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What you'll learn today.

Agenda

What is a Call Director?
Customer Benefits
Example of a Call Director
How to Log In

Setting up Rules

Setting up a Schedule
Setting up Special Days
Additional Tabs
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What is a Call Director?

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 from any Internet connection 24 by 7 and 365 days a year.

THE Communications STACK Provider™



What are the Benefits of Call Director?

M a i n T N Day Main Schedule Announcements Exiensions Advanced
Time Sl

Keys
Dial by Nama 7]
Da Nothing
1601 v
Do Nothing
Do Nothing
Do Nothing
Do Nothing
Da Nothing
Do Nothing
Do Nothing
Replay Menu

— _4 Use Default
Main Menu

Transfer to Phone
: Use Default

& Use Default

. MG

Main TN ' e e
Use Default

Night Time - e

Use Default

Use Default
Use Default

< < < < < < < < < < < <

Use Default Return to Previous Menu

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

AIIo(\gvs 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 your main number during the day you can select to have it live answered . If no one is available have it go
to an auto attendant. For night you can have it go direct to the auto attendant.
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CommPortal Web

Please log in below.

Number: 5558675309 ‘

Password: | sseseess

(] Remember me on this computer.

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

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 Comm-portal Password
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https://commportal.nhcgrp.com/
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‘ n h c o From your "Home" screen, you have a number of

Home Messages and Calls Contacts Start~  Butters Stotch - choices on how Incoming calls can be handled.
= Ring my phone
Phone Status = Forward to another number
Rules Weekly Schedule Special Days = Send to VO|Cema||
= Use one of your Set of Rules

= Use a different set of rules depending on
time of day.

When | receive a call

) Ring my phone

() Forward to 1601 4

() Send to voicemail

@® Use my Normal ~ | rules (or set up new rules)

(O Handle depending on the time or day

*For a Call Director you must set to forward to or set up
Rules and/or a weekly schedule. The Ring my Phone
setting will make you call router inoperable.

Set a weekly schedule to apply different rules based on time, or day of the week.
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Home Messages and Calls Contacts Start ~ Butter Stotch ~

Phone Status

Summary

“ Weekly Schedule Special Days

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

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

You can also use ose when different sets of rules are used.
To begin, start with an example set of rules.

THE Communications STACK Provider™

The rules tab will give you a number of options to
work with. A “Rule” defines an action or a set of
actions to take place when the rule is active.

|.LE. When someone dials your desk phone, a rule
can be created to also ring your cell phone.

To get started with an Example set of rules Click
start with an example set of rules.
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Home Messages and Calls Contacts Start ~ Butter Stotch ~

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

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 Screen Calls
Normal When | receive a call from an anonymous number, ask the caller to x
Reject Calls ® say their name before | accept the call

SEi=slEl a Default: The call will ring your phone using the Standard Ringtone

Add New Rule

THE Communications STACK Provider™

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
Sution TR

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 configure via the Edit button.



Rules
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Home Messages and Calls Contacts

Start ~ Butter Stotch ~

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

When no rules apply

(O ring my phone using | the Standard Ringtone v

(O forward to enter a number hd

(O send to voicemail

(O play a reject message and reject the call

(0 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 seguence
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Select the rule you wish to edit and click
the Edit button.

Click a radio button to determine what
happens when this Rule is applied.

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

To ring more than one phone at a time click
on the ring more than one phone radio
button and click Next.



Rule: ring more than one phone at the same

time or in a sequence

Home Messages and Calls Contacts Start ~ Butter Stotch ~

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

When no rules apply
(O ring my phone using | the Standard Ringtone v
(O forward to enter a number A4

(O send to voicemail

e play a reject message and reject the call
dk the caller to say their name before | accept the call

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

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

o) Choose which phones you would like to ring when no rules apply
~ ask the caller to say their name before ringing more than one phone at the same time o

2

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

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 phone will start ringing immediately.

All phones will stop ringing as soon as one phone is answered.

If you don't answer or all lines are busy, the action selected here will be applied instead of any global
conﬂgurae may have configured on the Summary page.

Phone Number: My Phone w Start: End:| 30 v

If | don't answer or all lines are busy, forward to Voicemal A4

Choose which phones you would like to ring when no rules apply
Secondsintocal: 0 30 60 90
My Phone

(555) 867 5309

(555) 222 1234

Phone Number: enter a number w Start:| 0 v End: 60 ~

(s

Ring my phone using  the Standard Ringtone v

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

Cancel
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Enter the phone number you want to ring, and for how long.

6.

Configuration of ring more that one phone at a
time Of in sequence.

When Enabled it allows you to redirect calls to
alternate telephone numbers.

You Can configure multiple destinations to ring in
sequence, simultaneously, or in a combination:

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 one
phone.

Hit Next

Add 1st phone to ring and determine the start
and end time for phone to ring

2
3
4. Click Add
5

Choose an option for if the call is not
answered

Click Finish
* Repeat for all additional phones

* Note: Each ring last approximately five seconds



Rule: ring more than one phone at the same

time or in a sequence Cont....

Home Messages and Calls Contacts

nhc

Phone Status
Summary “ Weekly Schedule
Add New Set of Rules

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

Special Days

Sets of Rules Normal

Normal
Default: All calls will ring more than one phone

Add New Rule
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1.

Click Apply to activate the changes



ring more than one phone at the same time or

in a sequence Cont....
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Home Messages and Calls Contacts

Start ~ Butter Stotch ~

Phone Status

Rules Weekly Schedule Special Days
e

When | receive a call

O Ring my phone
() Forward to | enter a number L 4

01? Send to voicemail

@® Use my | Normal v |rules (or set up new rules)
(O Handle depending on the time or day

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

Click back on the Summary tab.

1. Place the radio button on Use my .... Rules.
(Use the drop-down box to configure which
Rule you want to use)

2. Click Apply to save changes

THE Communications STACK Provider™



Weekly Schedule

‘ n h c @ The weekly schedule tab allows you apply

Stat~  Butter Stofch ~ different rules and handle calls based on
a specific time period.

Home Messages and Calls Contacts

Phone Status

Summary Rules Special Days TO Get Started ChOOse from:
» An example schedule that you can
customize

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

‘ An example schedule that you can customize (recommended) e A blank schedule

A blank schedule
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Weekly Schedule
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Home Messages and Calls Contacis Start - Butter Stotch ~
Phone Status For our example we have chosen
Summary Rules Weekly Schedule 3 Special Days .
(An example schedule that you can customize )
o
Using your weekly schedule, you can apply different rules at different times of TO Ma ke Cha nges to the HOU rs:
day.
Once you have set up your weekly schedule here, you can use the Summary tab to choose which 1 . C | iCk O n the Pe riod you Wa nt to activate.

rules apply during the periods you have defined.

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

3. Click Apply to save changes
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Periods (max 3)

1 am,
2 am
Lunch b 4 3 am
4 am

Weekend x
5 am|

Working Hours X 6am
7 am

ww

o

EE]
=}
=

=
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o
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11 am
12 pm|
1 pm|
2 pm|
3 pm|
4 pm|
5pm
6pm
T pom
8pm
9 pm
10 pm
11 pm

* Note: Periods are color coded to match the
entries on the schedule. White spaces are

1 ]
[ I —
I N
I R
[ I —
I I B ) :
11— constidered all other times.

& Zoom In
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Weekly Schedule- Create New Period
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Home Messages and Calls Contacts

Start ~ Butter Stotch ~

Phone Status

Summary Rules Weekly Schedule Special Days
o

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 1 dd H d
rules apply during the periods you have defined. 1 Cl I C k O n A N ew Perlo
Periods (max 3) IMon Tue Wed Thu Fri Sat Sun

- —— 2. Enter a Name for the Period
2am===== !!!!!IIIII.

Weekend x o .

Working Hours X E::= Choose a name for this new period. 3. Click Apply

For example, you might choose "Lunch” or "Working Hours".

[Luncn ]

o

10pm
11 pm

2 Zoom In
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Applying the weekly Schedule
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Home Messages and Calls Contacts Start ~ Butter Stotch ~ TO apply the Schedule 90 baCk tO the
summary Tab.

Phone Status

ules leel chedule ecial Days .
— " e e 1. Please the radio button on (Handle
depending on the time or day)

When | receive a call

2. Use the drop-down boxes to configure
which Rule is used during that parficular
O Forward to| enter a number v perlod.

) Ring my phone

) Send to voicemail

(O Use my| Normal  ~ | rules (or set up new rules)

o @® Handle depending on the time or day 3 ClICk Apply tO Save Changes'
On normal days, use my:
After Hours ~ | rules during Weekend * NOte.' At all Other.tlmes WOU[d be Gnythlng
e Normal ~ | rules during Working Hours (active now) wglz [lds geoi’ggll’ggzg t{g dogytgiv%ciég’flsg%@gnd

After Hours ~ | rules at all other times

Add New Weekly Period
On Special Days, use my:

After Hours | rules
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Special Days
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Home Messages and Calls Contacts

Start ~ Butter Stotch ~

Phone Status
Summary Rules Weekly Schedule
The Special Days tab allows you to define days

Special Days are exceptions to your normal weekly schedule. on which you will not be foIIowing your normal

For example, vacations or business trips are special days, when you may want to handle calls in a da | Iy SChed u |e.

different way. You can use the Summary tab to choose a different rule which applies for the whole of

these days. For example, you can configure a special day for

Click a date on the calendar to make it a special day, or click an existing special day to make it normal 1 1 1

again. You can also click and drag to change several days at once. the Standard pU bl IC hOIIdayS oron a Vacatlon day
September 2020 October 2020 November 2020

Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri Sat Sun
1 2 3 4 5 & 1 2 3 4 1
7 8 9 10 11 12 13 5 6 7 8 9 10 mn 2 3 4 5 6 T 8
> 14 16 17 18 19 20 12 13 14 15 16 17 18 9 10 M 12 13 14 15 S
44 21 22 23 24 25 26 27 19 20 21 22 23 24 25 16 17 18 19 20 21 22 (¥
25 29 30 26 27 28 29 30 N 23 24 25 26 27 28 29

30
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Thank you for learning with us today!

Have Questions? Visit nhcgrp.com/academy for more information.



http://nhcgrp.com/academy
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