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Call Screening Through MyExeculink

The Call Screening function allows you to forward calls you receive to 
one or more alternate phones.

1. Login to MyExeculink and under Phone, select “View Your Lines”.

2. Select the line that you want to manage the Call Screening feature 
on.

3. On the Phone Status page, select the “Screening” tab.
4. Under Screening, you have a few different options for the types of 

screening you want to do:
• Selective Acceptance: Select callers who are able to reach 

you.
• Selective Rejection: Select callers who are unable to reach 

you.
• Anonymous Rejection: Reject all calls coming from an 

anonymous number.
• Priority Call: Make a distinctive ring for certain callers.

5. To activate any of these features, click the check box under on the 
appropriate tab. 

6. To edit the list of callers, choose “Edit List.”

7. You can add callers from your current list of Contacts (under 
“Contacts”) or add a new caller by typing in their number in the 
bar under “List” and clicking “Add New.” Once done, click “OK.”

8. The callers you’ve listed will now be added to the appropriate 
Screening type you’re on. To activate, click “Apply”. 

9. To cancel any rejection features you’ve added, simply click the 
check box again and click “Apply.”
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“Follow Me” (Call Forwarding) Through MyExeculink

The “Follow Me” function allows you to forward calls you receive to one 
or more alternate phones.

1. Login to MyExeculink and under Phone, select “View Your Lines”.

2. Select the line that you want to manage the “Follow Me” feature on.

3. On the Phone Status page, select the “Follow Me” tab.

5. To activate this feature, click the check box beside “Forward calls 

you receive to one or more alternate destinations.”

6. To add a rule for this feature, click “Add Rule.”

7. You can now set up your options for this new rule on the pop-up 
dialog presented:

• Destination to Ring:  choose to have either your own phone 
(“My Phone”) or another phone (“Other”) ring. 

• Telephone Number: If you choose the “Other” option beside 
“Destination to ring”, you must type in the phone number 
that you want to have called.

• Below this, you can choose to have the call ring the destination 
phone for a certain number of seconds.

• You can also choose which “step” the phone rings on. For 
example, if you want one number to be called first, choose 
“Step 1.” If you want another number in a separate rule to 
be called only after that first number doesn’t answer, choose 
“Step 2”. In this way you can have up to 6 different phones 
answer a call in succession.

• Description: Lastly, give this rule a description so that you can 
easily recognize what the rule is in your table of rules.
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“MultiLine Hunt Group” Through MyExeculink

Viewing Your MLHG

1. Login to MyExeculink and under Phone, select “View Your Lines”.

2. Find the line that you want to manage the Hunt Group for and click 
“(Admin)” underneath it.

3. In the Admin Portal, click “Hunt Group (MLHGs).” Here you will see 
your Hunt Groups listed by name. Click on the one you would like to 
manage settings for.

• Each Hunt Group has a Pilot Line and extension number to 
identify it.

• You can manage whether each individual group goes to 
voicemail, gets forwarded, or other features available on 
individual lines. 

4. To view the members of a particular Hunt Group, click on the tab, 
“Hunt Group Members.”

Adding/Removing Lines to your MLHG

1. You can add lines to a Hunt Group by clicking “Add Lines”. In the 
pop-up box, select the number you would like to add and click “Add 

Selected”.

• Additionally, you can add a single line by typing in the telephone 
number you want to add in the text box beside “Add single line” 

and then clicking “Add”.

2. To remove lines, click the check box next to the line you would like to 
remove, and then select the “Remove Selected” button.

3. To change the order the numbers are called in your MultiLine Hunt 
Group, select the line you would like to change, then click “Change 

Positions.”  In the pop-up window, use the up and down arrows next 
to the line you want to change and click the “Apply” button when 
done.

Changing the Settings of your MultiLine Hunt Group

1. To change how your MultiLine Hunt Group Works, click on the 
“Settings“ tab, then click “Hunt Settings”. 

• Call Distribution Algorithm: lets you select how the lines in your 
MLHG receive the call (Linear, Circular, Round-Robin, etc.).

• Maximum Queue Length:  Limits the number of calls in queue if 
all the lines in your MLHG are in use. 
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In these settings you can also select:

• the maximum amount of time that calls are queued for

• delivering the Caller ID

• how long you would like each member line to be rung

• and how long to wait until you ring a member again.

Premium Attendant

Logging in to Premium Attendant

1. Login to MyExeculink and under Phone, select “View Your 

Lines”.

2. Select the number associated to your Premium Attendant. 
You will now be directed to your main summary page. 

3. On the left of this page you will find your Activation 

Status and your Service Status (telling you which menu is 
currently activated). 

4. On the right hand side you will see shortcuts to various 
features as well as short descriptions of what you can do 
with each feature.

Setting up Schedules in Premium Attendant

1. Click on the “Schedules” tab.

2. To add additional time to the schedule for a selected 
period (eg. Lunch, Weekend, Working Hours), click on that 
period and its associated paintbrush. Then click or drag the 
appropriate time on the schedule that you would like to 
adjust. If a smaller interval of time is required, click “Zoom 

in”. 

3. To have a special announcement or menu play on a certain 
day, use the “Special Days” section to select the day you 
would like this to occur.

Deleting Periods in your Schedule

1. Click on the period that you would like to delete, then click 
on the “Delete” button. On the confirmation pop-up, click 

“OK”.  That period will now be removed from the calendar.

Adding Periods in your Schedule

1. Click on the “Add New Period” button. Provide a name on 
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the pop-up, then click “OK”. 

2. Highlight the period on the calendar you wish to add. 

3. Choose which menu to classify this new time period under 
from the drop-down above the calendar. Then click the 

“Apply” button.

Classifying Menus for your Schedule

1. To classify which actions each menu performs, click on the “Menus” tab. The menus you currently have will 
show on the left hand side.

2. Select the menu you wish to work with. Once selected, you 
will be presented with the “General” page. On this page you 
have the options to give your menu a new name, change 
its description, and select the appropriate announcement. 
Make your change if necessary, and click “Apply”.

Assigning the Functions of Keys

1. Select the “Keys” tab. You can assign functions to keys 1-9, 0, #, and *.

2. To change the assignment of a key, choose the drop-box 
beside the key and select the function you wish to provide. 
You can add additional detail if required in the drop-down 
beside that (eg. the phone number to transfer to). Once 
you’ve completed all your changes, click “Apply”.

Setting a Timeout Feature for your Menu

1. Select the check box to override the current timeout 
behaviour and set your own parameters.

2. You can now set the timeout for a certain number of 
seconds, and perform a certain action once that timeout 
limit has been reached.  

3. Once you’ve made the change, select “Apply”.
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Uploading Announcements for each Menu

1. Click on the “Announcements” tab.

2. Click the “Add New Announcement” button.

3. In the pop-up box, give the announcement a Name, enter 
a Description, and record your announcement using the 
provided recording tool. You can also upload your own 
announcement by selecting the “Upload announcement” option on the 
drop-down.

4. Once you’ve recorded your announcement, select “Add”.

5. You can add this announcement to a menu under the “Menus” “General” 

tab.

Incoming Call Manager

Logging in to your Call Manager

1. Log into MyExeculink and under Phone, select “View Your 

Lines”.

2. Select the line associated with your Incoming Call Manager. 
You will now see your Call Manager Summary page. 

• There are 4 separate tabs for setting up your incoming call 
preferences: Summary, Rules, Weekly Schedule and Special 
Days. 

• If you would like to create a schedule for when to route 
incoming calls to your mobile phone or another location, 
we recommend setting up the Weekly Schedule or an 
Special Days first.

Setting up the Weekly Schedule in Call Manager

1. Click on the “Weekly Schedule” tab. You can either use 
an example schedule and modify it, or start from a blank 
schedule.

2. You have the ability to create 3 unique periods of time, 
which are listed to the left of the schedule. Each of these 
time periods are colour coded so you know where they are 
represented on the schedule.

3. To modify a period, click on the period you would like to 
modify from the list on the left. Then click the cells in the 
schedule for the amount of time you want represented for 
that period.  
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Deleting, Renaming and Adding a Time Period in the Weekly Schedule

1. To delete a period in the Weekly Schedule, simply click on the trashcan beside the period 
you would like to delete.

2. To rename a period, select the period you would like to rename and click “Rename”.  In 
the pop-up, type in the name you would like to change this period to and click “OK”. 

3. To add a new time period, click the “Add New Period” button. In the pop-up window, 
type in the name of the new period, then hit “OK”. 

4. When finished with your changes to your Weekly Schedule, click the “Apply” button.

Configuring Special Days

1. Select the “Special Days” tab.

1. To configure calls differently on certain holidays or vacation days, 
click the days you need to configure from the calendar and then 
click, “Add Public Holidays”. In the pop-up window, select the 
appropriate classification of holidays and click “OK”.

2. Click “Apply” to save your changes.

Creating and Configuring Rules

1. Select the “Rules” tab. 

2. You will see the sets of rules on the left-hand side. 

3. If you would like to rename any of these sets, click the “Rename” 
button, change the name, and click “OK”. 

4. To add a new rule, click the set you would like the rule to exist 
under (eg. “Normal”), and then click on the button, “Add New Rule”).  

5. In the pop-up window, the first step is to define the type of caller that 
you are receiving a call from. This can be an individual, group, specific 
number, or anonymous caller. Choose your type of caller from the 
options listed, then click “Next”. 

6. The next step is to determine the action to apply when you receive 
a call from that number. Choose from the options provided and click 
“Finish”. 

7. You can see your new rule is now listed. Use the Summary tab to apply your rules.

Using the Summary Tab to Assign your Weekly Schedule, Special 

Days & Rules

1. Select the “Summary” tab. 

2. To use a set of rules you have set up previously, select “Use my x 

rules” and select the set from the drop-down.

3. Alternatively you can handle the call depending on the time or 
day. Once you choose this option, you can apply your rules based 
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on your Weekly Schedule or Special Days that were created. 
Select your rules from the drop-downs provided. 

4. You can also configure your calls if you are unable to answer or 
when you’re on a call. You can choose to:

• Forward to a certain number

• Send to voicemail

5. When you’ve completed your changes, click “Apply”.


