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» You will manage your site level
divert using the Business Portal.

» Prior to your go-live date, you will
recelve an email with your login
details for the Business Portal.

» To set up a site level call divert,
you will need admin access
to the Business Portal.
Please contact our support
team to request admin access.
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» Once you log in, navigate to your - _ )
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» The next step is to R — e
select the site name.

Companies  Motices  Numbers & @

SheffheldBBTesr A0 mpany

Sites

e all of your Sites, view top-line details and quickly jump 1o & Sie's Dashboand ard s2tlings.

figsast me

Z Blteg foaimd

Sate name Location Technalogy hdd-ons Users/Limat Locatian code

I:EI BB Suppart She il Miaed . 4/ 6

oMo

l;-':l BEtestTWOD Shellield Mixed

» To access the selected - ——
site, scroll down and .
click the small arrow
On ‘Hunt GroupS’, .ESS:EaIII:enhe: gsg.H uuuuuuuuu .m. ..B. 111111111111

& B O £ g =

MW direcionies et




xIn | cloud voice

How to add a divert (site level)

» Click the ‘Hunt Group’
name.

A ‘hunt group’ enables
you to choose how
your incoming calls
are distributed.

For example, calls can
be directed to the first
available user or the
one who has been

Idle the longest.

Hunt groups
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» You will then see 2@ 8]0 1. 2
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» Scroll down the page, T "
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- Check the box that says, #eec—= &=
‘Forward all calls is off".

 Enter the number you
want to divert your calls
to, and ‘Save’ by clicking
the button below.

» To remove the call
divert, check the box
labelled ‘Forward all
calls is ON’ and press
‘Save’ by clicking the
button below.

Manage number to
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