
NHC Academy Training Module
Hosted Voice Standard Comm-portal 



Agenda

1. Logging In

2. Help

3. Home – Call Manager

4. Messages and Calls

5. Contacts

6. Groups

7. Settings

What you’ll learn today.



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
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Comm-Portal Help

For on demand help, click on the Settings             
hyperlink. 

(located at the bottom of the page)
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Make Call Button – Click To Dial

When used, outbound calls will display your office 
number as if you were calling from your desk 
phone. Can be used as “click to dial” with your desk 
phone from the Comm-portal.  Enter the 10-digit TN 
and click dial, your desk phone will begin to ring, 
pick it up and the outbound call will begin.

To Use the feature: 

1. Enter a number into “Make a call to”:  field. 

2. Click “Dial”

*It will call your phone and then dial out to the 
party you wish to call.  To change the telephone you 
originate the call from:

3. Click Change next to From: My Phone.

Enter a new tn.

Enter a number into Make a call to:  field.
Click Dial
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Make Call Button – Click To Dial cont.

To change the phone you originate 
the call from:

1. Click Change next to From: My 
Phone.

2. Click “new number” link

3. Enter the Telephone number 
you wish to call

4. Enter the telephone number 
you wish to place the call 
from.

5. Click Dial

The New telephone number that 
you enter in the “From” field will 
begin to ring, pick it up and your 
outbound call will begin. 
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CommPortal – Home Menu

Home : Provides a view of the most common 
functions

1. Home : Provides a view of the most 
common functions. Phone Status 
Summary (Call Manager). Allows you 
to manage how incoming calls are 
handled.

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

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

4. Groups: Allows you to manage the 
Hunt Groups you are subscribed to.

5. Call Settings :General call settings
6. Message Settings : Displays the 

settings for voice mail.
7. Notifications : Provides access to 

Notification settings
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Home Screen - Call Manager

The Call Manager allow 
you define how incoming 
calls are handled.  

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

 Ring your Phone
 Send to Voicemail
 Forward to another 

number
 Use one of your Set 

of Rules
 Use a different set 

of rules depending 
on time of day.
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Call Manager - Rules

The Call Manager rules 
tabs give you a number 
of options to work with.  
To get started with an 
Example set of rules Click 
start with an example set 
of rules.
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Call Manager – Rules cont…

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

• 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.
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Call Manager – Rules cont…

Rules that can be created for inbound calls:

 Ring My Phone (Default For Normal)

 Forward to (allows forwarding to another 
number)

 Send to voicemail (sends all calls to voicemail)

 Reject the call (rejects all calls) (Default for 
Reject Calls)

 Ask the caller to say their name before I accept 
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
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Call Manager – Rules cont…

Once you have your rule created you can add 
sub-set of rules that will allow you to screen 
phone calls.
1. Click on the Rule you wish to add phone 

screening rules to
2. Click “Add new Rule”
3. New screen appears, select the option of 

screening you would prefer.
4. Click Next
5. Select the treatment you would like the 

screened call to have. I.E. “Play a reject 
message and Reject call”

6. Click Finish

Screen Calls Allows screening for
 An individual contact (select contact)
 A group of contacts (select contacts)
 Anyone on my contact list
 Anyone in my business group
 This group of numbers (numbers need to be 

specified)
 Any anonymous number
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Call Manager – Timing 

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 an existing set.  
1. Select the Radio Button for ring 

more than one phone. 
2. Hit Next
3. Add 1st phone to ring and 

determine the start and end time 
for phone to ring

4. Click Add 
* Repeat for all additional phones

5. Choose a option for if the call is 
not answered

6. Click Finish 
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Call Manager – Timing cont…

Click Apply to activate the changes 
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Call Manager – Applying Rules

1. Click back on the 
Summary tab.

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

3. Use the drop-down 
boxes to configure 
which Rule you want to 
use, if any.

4. Click Apply to save 
changes

THE Communications STACK Provider™

1

2
3

4



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 Manager – Weekly Schedule 

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 – 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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Messages and Calls 

The Messages and calls tab allow you 
to perform a number of activities. 

You can listen to your voicemails on you 
PC. You can click on the play button to 
listen.  

You can manage your voicemails and 
perform such actions as Reply, Mark as 
Heard, Forward as Email or Voicemail. 

Click on actions Button to 
see dropdown. To delete a voice mail hit 
the   button .

You can view call information on your 
Missed, Dialed, Received, Rejected calls , 
and view Deleted voicemails.  

Using the Export button, You can also 
export your missed, dialed and received 
calls in a CSV format (Comma Separated 
Values).
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Contacts

The Contacts tab allow you to manage 
your Comm-Portal Contact List as well 
as you personal speed dials.   

It also allow you to view the 
Extensions and Short code in your 
business group. 

 To Add a new contact select the New 
Contact button and fill in the desired 
fields.
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Contacts – Importing

The Comm-Portal will allow you to 
store up to 1000 contacts.  

You can import your contact list via a 
.csv file.  

To get a sample .csv file 1st enter a 
contact manually. Then click Export 
All. This will download the file and 
provide you the correct format for 
uploading.  

1. Once your .csv file is ready, 
Select Import at the bottom of the 
screen to launch the Import 
Contacts popup. 

2. Use the Choose File button to search 
for the file on your PC. 

3. By default, the new contact 
details will replace existing ones if 
the names are the same.  

4. Click Import.
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Contacts – Speed Dials 

The Comm-Portal will allow you add up 
to 29 personal speed dials. 

You add the by doing the following. 

1. Choose the number you wish for 
your speed dial from the drop-down 
menu. 

2. Enter your 10-digit telephone number 

3. Click Add 

4. When you have made all of your 
entries click Apply. 

To Delete an individual speed dial click 
the next to it and hit Apply. 

To delete all contqacts click clear list 
button and then hit apply.
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Contacts – Extensions and Short Codes 

The Extensions and Short 
Codes tab displays all of the 
extensions and short codes 
within your business group. 

This information is for 
viewing and 
information purposes only 
and cannot be modified 
through the Comm-Portal.  

Only a business group 
administrator can 
make changes using the 
administrator portal.
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Groups

The Groups tab shows you any 
Multiline Hunt Groups you may be part 
of.  

It shows the other members of the 
group and their Status in the group 
(logged in or out) 

It also allows you to (If Allowed) log in 
or out of the hunt group. Press 
the Logout/Login option where the red 
arrow indicates. 

Arrow pointed left = Logged out 

Arrow pointed to right =Logged 
in   

*This tab will not be visible if you are 
not part of a Multiline Hunt Group.
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Settings – Account Password 

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

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

3. Voicemail Pin: Allows you to 
change your PIN for Voicemail
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Settings – Changing Passwords

1. Enter Current Password 

2. Enter New Password 

3. Confirm New Password 

4. Click Confirm to save changes 

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

1. Enter New PIN 

2. Click Confirm 

Note: Password must be 4 numbers long.

1. Enter New PIN  

2.  Confirm new PIN

3.    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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Settings – Account Devices

The Devices link allows you to access the interface that 
you can use to configure You desk phone.  

Clicking the link Devices then Set Keys will open 
a separate interface allowing you to add and remove 
soft keys from your desk phone. 

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

General 

Withhold caller ID when making calls: 
Check this box to withhold you out going 
caller ID. 

Provide caller ID for incoming calls: Check 
this box to receive caller ID number from 
incoming calls. 

Provide caller name for incoming calls: 
Check this box to receive caller ID Name 
from incoming calls. 

Call Blocking 

Allows you to restrict which types of calls 
can be dialed from your telephone. 

Check the boxes of the types of calls you 
wish to disallow.
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Settings – Messages - General

Configure various aspects of your messaging service. 

Incoming calls are forwarded to voicemail after … Allows you to 
change how many rings before a call will go to voicemail. (1 ring 
= 5 seconds). 

Enable Live Screening rings your phone with a different ringtone 
when a caller is being sent to voicemail. You can pick up the 
phone and hear the voicemail as it is being recorded without the 
caller knowing that you are listening in. 

Forward messages and faxes as emails allows you to sends 
voicemails (as .wav file) to your email. To enable and configure  

1. Place a checkmark in the box next to Forward messages as 
emails. 

2. Click on add an email address. 

3. New window will pop-up enter e-mail address and click Add. 

4. Click the Apply Button. 

5. Leave Original in Inbox allows you to leave a copy of the 
voicemail in your voicemail box and/or just forward it to your 
email.
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Settings – Messages – Mailbox Access

Skip Pin – If Skip PIN is enabled, 
then when accessing your mailbox 
from your own telephone you are 
not required to enter your PIN. 

Fast Login – if enabled, when 
accessing your mailbox from your 
desk telephone, your 
phone number is 
recognized automatically and you 
only need to enter your PIN 

Auto-Play – Messages 
automatically play when voicemail 
is accessed. 

Voicemail Playback – When your 
messages are played, you can 
choose whether you wish to 
hear the message details (who the 
message is from and when it was 
left), the message itself, or both.
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Settings – Messages - Greetings  

Allows you to record a greeting using 
a microphone attached to PC. 

Record multiple greetings:

• personal greeting

• extended absence 

• recorded name. 

Configure which greeting to play when 
a caller gets your voice mail. 

More Options allows you to use a 
different greeting when you are in a 
call or getting a call from someone in 
your business group.
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Settings – Notifications – MWI

Specify if you want your Message 
Waiting Indicator light to flash when you receive 
a voicemail message.
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Settings – Notifications – Outdial 

This feature enables you to configure 
the voicemail system to call you whenever 
you receive a new message.  

User can specify the number of attempts 
the system tries to reach you
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Thank you for learning with us today!

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


