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What is a ‘Time of Day’?

A Time of Day (TOD) is typically what is used for the main line of a business. This Incoming Call Manager (ICM) is 
what can be programmed to route calls either to a group of phones (Multi-Line Hunt Group (MLHG)) or to an Auto 
Attendant based on a schedule.

• The call could go to one of 
several numbers included in a 
Hunt Group, if one is present.

OR

• If you have an Auto 
Attendant, a caller might hear 
a Message, depending on the 
Time of Day Schedule.

To view or make changes to your configuration, you must access your TOD through the CommPortal.
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Setting Your Schedule

Once logged into the CommPortal for 
your Time of Day ICM, click on the Weekly 
Schedule tab.

Your Time Periods are represented with 
a color. The color of the font is the color 
of the corresponding cells on the graph 
that reflect the different call routing time 
periods.

To change, simply click the Time Period 
you want to change a cell to, and then 
click in the graph to paint the cells with 
the color you have chosen. When finished, 
click Apply. If your phone system is live 
and operational, your change takes effect 
immediately.

Next, you will modify the different Rules 
that will be used in your specified Time 
Periods.

Modifying Your Rules

Click on the Rules tab. Rules 
determine how incoming calls are 
handled. You can click on Add 
New Set of Rules if you need to 
add to the rules you already have. 
You will also notice that when you 
click on an existing set of rules, 
the setting will be summarized 
in the Default. Click your various 
Rule Sets to see each of the 
summaries.

At minimum, you will probably have a Rule Set for Business Hours and one for Non-Business Hours.

To view the specifics of the Rule Set or make changes, make sure you are clicked on to the correct Rule Set and 
then click Edit.
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Business Hours

During Business Hours, the typical programming may forward calls to the Pilot Number of a Multi-Line Hunt 
Group (MLHG), a single phone number or extension, or it could ring more than one phone at the same time or in 
sequence.

The selected radio button indicates what option the default rule 
for that Rule Set will follow.

Some options on this screen need no other specifications, such as 
forward to, which is selected to forward a call to another number. 
This option is often used when calls are to be forwarded to the 
Pilot Number of a Multi-Line Hunt Group. In that case, you would 
enter the extension or telephone number of the destination and hit 
Finish.

Other options, like ring more than one phone at the same time 
or in sequence, requires you to input additional information on a 
second screen. Choose that radio button and then click Next.

Once you have clicked Next, you will enter the extensions or 
telephone numbers that you want to ring. Each cell represents 5 
seconds, or approximately one ring that an incoming caller will 
hear.

To add another extension or number to this ring group, type the 
number in the Phone Number box and then click Add.

To change how long a member rings, click on the 
double arrow  and drag it to the duration you 
want. Note that the first person in the list has to 
start ringing at 0 seconds, but any subsequent 
members could have their start time adjusted. This 
would be used in a scenario where perhaps you 
have one person who should be the primary phone 
answerer and the other members are backup to 
that person. The delay in ringing other phones 
allows that primary phone answerer the chance to 
answer the call before the backup members are 
alerted.

The final setting to be configured controls where 
calls will go if unanswered or if all users are busy. 
Note: Entering 7 plus an extension (e.g. 7349) will 
send calls directly to the voicemail of that user and 
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bypass ringing their phone. In the example, unanswered calls will forward to the voicemail box of extension 349. To 
change this, simply type your desired destination in the box. Your business may have a general voicemail box not 
specific to any one user with a designated extension to use here.

Click Finish when you are ready to save your changes.

Non-Business Hours

For a Non-Business Hours rule set, repeat the 
steps used above for Business Hours. In most 
cases, calls during Non-Business Hours would 
most likely be forwarded to an Auto Attendant 
or directly to a voicemail box.

A Time of Day ICM could have its own voicemail 
box. In that case you could choose the send to 
voicemail option.

If calls need to be sent to a different user’s 
voicemail box, general voicemail box, call center, 
or Auto Attendant, use the forward to option.

Summary

The Summary tab is where 
you link your Rules to time 
periods on your Schedule. 
Choose Handle depending 
on the time or day if you 
have a schedule that uses 
two or three time periods.

Select the correct rule set 
from the dropdown for each 
of your scheduled time 
periods shown in blue text.

Note: Once applied, you 
will see which time period 
is currently active with the 
“(active now)” text shown to 
the right of the time period.
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Special Days

Special Days settings are for exceptions to your normal schedule and will use a particular set of rules (typically 
Non-Business Hours rules) for the entire day.

To set Special Days, click on the Special Days tab. Click a day on the calendar to mark it as a Special Day, turning 
that date a blue color. Use the arrows to move between months. When you are finished, click Apply.

Note: The days on the calendar 
start with Monday.

When that day marked as 
special occurs, the system 
will know to use the rule set 
indicated on the Summary tab 
for Special Days. If you were to 
select today and hit Apply, the 
system would switch to using 
the Special Days rule set at that 
moment.

Note: Once applied, you will see that the 
Special Days time period is active with 
the “(active now)” text shown to the right 
on the Summary tab. Sometimes it is 
necessary to refresh the Summary page 
to see the accurate changes made in 
Special Days.


