
 
 

 
FIND ME FORWARDING 

Tutorial Six 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
The purpose of this module is to introduce you to the Find-Me Forward feature. Find-Me 
Forward can be used when you are not able to answer your phone or are out of your office. You 
can have the system try multiple alternate telephone number destinations. In addition, you can 
also specify the order in which these numbers are used and the type of ring: sequential ring or 
ring all. 



 

KEY FUNCTIONS FOR THE FIND ME FORWARDING 
 
ω Can NOT be set up from your Cisco IP telephone. 
ω Must be enabled and disabled using the Planet One Networks web portal. 
ω UǎŜǊΩǎ ǇƘƻƴŜ ŀƭǿŀȅǎ ǊƛƴƎǎ ōŜfore Find-Me forward is invoked. 
ω Create up to nine Find-Me lists and each list can contain up to  20 numbers for business users. 
ω Only used in no answer situations, otherwise the Busy or Do not Disturb coverage takes   
precedence; otherwise only after it exhausts all the numbers in your Find Me list the call will go 
to Voice Mail. 
ω /ŀƭƭŜǊ Ƙŀǎ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ƭŜŀǾŜ ŀ ǾƻƛŎŜ Ƴŀil instead of waiting for the call to transfer. 
ω ²ƘŜƴ ǘƘŜ CƛƴŘ aŜ Ŏŀƭƭ ƛǎ ŀƴǎǿŜǊŜŘΣ ǘƘŜ ǎȅǎǘŜƳ ŀƴƴƻǳƴŎŜǎ ǘƘŜ incoming call and gives the 
person answering the option to accept the call, ignore the call, or send the call to Voice Mail. 
ω IŀƴƎƛƴƎ ǳǇ ƻǊ ǊŜŦǳǎing to select an option within a short timeout period will be treated the 
same as selecting to ignore the call. 
ω /ŀƭƭ 5Ŝǘŀƛƭ ǊŜŎƻǊŘǎ ŀǊŜ ƎŜƴŜǊŀǘŜŘ ŦƻǊ ŜŀŎƘ ŜȄǘŜǊƴŀƭ CƛƴŘ aŜ attempt. 
ω aƻǊŜ ǘƘŀƴ ƻƴe call at a time can be handled. 
ω 9ŀŎƘ ƴǳƳōŜǊ ƛƴ ǘƘŜ CƛƴŘ-Me list will have a timeout (expressed in seconds) to help avoid the 
undesired situation where the Find-Me call is answered by a home answering machine or other 
voice mail system. 
ω LŦ ǘƘŜ ƭŀǎǘ ƴǳƳōŜǊ ƛƴ ǘƘŜ ǎŜǉǳŜƴǘƛŀƭ ƭƛǎǘ ƛƎƴƻǊŜǎ ǘƘŜ ŎŀƭƭΣ ƻǊ ƛŦ ǘƘŜ last ringing call in a parallel 
list times out or ignores the call, the Ŏŀƭƭ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ ǳǎŜǊǎ ŘŜŦŀǳƭǘ άƴƻ ŀƴǎǿŜǊέ ŎƻǾŜǊŀƎŜΣ 
which is typically Voice Mail. 
 
 

FIND ME FORWARD NUMBER LIST SET UP 
 
First you must set up a Find-Me List, a Find-Me Number and indicate the type of ring you want: 
Sequential Ring with Caller ID or Ring all with Caller ID. The only way to activate and deactivate 
this feature is in your Personal Web Portal. 
 
Follow the instructions below: 

¶ <Go to> Call Management Tab 

¶ <Click> Find-Me tab 

¶ <Click> Click here to Add a Find-Me-List 



 
Figure 1 ς Call Management tab ς Find-Me tab ς Add a Find-Me List 
 

 
Figure 2 ς Find-Me List 1 is set up 

 
 

NOTE:  The Find-Me list you set up is automatically named Find-Me List 1  

 
 

¶ <Click> Click here to Add a Find-Me Number 



 
Figure 3 ς Name your Find List & Number 
 
Name your Find-Me List and Number: 

¶ <Enter> a Name for the Find-Me List (For example can be: My Cell phone, My Home 
Phone, Home Office Phone etc.) 

¶ <Enter> the Phone Number 

¶ <Change> the No Answer Timeout to 15 seconds  

¶ <Change> the Menu Timeout to 15 seconds 

¶ <Click> SAVE button 



 
Figure 4 - Adding a new Find-Me Name and Number 
 

 
Figure 5 ς Note the message in green 



 
You have successfully set up your Find-Me List Number, now Configure your Find-Me number 
for the Ring type you want. 

<Click> the Options  button shown in figure 5. 
 

 
Figure 6 ς Options button ς Sequential with Caller ID 
 

¶ <ENTER> the Find-Me List Name that you are configuring 

¶ <Select> Sequential  

¶ <Check> Show Caller ID  

¶ <Check> tƭŀȅ tƭŜŀǎŜ ²ŀƛǘΧǇǊƻƳǇǘ 

¶ Click> Save 



 

 
Figure 7 - Note the message in green 
 
You have now successfully set up your Find-Me Forwarding with caller id. 
 
 
You have the option to add more numbers to your Find-Me List. (Figure 8) 

 
Figure 8 ς Find-Me List with 2 numbers in a Sequential Find-Me Strategy.  
 



 

Use the arrows   to change the ring sequence at any time.  

 
 

NOTE:  You can create up to nine Find-Me lists and each list can contain up to 20 numbers for 
business users. 

 
 
You have the option of choosing how the Find-Me rings. This is called Find-Me Strategy and 
offers three options. For each option, if you do not answer or choose to ignore the call, the 
caller is sent to your desk phone voice mail box.  
 

¶ Sequential: If you do not answer your desk phone, each phone number in your Find-Me 
list will be called in order until one is answered.   

 

¶ Ring All: If you do not answer your desk phone, each phone number in your Find-Me list 
rings at once.  

 

¶ Simultaneous Ring: Rings each phone at the same time: Your desk phone and each 
phone number you have listed in your Find-Me List.  

 
 
 
 

HOW TO DISABLE THE FIND ME FEATURE 
 
From your personal Planet One Networks web portal: 
 

¶ <Select> Call Management Tab 

¶ <Select> Call Treatment 

¶ <Click> Functions icon edit 



 
Figure 9 ς Functions icon to disable Find-Me Forward 
 

¶ <Click> on the drop down menu for Default Action 

¶ <Select> Disabled.  
 

 
Figure 10 ς Select Disabled 



¶ <Click> Save 
 

 
Figure 11ς Default Forwarding successfully modified 

TO ENABLE THE FIND-ME FEATURE AND CHOOSE VARIOUS OPTIONS 
 
Log onto your personal Planet One Networks web portal: 
 

¶ <Select> Call Management Tab 

¶ <Select> Call Treatment 

¶ <Click> Functions icon edit 

 
Figure 12 ς Change Call Treatment Options with Functions icon 



When you <Click> the Functions  icon you are taken to the Basic Default Forward screen.  

(Figure 13)

 

Figure 13 ς Call Management Default Action Menu 

From the Default Action drop down menu choose the action you would like to accomplish.  

¶ Disabled: When a caller calls your desk phone and you do not answer the caller is sent 

to Voicemail.  

 

¶ Find Me: When a caller calls your desk phone and you do not answer the caller is sent to 

a number established in your Find-Me List (cell phone, home phone etc.) 

 

¶ Forward Number: When a caller calls your desk phone it will not ring. Instead it 

automatically rings the number you designate.  

 

¶ Forward When Busy (DnD)/No Answer: When a caller calls your desk phone and you 

have Do Not Disturb (DnD) active or you do not answer, the call will then be forwarded 

to a designated number. 



 

 
 

NOTE:  One of the main differences between the Forward Function and the Find-Me Feature is 
where your messages are left.  

For example, if you set up the Find-Me feature to ring your cell phone and you choose to 
ignore the caller, the caller is then routed back to your desk phone voice mail box to 
leave a message.  

If you choose the Forward function and designate your cell phone, the caller is only able 
to leave a message on your cell phone voice mail.  

 
 

From the Default Action List <Click> Find-Me. (Figure 14) 

 

Figure 14 ς Call Management; Find-Me 



 

Figure 15 ς Find-Me List Auto Populate 
 
When you choose Find-Me as your Default action, Find-Me List 1 is auto populated. 
<Click> Save or <Click> Advanced to place Time of Day options on your Find-Me feature. 

 

Figure 16 ς Set time of day options 



SET FIND ME FROM 9AM TO 5PM MONDAY-FRIDAY 
 

From the Time of Day Action 1 drop down menu <Click> Find Me

 
Figure 17: Set time of day options 9-5, M-F.  

 
 

NOTE:  When setting time of day actions, time is accounted in Military Time. Therefore, 9am to 
5pm would be 9 to 17. 

 
From the Find-Me List Name:  

¶ <Click> from the drop down menu the List you would like to use.  

¶ From the Start Time: Choose 09:00 

¶ From the End Time: Choose 17:00 

¶ In the Days Boxes : <Check> Monday-Friday 

¶ <Click> Save.  



 

 
Figure 18 - Successful set up of the Find Me M-F 9-5 
 
You have successfully set up the Find-Me feature for Monday-Friday 9am to 5pm.  
You can continue to set time of day actions by setting 2 & 3 (Figure 19) 

 
Figure 19 ς Set up Time of Day 2 


