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FIND ME FORWARDING
Tutorial Six

The purpose of this moduie to introduce you to the Fint¥le Forwardfeature. FindMe
Forward can be used whefou are not able to answer yophoneor are out of your officeYou
can havdhe system try multiple alternateelephone number destinationsgn addition, you can

also specify th@rder in which these numberare used and the type of ringequentialring or
ring all.



KEY FUNCTIONS FOR THE FIND ME FORWARDING

wCan NOT be set uipom your Cisco IP telephone.

wMust be enabled amh disabled using the Planet One Networks web portal.

wUd SN & LI 2y S fore FigdMe farwakdisyindaked .o S

wCreate up to nine FintMe lists and each list can contain up to 20 numbers for business

wOnly used in no answer situations, otherwike Busy or Do noDisturb coverage takes

precedence; otherwisenly afterit exhaustsall the numbers in your Find Me ligte call will go

to Voice Mail.

w /IfftSN KIFHa G§KS 2 indfleadofwaiting fotheall@Sransfer. @2 A OS Y|

w 2KSYy (GKS CAYR a$S OFff Aa incojhmgicalNiBdRyiesth&k S & a i
person answering the option taccept the call, ignore the call, or send the call to ¥diail.

w | Iy 3 Ay JingdolSele:thh dpdiod within a short timeoperiod will be treated the

sameas selecting to ignore the call.

w /Fff 5SGFAf NBO2NRa I NBattAnfpy SNI 6 SR F2NJ St OK
w a2 NB el at o tine yan be handled.

w 91 OK Y dzY 6-BeNist il have K Smeauh (§xpressan seconds) to help avoid the

undesired situation where the Firde call is answeretly a home answering machine ather

voice mail system.

w LF GKS 1 ad ydzyoSNJ Ay K Slas&rifgingiz@lyiniaioardllel £ A & G A
list times out or ignores the call, tf@l £ f gAff 06S &aSyid G2 GKS dzaSNH
whichis typically Voice Mail.

FIND ME FORWARIDMBER.IST SET UP

First you must set up a Fifide List, a FindMe Number andndicatethe type of ring you want:
Sequential Ring with Caller ID or Ringnéth Caller ID. The only way to activate and deactivate
this feature ign your Personal Web Portal.

Followthe instructionsbelow:
1 <Go to> Call Management Tab
1 <Click> Find\le tab
1 <Click> Click here to Add a Fié-List
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Find-Me Call Treatment Speed Dials ¥

(D[ Name | Strategy Caller 1D [ Select |

Click here to Add a Find-Me List
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Figurel ¢ Call Management ta FindMe tab¢ Add a FineMe List
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Numbers ™ Y

Find-Me List Name Find-Me List 1 Find-Me List ID 1  Find-Me Strategy Sequential  Caller ID Show

|_Sequence | Name [ _Phone Number | _No Answer Timeout | _Menu Timeout [ _Functions | Select |

Click here to Add a Find-Me Number
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Figure 2 FindMe List 1 is set up

NOTE: The FineMe list you set up is automatically named Five List :

I <Click> Click hete Adda FindMe Number
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Add a new Find-Me Number Use This Phone Number Other -

: . Name
On this screen, you can add a new Find-Me number to

a Find-Me list. Click Sawve to record your changes. Phone Number
Click Cancel to go back to the previous screen.

No Answer Timeout 15 seconds ~
Use This Phone Number - select one of the M Ti t 15 d
numbers from the drop-down list. Or select Other to enu limeou seconds -
enter a new Find-Me number. If you select Other,
then enter a Name and Number to be added to the
Find-Me list.

Challenge Type Call from <Caller ID= press * to answer -

Mo Answer Timeout - specify the number of
=seconds the system will attempt to connect to this
phone number.

Menu Timeout - specify the number of seconds the
user has to respond to menu options.

Challenge Type - select the type of challenge
question that a user will hear if they answer one of
the phones in yvour Find-Me list.

Loove Y concer
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Figure 3¢ Name your Find List & Number

Name your FindMe List and Number:
1 <Enter> a Name for the FirfMde List For example can be: My Cell phone, My Home
Phone, Home Office Phone étc.
<Enter> the Phone Number
<Change> the Nom&wer Timeout tdl5 seconds
<Changexhe Menu Timeout to 15econds
<Click> SAVE button

= =4 -4
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Add a new Find-Me Number Use This Phone Number Other -

: . Name Home Ofiice Phone
On this screen, you can add a new Find-Me number to

a Find-Me list. Click Sawve to record your changes. Phone Number 6145024420
Click Cancel to go back to the previous screen.

No Answer Timeout 15 seconds ~
Use This Phone Number - select one of the
numbers from the drop-down list. Or select Other to
enter a new Find-Me number. If you =select Other,
then enter a Name and Number to be added to the
Find-Me list.

Menu Timeout 15 seconds -

Challenge Type Call from =Caller ID= press * to answer -

No Answer Timeout - specify the number of
seconds the system will attempt to connect to this
phone number.

Menu Timeout - specify the number of seconds the
user has to respond to menu options.

Challenge Type - =elect the type of challenge
question that a user will hear if they answer one of
the phones in your Find-Me list.
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Figure 4 Adding a new Findle Name and Number
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* Find-Me number for Home Office Phone successfully added

Numbers ™

Find-Me List Name Find-Me List 1 Find-Me List ID 1  Find-Me Strategy Sequential  Caller ID Show

| sequence | ____Name | Phone Number | No Answer Timeout | Menu Timeout | Functions | Select |

1 Home Office Phone  [614) 602 4420 15 seconds 15 seconds

Livaa X optors X veicte X vaci
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Figure 5 Note the message in green



You have successfully set up your Hitel List Number, now Configuy@ur FindMe number
for the Ring type you want.

L oprion:

<Click> the Optior button shown in figure 5.
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Options ™ E

Configure A Find-Me List Find-Me List Name Find-Me List 1

) . L Find-Me Strategy Sequential -
This screen allows the creation and modification of a

Find-Me list. Click Sawve to record your changes. Click Show Caller ID [V
Cancel to go back to the previous screen.
Play Please Wait... prompt [/

Select the Find-Me Strategy pull-down list and
select one of the following:

Sequential - if your desk phone is unanswered,
each phone in your Find-Me list will be called in
order until one is answered. Unanswered calls are
sent to your voice mail.

Ring All - if vour desk phone is unanswered, all
phones in your Find-Me list will ring at once.

Simultaneous Ring - this selection will
simultaneously ring all of the phones in your Find-
Me list, including your desk phone.

Check the Show Caller ID checkbox to cause the
incoming calls caller ID to show on the Find-Me
destination phone. Uncheck the checkbox to display
the number of your IPF phone instead.

Check the Play Please wait ... prompt checkbox to
cause the caller to hear the Flease wait ... prompt.

S
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Figure 6&¢ Options buttong Sequential with Caller ID

<ENTER> the FuMe List Name that you are configuring
<Select> Sequential

<Check> Show Caller ID

<Checkt f @ t&€SIasS 2 A{dXLNERYLI
Click> Save

= =4 4 -4 2
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« Find-Me List 1 successfully modified.

Numbers ™ Yt

Find-Me List Name Find-Me List 1 Find-Me List ID 1 Find-Me Strategy Sequential  Caller ID Show

| Sequence | Name ___| Phone Number | No Answer Timeout | Menu Timeout | Functions | Select |

1 Home Office Phone  [614) 602 4420 15 seconds 15 seconds

Livta X opton: X vercte X vaci
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Figure 7- Note the message igreen

You have nev successfully set up your FiMke Forwarding with calleid.

You have the optionatadd more numbers to your Firde List. (Figure 8)
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Numbers ™ Yo

Find-Me List Name Find-Me List 1 Find-Me ListID 1 Find-Me Strategy Sequential  Caller ID Show

| Sequence | ____Name ____| Phone Number | No Answer Timeout | Menu Timeout | Functions | Select |

1 Cell Phone (614) 565 0826 15 seconds 15 seconds 3
2 Home Office Phone  [614) 602 4420 15 seconds 15 seconds &

Livta X opton: 3 veicte X vaci

O
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Figure & FindMe List with2 numbers in a&juential FindMe Strategy.



Use the arrows{} ® change the ring sequence at any time.

NOTE: You can create up to nine Fihde lists and each list can contain up to 20 numbers f
business users.

You have theption of choosindiow the FindMe rings. This is called Fiute Strategy and
offers three options. For each option, if you do not answer orosleao ignore the call, the
caller is sent to your desk phone voice mail box.

1 Sequential: If you do not answer your desk phoeech phone number in your Fidde
list will be called in order until one is answered.

1 Ring All: If you do not answer your desk phozech phone number in your Firde list
rings at once.

1 Simultaneous Ring: Rings each phone at the same time: Youplesk and each
phone numler you have listed in your Fifde List.

HOW TO DISABLE THE FIND ME FEATURE
From your personal Planet One Netwovksb portat
1 <Select> Call Management Tab

1 <Select> Call Treatment
M <Click> Functions icon edit
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Directory

Logs Find-Me Call Jump Call Treatment -

m Incoming Number Forward Number Functions /71 [ Salack

Default Forwarding All Unscreened @ Disabled

o >
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Figure & Functions icon to disable Firde Forward

1 <Click>on thedrop downmenufor Default Action
1 <Select> Disabled

o
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Basic i

Basic Default Forwarding Default Action -

Select the desired Default Action. Next provide a
Forwarding Number or Numbers as required.

Click the Sawve button to accept your new Default
Forwarding configuration.

Advanced and Time of Day specific Default
Forwarding can be accomplished by clicking the
Advanced button below.

powered by @

Figure 10; Select Disabled



1 <Click> Save
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Options
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« Default Forwarding successfully modified

Logs Find-Me

Call Jump Call Treatment \ Speed Dials §
| _Name~ | Incoming Number | _ Action | Forward Number | Functions | Select |
Default Forwarding All Unscreened i Disabled

(i
powered by @
Figure 1% Default Forwarding successfully modified

TO ENABLE THE FMB FEATURE AND CHO@QEHOUS OPTIONS

Log onto your personal Planet One Networks web portal:

1 <Select> Call Management Tab
1 <Select> Call Treatment
9 <Click> Functions icon edit

e ONE -

Help @

Directory Voice Mail

Logs Find-me Call Jump Call Treatment - 5
m Incoming Number Forward Number Functions, Salact
Default Forwarding

all Unscreened i@ Disabled
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Figure 1Z; Change Call Treatment Options with Functions icon



When you <Click> the Functio™ icon you are taken tthe Basic Default Forwatreen.
(Figure 13)
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Basic ¥

Basic Default Forwarding Default Action Disabled -

Select the desired Default Action. Next provide a
Forwarding Number or Numbers as required.

Click the Sawe button to accept your new Default
Forwarding configuration.

Advanced and Time of Day specific Default
Forwarding can be accomplished by clicking the
Advanced button below.
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Figure 13; Call Management Default Action Menu
From the Default Action drop down menu choose the action you would like to accomplish.

1 Disabled: When a caller calls your desk phoneyanddo not answer the caller is sent
to Voicemail.

1 Find Me: When a caller calls your desk phone and you do not answer the caller is sent to
anumber established in your Firde List (cell phonéhome phone etc.)

1 Forward Number: When a caller calls your desk phone it will not Ims¢ead it
automatically rings the number you designate.

1 Forward When BusfpnDJNo AnswerWhen a caller calls your desk phone and you
have Do Not Disturb (DnD) active or you do nudwer, the call will then be forwarded
to a designated number.



NOTE: One of themain difference between the Forward Function and the FiMe Feature is
where your messages are left.

For example, if yoset upthe FindMe feature to ring your cell phone and you choos:t
ignore the caller, the caller is then routed back to your desk phone voice mail box
leave a message.

If you chmse the Forward function and designate your cell phone, the caltaly able
to leave a message on your cell phorméce mail.

From the [@fault Action List <Click> FuMie. (Figure 14)
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Basic ™\ P

Default Action Disabled -
Disabled

Basic Default Forwarding

Select the desired Default Action. Next provide a
Forwarding Number or Numbers as required. Forward to Number
Forward When Busy / Mo Answer

Click the Sawe button to accept your new Default
Forwarding configuration.

Advanced and Time of Day specific Default
Forwarding can be accomplished by clicking the
Advanced button below.

S
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Figure 14 Call Management; Finille
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Basic

Basic Default Forwarding Default Action Find-Me -

Find-Me List Name Find-Me List1 «
Select the desired Default Action. Next provide a
Forwarding Number or Numbers as required.

Click the Sawe button to accept your new Default
Forwarding configuration.

Advanced and Time of Day specific Default
Forwarding can be accomplished by clicking the
Advanced button below.

o o
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Figure 15 FindMe List Auto Populate

When you chose FindMe as your Default action,id-Me List 1 is auto populated.
<Click> Save or <Click> Advanced to place Time ofdflagon your FindMe feature.
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Advanced Yo

Advanced Default Forwarding Time of Day Action 1 Disabled -

Time of Day specific Default Forwarding can be

accomplished by properly configuring the provided Time of Day Action 2 Disabled -
Forwarding Actions.
Start by selecting the desired Action. Next provide a Time of Day Action 3 Disabled he
e Taee el Wi i il (et

Default Action Find-Me -

Select a Start Time and End Time for this Action
to cowver. Finally, select the Days that Screening Find-Me List Name Find-Me List
Action should occur on. Clicking the Ewveryday link Y

will cause all Days to be sclected.

Checking All Day will cause this Action to be in
effect 24 hours a day. Checking Everyday will cause
this Action to be in effect 7 days a week:.

A Default Action can also be specified, and will be
used whenever the specific Time of Day
configurations do not apply-

Click the Sawe button to record your new Default
Forwarding configuration.

o D
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Figure 16 Set time of day options



SETIND ME FROM 9AM TO 5PM MONBRNDAY

From the Time of Day Action 1 drop down mest@iick>Find Me
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Advanced ™\ way

Advanced Default Forwarding Time of Day Action 1 Find-Me -

Find-Me List Name Find-MeList1 ~
Time of Day specific Default Forwarding can be
accomplished by properly configuring the provided All Day
Forwarding Actions. )
Start Time 09 -~ . 00 -

Start by selecting the desired Action. Next provide a End Time 17 ~ . 00 -
Forwarding Number if required. ’
Everyday
Select a Start Time and End Time for this Action Days
to cover. Finally, select the Days that Screening Y5 [VIMonday [VITuesday [/ Wednesday
Action should occur on. Clicking the Everyday link | Thursday [¥| Friday Saturday

will cause all Days to be selected. Sunday

Checking All Day will cause this Action to be in

effect 24 hours a day. Checking Everyday will cause = = i
this Action to be in effect 7 days a week. Time of Day Action 2 Disabled v

& Default Action can also be specified, and will be Time of Day Action 3 Disabled -
used whenever the specific Time of Day
configurations do not apply.

. Default Action Find-Me -
Click the Save button to record your new Default

Forwarding configuration. Find-Me List Name Find-Me List1 -

e &
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Figure 17: Set time of day options59 M-F.

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

From the FineMe List Name:
1 <ClickXrom 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> Mon#&aygay

1
1
1
1 <Click> Save.



Figure 18 Successfudet up of the Find Me MF 95

You have successlyset upthe FindMe feature for MondayFriday 9am to 5pm.
You can continue to set time of day actions by setting 2 & 3 (Fid)re

Figure 19; Set up Time of Day 2



