tab under Phone Status. The tab lists three sets
of rules in the left pane:

e Normal
e Reject Calls

e Screen Calls

The Rules tab appears below:

Home Messages and Calls (5) Contacts Make Call wvx 500 -

Phone Status
Summary “ Weekly Schedule Special Days
Add New Set of Rules Apply

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

Sets of Rules Normal

MNormal
Reject Calls x Default: All calls will ring more than one phone

Screen Calls " Edit | Add New Rule

20
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To modify a rule set, select the desired rule set under Sets of Rules, then click Edit or Add New
Rule on the right. For example, if you select Normal under Sets of Rules, then click Edit, the
following pane appears:

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

When no rules apply
® ring my phone using | the Standard Ringtone
forward to -
send to voicemail
play a reject message and reject the call
ask the caller to say their name before | accept the call

ring more than one phone at the same time or in seguence

ask the caller to say their name before ringing more than one phone at the same time or in sequence

Thus when no rules apply in the Normal set of rules, select one of these options:

= Ring my phone: <select ringtone>

= Forward to: <enter number>

= Send to voicemail: sends all calls to voicemail
= Reject the call: rejects all calls

= Ask caller to give name

= Ring more than one phone

= Ask the caller to give name, then ring more than one phone

After you select your preference, click Next or Finish, as appropriate.

21
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You can also specify what to do when you receive a call from an individual caller, or from
someone in a designated group. If you select Screen Calls under Sets of Rules, then click Edit,
the following pane appears:

Edit a rule in the "Screen Calls" set of rules

When | receive a call from
an individual contact: | <Select= v
a group of contacts: | =Select=
anyone on my contact list
anyone in my business group
this number or group of numbers: A4

= an anonymous number

You can select one of the options in the list:
e Anindividual contact: <select contact>
= A group of contacts: <select group>
= Anyone on my contact list
= Anyone in my business group
= A number, or group of numbers: <specify>
= Any anonymous number

Click Next or Finish, as appropriate.

22
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Accomplish the following tasks in the Rules tab:

To add a new rule set to the list, click Add New Set of Rules below the pane. To rename
any rule set other than Normal, click Rename.

To remove a set of rules from the list in the left pane, click * to the right of the rule set.
To remove a rule from the list of rules in the right pane, click * to the right of the rule.

The default rule always appears last. To move a created rule up one position in the list,
click Move Up. To move a rule down one position in the list, click Move Down.

To modify an existing rule, select the rule set and the rule, then click Edit.
To add a rule to a selected rule set, click Add New Rule.

To save your changes, click Apply at the lower right.

To create or modify rules in the Rules tab:

1.

Select Normal, Reject Calls, or Screen Calls under Sets of Rules in the left pane.

To add a new set of rules, click Add New Set of Rules. To rename an existing set of
rules, click Rename.

Click Add New Rule when you want to add a rule to the selected rule set. Otherwise,
click Edit to modify the default rule, or to modify a rule you have added.

A list of options appears. For example, if you select Screen Calls under Sets of Rules, then
click Add New Rule, these options appear:

Add a new rule to the "Screen Calls" set of rules

When | receive a call from
& an individual contact: | <Select= v
a group of contacts: <Select> v
anyone on my contact list
anyone in my business group
this number or group of numbers: v

an anonymous number

Cancel

3. Click the desired option, or accept the default option.

4. Click Next. In the next pane, specify how to handle the call.

5. Click Finish to add the new rule to rule set.

23
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You can have Call Manager ring more than one phone at the same time, or in sequence. To do
so, click Add New Set of Rules in the Rules tab, or click Edit to modify an existing rule set. The
example below uses the Normal rule set.

1. Select ring more than one phone at a time or in sequence, then click Next.

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

When no rules apply
ring my phone using | the Standard Ringtone v
forward to enter a number d
send to voicemail
play a reject message and reject the call
ask the caller to say their name before | accept the call

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

ask the caller to say their name before ringing more than one phone at the same time or in sequence

24
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2. In the next panel, select first phone to ring in the Phone Number drop-down list, then set
number of seconds phone should ring in the Start and End drop-down lists.

Note: Each ring lasts approximately five seconds.

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: 0 30 60 90 120
My Phone (L x
(555) 867 5309 o o x®
Phone Number: 5555557878 w Start 10 v End: 30 ~ @

Ring my phone using | the Standard Ringfone ¥

If  don't answer or all lines are busy, forward to hd

Click Add.
Select a ringtone, if desired.
Enter additional numbers, if desired. Click Add for each number.

Select action to take if you don't answer, or if all lines are busy.

Click Finish.

© N o v o~ W

Click Apply to activate changes.

Note: For calls that ring multiple lines, and no one answers, call goes to first voicemail that picks
up the call.

25
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Apply Rules

To apply a rule set to incoming calls:

—_

Click the Summary tab under Phone Status.

2. Select Use my ... rules under When | receive a call.
3. Select the desired rule set in the drop-down list.
4. Click Apply to save changes.

Home Messages and Calls (5) Contacts Make Call wvwx 500 -

Phone Status

Rules Weekly Schedule Special Days
-

When | receive a call

 Ring my phone

) Forward to | enter a number -

) Send to voicemail

® Use my MNormal ¥ |rules (or set up new rules) -

) Handle depending on the time or day

Set a weekly schedule to apply different rules based on time, or day of the week.

26
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Weekly Schedule Tab

Open the Weekly Schedule tab to create custom rules for calls based on defined periods during
the week. To get started, select from:

e An example schedule that you can customize, or

e A blank schedule

Home Messages and Calls (5) Contacts Make Call vvx 500 -~

Phone Status
Summary Rules 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)
* Ablank schedule

27
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For this procedure, we have chosen a sample schedule you can customize (see below). Font
colors for Lunch, Weekend, and Working Hours on the left match times blocked out in the
weekly schedule. Thus Lunch appears in blue from 12:00 — 1:00 pm, Monday to Friday. White
designates all periods other than Lunch, Weekend, and Working Hours.

To modify time blocks in the schedule:

1. Under Periods on the left, click the period you want to schedule.

Lunch is selected in the illustration.

Home Messages and Calls (5) Contacts Make Call

Phone Status

Rename

Summary

Rules Weekly Schedule Special Days
-

vwx 500 ~

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

day.

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

Periods (max 3)

- Lunch

Weekend

Working Hours

Mon Tue Wed Thu Fri Sat Sun

1am
2 am

LD
o owm
S 3

5 am
6 am
7 am

w o
o oW
S 3

10 am
11 am
12 pm

0=l O fa G R =
TEEEEEEEE
3333335353

9 pm
10 pm
11 pm

# Zoom In

2. Use your mouse to click and drag the period over the days and times in the schedule
you want that period active.

3. Click Apply to save changes.



new horizon
communications

Apply Weekly Schedule

To apply a weekly schedule, return to the Summary tab:
1. Under When | receive a call, select Handle depending on the time or day.

Several drop-down lists appear below your selection. Lists contain default rule sets, such
as Normal, and custom sets you have created.

Home Messages and Calls (5) Contacts Make Call wvx 500 ~

Phone Status
Rules Weekly Schedule Special Days
-

When | receive a call

1 Ring my phone
) Forward to | enter a number -
1 Send to voicemail

o Use my Normal ¥ [rules (or set up new rules)

® Handle depending on the time or day -

On normal days use my lAﬂer Hours ¥ | rules during Lunch

use my | After Hours T | rules during Weekend
- use my | Normal ¥ | rules during Working Hours

use my | After Hours T | rules at all other times

On Special Days use my | After Hours ¥ | rules

2. Use the drop-down lists to select which rule set to use during each period.

3. Click Apply at the upper right to save changes.

29
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Special Days Tab

You can apply special rules during public holidays, vacation days, or business trips. To do so,
click the Special Days tab:

Home Messages and Calls Contacts Make Call Steven Greffenius ~

Phone Status

Summary Rules Weelkly Schedule
Go To Today Clear All Add Public Holidays

Special Days are exceptions to your normal weekly schedule.

For example, vacations or business trips are special days, when you may want to handle callsin a
different way. You can use the Summary tab to choose a different rule which applies for the whole of
these days.

Click a date on the calendar to make it a special day, or click an existing special day to make it normal
again. You can also click and drag to change several days at once.

June 2018 July 2018 August 2018
Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri Sat Sun
1 2 3 1 1T 2 3 4 5

4 5 6 7 & & 10 2 3 4 5 6 T 8 65 7 & & 10 11 12
4 m 12 13 14 15 16 17 9 10 M 12 13 14 15 13 14 15 16 17 18 19 »
13 19 20 21 22 23 24 16 17 18 1% 20 21 22 20 21 22 23 24 25 2% 99
25 26 27 28 30 23 24 25 26 27 25 29 27 28 28 30 A
|

44
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To specify how to handle calls on these days, open the Rules tab, click Add New Set of Rules,
and create a rule set called Special Days:

Home Messages and Calls Contacts Make Call Steven Greffenius -

Phone Status
Summary “ ‘Weekly Schedule Special Days

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

Sets of Rules Special Days

Normal

_ Default: All calls will be sent to voicemail
Reject Calls X

Screen Calls x Add New Rule

Special Days X

Then return to the Summary tab to apply the new rule set:
1. Select Use my ... rules under When | receive a call.
2. Select Special Days from the rules drop-down list.

3. Click Apply.

The system now handles your calls according to the Special Days rule set.

Home Messages and Calls Contacts Make Call Steven Greffenius ~

Phone Status
Rules Weekly Schedule Special Days

When | receive a call

' Ring my phone
) Forward to | enter a number ¥

' Send to voicemail
® Use my Special Days v | rules (or set up new rules)

' Handle depending on the time or day
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Groups

Click the Groups icon to view Multi-Line Hunt Groups your line may be part of. Select a group
under Group Membership on the left to view members of the group on the right. Gray arrow
icons next to a member’'s name indicate logged-in or logged-out status. To log out of a group,
click Logout. To log in, click Login.

The Groups icon is not visible if your line is not part of a Multi-Line Hunt Group.

¢ Back Messages and Calls () Contacts Make Call wvwx 500 -
Groups Call Seftings IMessage Matifications
Setlings
Groups
Multi Line Hunt Groups and Call Pickup Groups you are a member of. For Multi Line Hunt Groups, indicates

logged-in, and logged-out.

Group Membership Hunt Group: SLA Groups
Hunt Group: SLA Groups Number of Lines: 3 (Logged in: 3)
) _ Status: You are currently logged in to
Call Pickup Group: 1 this Hunt Group
Logout
Position Number Ext. Name
1 (595) 200 31 595200231
2 (595) 200 31 59520031
3 (315) 572 48 45 vvx 500
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Security

Under Security, you can set or modify the following security information:
e Change Password — Allows you to change your CommPortal login password.
e Change Call Services PIN — Allows you to change your PIN for remote call Services.

e Change Voicemail PIN — Allows you to change your PIN for voicemail.

Security Support
Change Password Help

Change Call Services PIN Send Feedback

Change Voicemail PIN

Change Password

Click Change Password under Security to open the Change Password pane:

Change Password

Current password:
New password:

Confirm new password:

Confirm Cancel

To change your account password:
1. Enter your current password.
2. Enter your new password.
3. Confirm your new password.
4. Click Confirm to save the change.

Note: Password must be 8 to 20 alphanumeric characters, with at least one letter and one
number.
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Change Call Services PIN

Under Security, click Change Call Services PIN:

Change Call Services PIN

New PIN:

Confirm Cancel

To change your call services PIN:
1. Enter new PIN.
2. Click Confirm.

Note: PIN must be four numbers long.

Change Voicemail PIN
Under Security, click Change Voicemail PIN:

Change Voicemail PIN

Current PIN:
New PIN:

Confirm new PIN:

To change your voicemail PIN:
1. Enter current PIN.
2. Enter new PIN.
3. Confirm new PIN.
4. Click Confirm to save the change.

Note: Voicemail PIN must be 6-20 numbers long, with no numbers in a sequence. It also cannot
be the number of your phone line, or contain part of the phone number.
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Devices

Under Personal Details, click Devices:

Security Support

Change Password Help

Change Call Services PIN Send Feedback

Change Voicemail PIN

The Devices pane appears:

Devices

Desk Phone (315) 572 48 set keys

Click set keys to open a separate interface, where you can add or remove programmable keys
for your desk phone.

Note: Options for programming keys on your phone depend on the type of phone ordered.
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Call Settings

Use Call Settings to specify how to handle incoming and outgoing calls under particular
circumstances.

@000

Groups Call Setfings lMessage Motifications
Settings
Call Settings Apply
General

Caller transfer is not available as no operator number has been set for your business group.
1 Withhold caller ID when making calls

¥ Provide caller ID for incoming calls

¥ Provide caller name for incoming calls

Call Forwarding

Ask me for a forwarding number each time | turn on forwarding from my phone using an access code:

¥ Immediate Forwarding

¥ Busy Forwarding

Call Blocking

Choose which types of phone numbers should be blocked.

) Local

MNational and Mabile

International
Premium Rate
- Operator

I Directory

1 Access Codes

1 Access codes that change configuration
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General
Check boxes under General allow you to:

e Withhold caller ID when making calls — Check this box to withhold your outgoing caller
ID.

e Provide caller ID for incoming calls — Check this box to receive caller ID number for
incoming calls.

e Provide caller name for incoming calls — Check this box to receive caller ID Name for
incoming calls.

Call Forwarding

When you turn on call forwarding from your phone, specify how you want the system to handle
your calls.

Call Blocking

Checkboxes under Call Blocking allow you to restrict which types of calls can be dialed from
your telephone. Check the boxes for the types of calls you wish to disallow.
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Message Settings

Use Messages Settings to configure voicemail services.

General
General section under Message Settings contains these items:

Check Incoming calls are forwarded to voicemail after to set the number of rings before a call
forwards to voicemail. One ring equals approximately five seconds.

Check Forward messages as emails to send voicemail messages as .wav files to your email
address. To enable and configure this feature:

1. Check the box next to Forward messages as emails.
2. Click add an email address.

3. Enter e-mail address, then click Add.

4. Click Apply at the upper right.

Note: Check Leave Original in Inbox if you want to leave the original voicemail message
in your voicemail box when you forward it to email.

{ Back Messages and Calls (b) Contacts Make Call v 500 ~
Groups Call Settings Message Settings Motifications

Message Settings

General

Incoming calls are forwarded to voicemall after seconds A\

Forward messages as emails

Mailbox Access

Voicemail Greeting
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Mailbox Access

Mailbox Access section under Message Settings contains these options for your voicemail box:

e Skip PIN — Option is available only if you check Fast Login. Select if you do not want to
enter your PIN when you check your voicemail.

e Fast Login — System recognizes your phone number when you log into your voicemail
box from your own telephone. Enter only your PIN.

e Auto-play voicemail — Check if you want your voicemail messages to play automatically
when you open your inbox.

e Voicemail playback — In the drop-down list, select:

Details and Message to hear who the message is from and when it was left, as well as
the recorded message.

Message only to hear only the recorded message.

Details only to hear only who the message is from and when it was left.

¢ Back Messages and Calls {5) Contacts Make Call v 500 -
Groups Call Setings Message Seifings Motifications

Message Settings

General

Mailbox Access
Skip PIN

¢ Fast Login
Auto-play voicemail

Voicemail playback | Details and Message

Voicemail Greeting

Click Apply at the upper right to save your changes.
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Voicemail Greeting

You can record voicemail greetings with a microphone attached to your computer. In the drop-
down list next to Use the greeting, select which greeting to play when a caller leaves a voicemail

message:

e [Extended Absence — Click record to open pane to record or upload extended absence

greeting.

e Personal — Click record to open pane to record or upload personal greeting.

e System with name * — Click edit to open pane to record or upload spoken name.

e System with number

e System

Click more options to show two more options for special purpose greetings:

e Use a different greeting when I'm in a call. — Click record to open pane to record or

upload a personal busy message.

e Use different greeting within my business group. — Click record to open pane to record or

upload a greeting for members of your business group.

{ Back Messages and Calls (5) Contacts

@000

Groups Call Settings Message Seftings Matifications

Message Settings
General
Mailbox Access

Voicemail Greeting

Use the greeting: | System with number ¥

more options

Use a different greeting when I'm in a call. record

Use different greeting within my business group. record
Click Apply at the upper right to save your voicemail greetings.
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Notifications

Click the Notifications icon to configure alerts for your voicemail messages.

{ Back Messages and Calls Contacts Make Call Steven Greffenius ~

Call Settings Message Motifications

Settings

Notifications
Message Waiting Indicator
Email
Qutdial

Override
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Message Waiting Indicator

To specify that you want your Message Waiting Indicator light to flash when you receive a
voicemail message:

1. Under Message Waiting Indicator, check Send phone notification of incoming messages to
the following phone numbers.

€ Back Messages and Calls (5) Contacts Make Call vwx 500 -

Groups Call Settings Message Motifications
Settings

Notfications

Message Waiting Indicator

¥/ Send phone nofification of incoming messages to the following phone numbers

Phone Number Urgent Vioicemail All Voicemail

(315) 572 48 )] ] x
Qutdial
Override

2. To specify one or more phone numbers, click New Entry, enter a phone number, then
click Add.

3. Specify Urgent Voicemail or All Voicemail for each number, then click Apply to save your
changes.
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Email

To specify that you want to receive email notification of new voicemail messages:

1. Under Email, check Send email notification of incoming messages to the following
addresses.

{ Back Messages and Calls Contacts Make Call Steven Greffenius ~

000

Call Settings Message Naotifications
Settings

Notifcatons

Message Waiting Indicator

Email
¥ Send email notification of incoming messages to the following addresses
Email Address Urgent Voicemail All Voicemail
There are no entries.
Outdial

Override

2. To specify one or more email addresses, click New Entry, enter an email address, then
click Add.

3. Specify Urgent Voicemail or All Voicemail for each address, then click Apply to save your
changes.
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Outdial

To specify that you want the voicemail system to call you when you receive a new message:

1. Under Outdial, check Send outdial notification of incoming messages, according to the
following schedule:.

< Back Messages and Calls Contacts Make Call Steven Greffenius -

Call Settings Message Motifications.

Settings

Notifications Apply

Message Waiting Indicator
Email

Qutdial
¥ Send outdial notification of incoming messages, according to the schedule:

Specify the phone number to send outdial notifications to:
Choose the incoming messages that should be notified to the specified phone number:
) Urgent Voicemail

1 AllVoicemail
Set a retry limit and delay between retry attempts until the message is marked as read:
Number of outdial retry attempts

Delay between retries (minutes)
® Stop retries when you answer the call

Stop retries only when you access your voicemail

Override

Enter the phone number to send outdial notifications to.
Specify Urgent Voicemail or All Voicemail.

Specify how many times, and how often the system tries to reach you.

LA

Click Apply to save your changes.
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Override

To specify that you want to override existing outdial and pager notifications:

1. Under Override, check Override your outdial and pager notifications, sending them
according to the schedule:.

< Back Messages and Calls Contacts Make Call Steven Greffenius -

Call Settings Message Motifications.

Settings

Notifications Apply

Message Waiting Indicator
Email
Outdial

Override
# Override your outdial and pager notifications, sending them according to the schedule:

While the override profile is active, notify me by Qutdial v

Expiry date: 08 29 2018 H

Specify the phone number to send outdial notifications to:

Choose the incoming messages that should be notified to the specified phone number:
) Urgent Voicemail
1 AllVoicemail

Set a retry limit and delay between retry attempts until the message is marked as read:

Number of outdial retry attempts

Delay between retries (minutes)
* Stop retries when you answer the call

Stop retries only when you access your voicemail

Set an expiry date for the override.
Enter the phone number to send outdial notifications to.
Specify Urgent Voicemail or All Voicemail.

Specify how many times, and how often the system tries to reach you.

o v WwoN

Click Apply to save your changes.
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Corporate Office:
200 Baker Ave.

Suite 300

Concord, MA 01742
855-600-4NHC (4642)

Customer Operations:

6836 International Center Blvd.

Fort Myers, FL 33912
24x7x365 Service:
855-600-4NHC (4642)

Email & Web:
info@nhcgrp.com
www.nhcgrp.com
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