
Forwarding a Call

 Base Seat

Go to the “Forwarding” tab 

Log into the individual user portal (or 
access the individual user settings from 
the Admin portal)
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Go to the “Immediately” sub tab on 
the left

Check the box next to 
“Forward calls immediately.” 
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Input the 10-digit number where you 
want your calls to forward to



Select "Apply"

Your calls are now forwarding immediately! 
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