DSM CommPortal Training Guide

-Go To DSMTEL.COM

-select “Customer Login”

-select “Individual Login”

CSMEES ) hitps://commportal dsmitel.ca/

53 @ Amazon.ca - Online Shop..

Phone Settings

Please log in below.

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

SEmREe % G

-enter your telephone number (include 902, with no dashes)

-enter your password (2015 is the default password)

-select “Login”



Dashboard

Welcome, Samantha Winters [@] ©02)555 1212 @) @ 2

(=]

Contacts
You have no messages

Search for... You have not yet confisured

any contacts.

For more information on the
benefits of configuring
contacts, or to start adding
new contacts, go to the

Contacts page.

Missed Call Time of call

Call Manager Settings
When | receive a call
m Have my phone ring as normal

Change settings

Dashboard

This will give you a quick snap shot of your mail box and how it has been set up

It will tell you:
-how many messages you have..
-list all missed calls and the time they were received..
-any contacts that you have configured..

-it will tell you if you have any specific settings set up for your calls




Contacts

Welcome, Samantha Winters EX ©02)555 1212 @] 2 7

| Contacts |

You have no messages

You have not yet configured
any contacts.

For more information on the

benefits of configuring
Missed Call Time of call | contacts, or to start adding
new contacts, go to the
Comn page.

| Call Manager Settings

[*] When | receive a call

] Have my phone ring as normal

-The small key pad will allow you to dial out from the CommPortal if you are somewhere and
want to have your call dial out from your office phone

Dashboard

Welcome, Samantha Winters EN (002) 555 1212 @] 2 P
e e

You have no messapes

You have not yvet configcured
any contacts.

For more information on the
benefits of configuring
contacts, or to start adding
new contacts, go to the

Missed Call Time of cj

Contacts page.
call

ng as normal

Change settings




Dashboard Messapes & Calls Contacts Call Mmanager Settings
Welcome, Samantha Winters

EN (902) 555 1212 <]

|Cﬂ'ltﬂ:‘|3 |
You have no messages

| Search for... |

You have not yet configured
any contacts.

For more information on the

benefits of configuring
Time of call | contacts, or to start adding
new contacts, go to the
Contacts page.

Missed Call

| Call Manager Settings

r -] When | receive a call

g Hawve my phone ring as normal

-the red arrow is your log out button

Contacts

Welcome, Samantha Winters EN (902) 555 1212 <@ o2

| Contacts |

You have no messages

| Search for... |

You have not yet configured
any contacts.

For more information on the

benefits of configuring
Time of call | contacts, or to start adding
new contacts, go to the
Contacts page.-

Missed Call

| call Manager Settings

r -] When | receive a call

g Hawve my phone ring as normal

-the square of arrows is the refresh button



Dashboard Messages & Calls Contacts Call Manager Settings

Welcome, Samantha Winters EX (©o02)5551212 @) @ 7

| Contacts |

You have no messages

You have not yet configured
any contacts.

For more information on the

benefits of configuring
Missed Call Time of call | contacts, or to start adding
new contacts, go to the
Contacts page.

| Call Manager Settings

[ ] When | receive a call

A Have my phone ring as normal

-the ? is the help button. It will provide assistance for the page you are on



Messages & Calls

Messages & Calls [EN (902) 555 1212 @] = 7

Message=s (0 News)

[ Mew YWoicemail ][ Delete All ]

Messages & Calls tab

It will tell you:
-how many messages you have.. and list them for you
-it will list the name if the caller has name display, if not it will list the #
-list all missed calls and the time they were received..
-list all call you have received
-list all calls you have rejected (rules)

-list all messages that you have deleted. you can retrieve any messages that are listed
here



Contacts Tab

Contact list

This page will enable you to manage your contacts so you can access them from anywhere you
are with access to the internet

Contacts
Contacts (902) 3342034 @] = 7
Contact List Extensions Short Codes
Contacts & Groups Welcome to the Contact List

This feature allows you to store information about your contacts,

Search for... including names and telephone numbers. There are a number of benefits
to be had by defining contact list entries for people that you regularly
call or receive calls from.

You can use this website to look up (or search) your contacts from
anywhere you have access to the Internet.

Calls from these people will be shown with their names in your call
history lists.

When configuring services that act only on calls from specific callers,
you can select the callers you wish the service to apply to directly
from your contact list.

Contacts may also be gathered into groups, which are often easier to
work with than long lists of individual contacts.

To start adding contacts, click the New Contact button or the Import
button below.

[ Mew Contact H Mew Group H Import ] Export All Edit Delete

You can add contacts similar to adding them in Outlook

Extensions
The extensions tab will list all extensions that are within your customer group

If you see a picture of a head beside a name, that means that that person has administrator
rights



Call Manager Tab

Summary

This is the tab that will allow you to manage how your calls will be answered and under what
conditions

Call Manager

Call Manager {902} 555 1212 @]

Sunmmnnary Rules Weekly Schedule Special Days

]

[

=
=
=]

When | receive a call

(@) Have my phone ring as normal

) Send it to wvoicemail immediately

() Forward it to | <enter a number= -

Call Manager rules allow you to:
Handle incoming calls differently based on the time of day, the date and the caller.
Ring several phones.

Click here for more details and to get started.

You haven't set your weekly schedule yet. Set it up now for greater flexibility: apply different rules at
specific times or on different days of the weelk.

Apply Cancel

This page will allow you to set up one of the following:
-Will my calls be answered as normal..
-Will I send all my calls directly to VM..

-Will | forward all my calls to another telephone number (enter the 10 digits with no
dases)..

If you make any changes to these options, you must select “Apply”



Rules

This page will allow you to set up your call conditions

Dashboard Messages & Calls Contacts Call Mmanager

Call Manager EX (o02) 555 1212 @] =2 7

Susnmannary | Rules | Weekly Schedule Special Days

Rules give you even greater control over the calls vou receive.

You can handle calls differently depending on who they're from. For example, you might want to forward
calls from your family to your home phone, while forwarding calls from your office directly to voicemail. Or
wou might want to reject calls from a particular party altogether.

Rules are managed in groups, called Sets of Rules. You always have one S5et of Rules called "Mormal™, and
wou can add more S5ets to use at different times. For example, yvou could use your "Mormal™ Set of Rules
when you're at home, and create a different Set of Rules to use when you're in the office.

Once you have specified your Sets of Rules, you can easily switch between them using the Summary tab.
You can also set up a schedule to apply particular Sets of Rules at particular times throughout the day.

Get started with some typical Sets of Rules.

[ Add Mew Set of Rules ][ Rename ] [ Apply ][ Cancel ]

To get started, select the green line that states “Get started ...”

Dashboard Messages & Calls Contacts Call Manager

Call Manager EN (902) 555 1212 @] =2 7

Surminnary | Rules | Weekly Schedule Special Days

Rules give you advanced handling options for incoming calls. Which set of rules (if any) is active is controlled
from the Summary tab.

Sets of Rules Screen Calls
When this Set of Rules iz active, the rules listed below will be applied. If two or

~ more rules could apply, the one highest on the list is used. When no rules
apply, calls will ring vouwr phone using the Standard Ringtone.

MNormal

Reject Calls

Screen Calls

=ther | wish to accept the call

o

Move Up || Move Down |[ Edit ][ Add Mew Rule ]

[ Add Mew Set of Rules |[ R | [[2epiy ] [ cancel |

This is your standard rules page to get started on



The standard rules comes for Normal activity (usually what you want through the day);
Rejected calls & screened calls.

To start, select the normal rule and then select (on the right) the line that says ‘calls will ring ..)

When no rules apply in the "Hormal™ set of rules

When no rules apply

) have my phone ring using IthESGndElrd Ringtone| »

W

7 send the call to voicemail
(@) forward the call to | <enter a number> -

% inform the caller that | am not available and reject the call

%
4

y prompt the caller to record his or her name, then ring my phone and ask me

whether | wish to accept the call

7 try to reach me by having more than one phone ring, together or in sequence

%
4

y prompt the caller to record his or her name, then try to reach me by having

more thanm one phone ring and ask me whether | wish to accept the call

Lile

- = Back Mext = Finish
Add MHew cel

Decide how you want your calls to be answered.

-do you want your calls to go directly to your vm ?

-do you want your calls forwarded to a number (always enter area code)?

-do you want the caller to be rejected?

-do you want your caller to be rejected?

*-do you want the calls to ring at more than 1 location at a time (find me follow me)?
-select the radial button (try to reach me...)

-select next

*This is the option most commonly used



Call Manager

Call Manag
F

Rules give you
from the

Sets of Rule|

Reject Calls
Screen Calls

>

Add Mew Se

When no rules apply in the "Hormal™ set of rules

Choose which phones you would like to ring when no rules apply

Select which phone will ring, wih it will b

gin ringing & for how long.

The first phone always starts ringing right away. If you want, you can delay
when other phones start ringineg. For example, you might want your office
phone to start ringing only once your home phone has already rung for 30
seconds. If a line is busy, the next available phone will start ringing straight
away.

In addition to deciding when each phone starts ringing, yvou can decide how
lone it rines for. You can also have more than one phone ring simultaneocushbs. All

Phone Mumber: | <enbter a number= v| Sta.rt:IU ~ End:llZ{)- | Add |

When Your Phone rings, use |the Standard Ringtone S
Wou can only change the ringtone for Your Phone.)

If nobody picks up or all lines are busy, forward the call to | Woicemail vl

olled

is
ride

[ <Back || mMext- || Finish |[ cancel |

cel I

-select from the

drop down “my phone”

Call Manager

Call Ma nag| When no rules apply in the "Normal” set of rules

B Choose which phones you would like to ring when no rules apply

Rules give you
from the

Sets of Rule

Reject Calls

Screen Calls

Add New Se

Select which phone will ring, wh it wrill b

gin ringing & for how long.

The first phone always starts ringing right away. If you want, you can delay
when other phones start ringing. For example, you might want your office
phone to start ringing only once your home phone has already rung for 30
seconds. If a line is busy, the next available phone will start ringing straight
away.

In addition to deciding when each phone starts ringing, you can decide how
lone it rines for. You can also have more than one phone rine simultaneoushe. All

Phone Mumber: | My Phone > w | Start: I 0 ' End: IlZ{)- Add

olled

is
ride

When Your Phone rings, use Ithe Standard Ringtone s
You can only change the ringtone for Your Phone.)

If nobody picks up or all lines are busy, forward the call to | Wolcemail vl

[ <Back || Mext= || Finish |[ cancet |

Lile |

cel

--select “Add”



Call Manager

Call Ma nag| When no rules apply in the “Mormal™ set of rules

20

F Choose which phones you would like to ring when no rules apply
Seconds into call: e ] 30 &0 o0 1
S ] sy erone EEEENEENEENEENNNENENEENTR

Phone Mumber: | <enber a number= -

When Your Phone rings, use Ithe sStndard Ringtone[ ~ |
Mou can only change the ringtone for Your Phone.)

sr.art:|0 ~1] End:|120- | Add

If nobody picks up or all ines are busy, forward the call to | wWoilcemail

Add New Se [ <Back ||

Mext = |[ Finish ][ Cancel ]

Lile |

cel I

-add the telephone number you also want to ring when a call come in

-select “Add”

Call Manager
Call Ma nag When no rules apply in the "Hormal™ set of rules
n Choose which phones yvou would like to ring when no rules apply
Seconds into call: [+] 30 60 90 120
My Phone | T
Sets of Rule
(902) 444 1212 " o T
Phone Mumber: | <enter a number> -« | Start: IU - End: IlZU- | Add
When Your Phone rings, use |the Standard Ringtone v |
[(You can only change the ringtone for Your Phone.)
If nobody picks up or all lines are busy, forward the call to | “oicemail vl
— = Back MNext = Finish Cancel
[ Add New Se ( ] | I I J

Lle |

cel I

-Adjust the arrows for the time you want the ringing to start




When mno rules apply in the "Hormal™ set of rules

Choose which phones you would like to ring when no rules apply

Seconds into call: 0 30 60 o0 120
My Phone ER ']'_;']rﬁ
(902) 444 1212 e o o] *ﬁ]"ﬁ

Phone Mumber: | <enber a number> = | Start: ID ~ End: |120 ~ Add

When Your Phone rings, use IthESEIndElrd Ringtone|
("Mou can only change the ringtone for Your Phone.)

If nobody picks up or all lines are busy, forward the call to | VWoicemail -

Lile

e ——— Mext = [ Finish ][ Cancel ] —

-This set up will have my phone ringing for 20 seconds before going to voice mail

-My other telephone # will start ringing after 5 seconds and stop ringing after 25
seconds

Once you have the timers set to what you want, select “Finish”



Summary Rules Weekly Schedule Special Days

Rules give you advanced handling options for incoming calls. Which set of rules (if any) is active is controlled
from the Summary tab.

Sets of Rules After hours
This Set of Rules does not contain any rules for specific callers so when it is
ﬁ active, all calls will ring your phone using the 5tandard Ringtone. y
this behavior for specific callers, click the "Add Mew Rule® button behwiw
Mormal
Move Up Move Down Edit Add Mew Rule
[ Add Mew Set of Rules ][ Rename | Apply | Cancel |

-Select the Rule, then the line that says “calls will ring your phone using the standard ring tone”




i https://commportal dsmiel.ca/sessionaleSddact2s O - @ &

File Edit View Favorites Tools Help
5 & Amazon.ca— Online Shop...

Call Manager

Call Manad When no rules apply in the "Normal™ set of rules

When no rules apply
(@ have my phone ring using
(O send the call to voicemail

() forward the call to| <enter a number> -

(©) inform the caller that | am not available and reject the call

Sets of Rulg

() prompt the caller to record his or her name, then ring my phone and ask me

whether | wish to accept the call 1
(O try to reach me by having mere than one phone ring, together or in mmc<
() prompt the caller to is or her name, then try to y having mm
more than ane phone ring and ask me whether | wish to accept the cal

Add Hew Sef

-Select the option try to reach me by having more than one phone ring, together or in sequence

-Select Next



@] https://commportal.dsmtel.ca/sessionale5d3ae488 O ~ @ &

5 & Amazon.ca— Online Shop...

" Call Manager

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

Choase which phones you wouid like to ring when no rules appiy

Seconds into call: o 30 &0 %0 120

iy Phone (T T+

Phone Number: | My Phanel x | start: [0 [~ ena: [120[%]
‘When Your Phone rings, use |the Standard Ringtona-

{You can only change the ringtone for Your Phone.)

If nobody picks up or al lines are busy, forward the call to | Voicemail -

= = =

ENG
s A

B &8 (RN

-Select in the drop down box “My Phone”

-Adjust the time you want the calls to ring (before vm will pick it up) by sliding the arrows

-Go back to the phone number tab and enter the other phone number you want the calls to

ring at (10 digits), again adjust the time and select “Add”

-If there are no other phones to ring, select “Finish”

-On main rules page, select “Apply”




After you do this, you have set up the rule. The rule is not active yet. You will still need to go to the
summary page and activate the rule

Call Manager [EN {902) 555 1212 @] 2 P

Summary Rules Weekly Schedule Special Days

When | receive a call

_) Have my phone ring as normal

_) Send it to voicemail immediately

() Forward it to | <enter a number> -
@ Apply advanced rules. Use m}rINGFmEﬂ - rules [or set up new rules)

_) Handle the call depending on the day or time

You haven't set your weekly schedule yet. Set it up now for greater flexibility: apply different rules at
specific imes or on different days of the week.

[_sppty || cancet |

7

-Select “Apply advanced rules”; select “Apply

Settings Tab

Security
Settings
Settings EX (902) 555 1212 @] =2 2
Security Preferences Messaging CommPortal Assistant

Change Password

Password: anns

Confirm password: "._l

[ Change Password

To change your password, enter the new password twice & select “Change password”




Preferences

Security Preferences Messaging CommPortal Assistant

Forwarding Preferences Click To Dial

Enter number when activating from my phone for

Immediate Forwarding
Busy Forwarding
Mo Answer Forwarding

=" ] ]
®) Use my subscriber line

'i::' Use remote telephone

Caller ID Preferences
Line Information
D Withhold my caller 1D when making calls

Line name: Michelle Hughes
If not withheld, signal my name as: D5M Tel

Member of Department: None

Admin for Department: Whole Business Group Dizplay incoming call name on my phone

Display incoming call number on my phone
Voicemail Preferences

Incoming calls are forwarded to voicemail after | 16
seconds.

Apply Cancel

This page is telling you how you phone is forwarded.

It will also tell you how long your call will ring before it goes to voice mail (do not change this option
from the original setting of “0” if you have set up find me follow me or if you have any additional line
appearances on your phone.

If you want to use your CommPortal to dial out from and want the caller to see your caller id from your
line; select the “Click to dial” and “Use my subscribers line”. If you want the caller id to show another
number, select “use remote telephone number” and enter the telephone #

If you want to with hold the caller id from a particular call you are making, select “withhold my caller id”




Messaging (Settings)

Security Preferences Messaging CommPortal Assistant

Se'ltings| Mailbox | ﬂ| Email | Qutdial | Override | Greetings

Voicemail Auto-Forwarding

Autoforward all voicemail messages as emails

to:

| mhughes@dsmte.com -
D Leave a copy of forwarded voicemail messages
in the inbox.

Display Hame

This is the name that is displayed in the "From”
header on forwarded messages.

First Mame: Michelle

Last Mame: Hughes

| Apply || Cancel |

To set up voice mail to email
-select the box beside “auto-forward all ...”
-enter the full email address to send the notification to

-Select the second box only if you want the messages left in your mailbox as well as getting the email

-select apply



Messaging (Mailbox)

Security Preferences Messaging CommPortal Assistant

Settings | Maill:rc-x| MWI | Email | Qutdial | Owverride | Greetings

Mailbox Settings Caller Transfer and Humeric Pages

|:| Skio PIN Caller transfer is not available as no operator number
P has been set for your business group.

Fast Login

D Auto-Play Voicemail

Save Settings

Voicemail Playback: II"-"lE!QE only v

Message Play Order Igldestﬁrst A

Save Settings

This will allow you to select how your messages will be displayed to you
-Skip pin will allow you to enter your mailbox without entering a password
-Fast log in will allow you to enter your password and be delivered your messages (recommended)

-Auto-play voicemail will give you all your messages one after the other with no break to deal
with each one

-Voicemail playback(message only) will allow you to hear the messages without a message
header on every message

-Message play order will allow you to select if you hear oldest messages first or newest message
first

-select “Save settings”



Messaging (Greetings)

Security Preferences Messaging CommPortal Assistant

Settings | Mailbox | ﬂ| Email | Qutdial | Override | Greetings

Configure Greeting Record Greeting

Select the default greeting: Select the greeting to record:

|Personal Business Group Extende| v |

Greetings marked with * are already recorded.

This page will show you what greeting is current (only if it has been recorded) and what greetings are

available to you to record
CommpPortal Assistant

Security Preferences Meszaging | CommPortal Assistant

Your phone service allows you to access contacts, receive incoming call and voicemail
notifications and configure call services from a desktop toolbar.
Platform Requiremen ts:

& Call contact

Windows XP SP2 or above, Windows
Vista or Windows 7

Intermet Explorer 6.0 or above or
Firefox 3.0 or above

Hams: HRTHNE at least 8 MB of disk space for
otk 18085550110 installation.

Infcrrmshian
This call vall be connexcied hom pow defsul phone.

hidoeReyarmps cofn

( Follow this link to download the
toolbar installer.

John Doe (John) (Genenc Cosp)

If prompted, select "Run” to immediately begin the instalation or wait for the download to
complete and then execute the instaler manually at a later time.




CommpPortal assistant will allow you to have the icon on your taskbar (not Windows 8) so you do not
have to log into CommPortal any time you want to make a change. Just follow the instructions on this

page



