Forwarding your telephone number through the SafeCall Portal

This step by step guide will walk you through forwarding your Safecall telephone numbers to another
location or to a cell phone. It takes only a few minutes to change the routing of your numbers and is
just one of the many benefits the SafeCall portal offers!

The first step is to open your web-browser of choice (Google Chrome, Safari, Internet Explorer, etc)
and in the address bar, enter the following address: http://hosted.safecall.com and press enter.
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You should see the page above load in your browser. Enter the user name and password given to you
by your SafeCall representative in the appropriate fields.

If you do not know your user name or do not have one, please contact SafeCall customer service at
704-527-5100, Option 1 or customerservice@safecall.com. If you forgot your password, please click
the 'Forgot Password' link, under the Sign In button and follow the instructions to reset your
password.

Click the Sign In button to continue to the next page.
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Once you are logged into the portal you should see the home screen, shown below.
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From the home screen of the portal, you will want to navigate to the Services tab, towards the top
part of the screen (highlighted in red above). Click on the Services tab to proceed. You should see the

p

age below:
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If you do not see a list of all the telephone numbers associated with your business, make sure that you
have selected the Phone Numbers (in red below) selection on the left-hand side of the screen.
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Choose the telephone number your wish to forward, you can simply click on the telephone number
(in red above) to edit the routing and other options for the number. Once you have selected a number,

you should see a page similar to the one below:
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You should see the telephone number you selected at the top of the page that loads in your browser.

At this point, you will want to scroll a few lines down the page, until you arrive a section of the page
titled 'Call Routing' (highlighted in red below).

The Call Routing section allows you to control where your telephone number is ringing.

(For questions on the 'If Holiday' section, refer to the Holiday Setup guide.)
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To edit the routing of a number, find the 'Route To:' field. (highlighted in the blue box above)
Choose the drop-down arrow (highlighted in the green box above) in the box next to the Route To:

section. You should see a variety of options in the box that will open, such as, Caller ID Routing, SIP
Trunk, Extension, etc...

(continued on next page)
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This option must be set because thisis an E911 callback number.

To forward to an Off-site number or cell phone, you will want to choose 'OUTSIDE
NUMBER'.

Once you have selected Outside Number (highlighted in red below), there will be an empty box to the
right (highlighted in blue below) of the Outside Number box.

Enter the ten digit telephone number your wish to FORWARD ALL YOUR CALLS TO in the empty field.

NOTE! If the number was previously forwarded to an Outside Number, the previously forwarded to
telephone number will appear in this box once you have chosen the Outside Number option.
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Once you have entered the ten digit telephone number you wish to forward calls to in the field next to
Outside Number, you will simply need to save this routing option for it to take effect.

NOTE! Once you save this routing option, it will remain in effect until you go back in to the portal and
change the Route To: setting back to its original option. TAKE NOTE OF THE ORIGINAL ROUTE TO:
SETTING BEFORE YOU SAVE SO THAT YOU MAY CHANGE IT BACK WHEN YOU NEED TO TURN OFF
FORWARDING.

Scroll down to the bottom of the page and click the Save button (in red below). Your settings will take
effect within 5 to 10 minutes.
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To Un-forward the phones, simply go back to the Route To: setting and change it back to its original
option. Then scroll to the bottom of the page and save. Your numbers should be un-forwarded in 5 to
10 minutes.

If you have any trouble with any of the steps in this guide, or questions about other sections of the
SafeCall Portal, please reach out to our Customer Service Department at 704-517-5100 Option 1 or
customerservice@safecall.com

Thanks for partnering with Safecall!
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