My Rules
Feature Overview
In business today there are many different ways people want to treat incoming calls. An individual
may want to make sure they don’t miss a call from a certain number regardless if they are in the
office or not. Other individuals may want to have their office phone ring simultaneously with their
mobile phone between 8:00am and 5:00pm but transfer to voicemail after office hours. These settings
and much more can be accomplished with My Rules. My Rules is where you can create different rules
to forward, reject or accept certain calls based on the phone number of the person calling and/or
time of day and day of the week when the calls are received. You can also add schedules that
determine when your rules are active. It’s recommended to add your schedule, or schedules before
creating a rule.

Feature Prerequisites
Before the My Rules feature can be used the following conditions must be met:
•

At least one inbound number must be available to be assigned to a station with a user
account (Premium, Hosted Key System, Hosted PRI - User, Standard, Conference Room, and
Messaging)

Feature Setup
Let’s create a Schedule and then a Rule for forwarding calls to your cell phone during designated
after hours – which represent Monday-Friday from 6pm-8am and weekends.

Creating Schedules
Step 1. Log in to My Phone
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Step 2. Go to the My Rules tab

Step 3. Define the schedule for the rule
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1. Select My Schedules to create a unique schedule. Any schedule that has already been added by
the Site Administrator, will be displayed here. You can apply these schedules to your rules, or
you can create a new schedule.
2. You can delete a personal schedule by selecting the red “Delete this line item” icon that is on
the same row as the schedule you wish to delete. Note: If the schedule is assigned to a Rule,
you cannot delete the schedule.
3.

In My Schedule you can also view group level schedules that have been defined by your site
administrator. You cannot modify or view the details of group level schedules. Please see your
administrator to learn which days and times are included in the schedule.

4. There are two types of schedules you can create - ‘TIME’ and ‘HOLIDAY’
• Create a “Time” schedule to define events recurring based on the day of the week such as
your normal off-hours work schedule. When you define a “Time” based event, define the
desired time (either all day, or a start and end time) and day of the week. The “from date”
is the first date this rule will be applied. It will recur weekly on the day of the week
specified in the event.
• Create a “Holiday” schedule to define calendar date specific events such as a holiday or
birthday. When you define the “Holiday” based event, define the desired time (either all
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day, or a start and end time) and date; do NOT specify a day of the week. The “from date”
is the date this rule will be applied.

Step 4. Define the date and times associated with the schedule

!

A schedule is a group of user defined events.
• A schedule may contain one or more events
• An event represents a single day. It may be based on the day of the week (every Monday) or
specific calendar date (25 December - Christmas Day).
• An event can represent all or part of that day based on your event settings.
•

Thus, events represent the days and times of the day that should be covered by that schedule.

As an example, we’ll create a schedule called “After Hours Rule.” We want this schedule to represent
your normal off-hours time which is:
• Monday through Friday from midnight to 8 AM, and then 6PM to midnight.
•

All day Saturday and Sunday
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To add the new schedule, enter the name of the new schedule – in this case ‘After Hours Rule.’ Then
click on the plus button to create the new schedule.
Now you need to create events that define the days and times you want your rule applied.
Let’s add the first rule – for Monday morning before work. Note that this event only addresses your
time off before work starts on Monday:
1. Enter an Event Name. In this example we used “Monday Before Work”
2. Select the date in which to start this schedule.
3. Then select the From Time, 12am.
4. Next select the To Time, 8am
5. Select Monday from the list of days.
6. Click on the “Add this Event” button
Example of a typical after hours schedule for a company with operating hours M-F from 8am – 6pm:
PLEASE NOTE – The default 15 minute time intervals in the Schedule creation screens can be
manually over-written by clicking into the box and typing a more specific time, i.e. instead of
11:45 pm, you could click into the box and type 11:59 pm.
Schedule Entry
Name

All Day Event

Start Time

End Time

Reoccurrence

Reoccur on
Day

Monday_Early

No

12:00 AM

7:59 AM

Weekly

Monday

Monday_Late

No

6:01 PM

11:59 PM

Weekly

Monday

Tuesday_Early

No

12:00 AM

7:59 AM

Weekly

Tuesday

Tuesday_Late

No

6:01 PM

11:59 PM

Weekly

Tuesday

Wednesday_Earl
y

No

12:00 AM

7:59 AM

Weekly

Wednesday

Wednesday_Late

No

6:01 PM

11:59 PM

Weekly

Wednesday

Thursday_Early

No

12:00 AM

7:59 AM

Weekly

Thursday

Thursday_Late

No

6:01 PM

11:59 PM

Weekly

Thursday

Friday_Early

No

12:00 AM

7:59 AM

Weekly

Friday

Friday_Late

No

6:01 PM

11:59 PM

Weekly

Friday

Saturday_All

Yes

N/A

N/A

Weekly

Saturday

Sunday_All

Yes

N/A

N/A

Weekly

Sunday
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!

To address the second half of the day
1. Enter an Event Name. In this example we used “Monday After Work”
2. Select the date in which to start this schedule.
3. Then select the From Time, 6pm.
4. Next select the To Time, 11:59pm
5. Select Monday from the list of days.
6. Click on the “Add this Event” button
These two events will now repeat for each subsequent Monday unless they are removed, edited or
overwritten by an additional schedule
For this example, you would continue adding similar events for Tuesday, Wednesday, Thursday and
Friday.
If desired, you can add events for Saturday and Sunday. On these days, you can select “All Day” rather
than defining specific times which will apply from 12am-12pm on the specified days.
When finished, close out of the Event Add window.
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Creating Rules
Step 1. Log in to My Phone

Step 2. Go to the My Rules tab

Step 3. To create a new rule click on the drop down box and select the appropriate action
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Rules specify the type of action you wish to be taken, the type of call or phone numbers you
want the rule to be applied to, and the schedule(s) defining when you want the rule to apply.
•

A maximum of 99 rules can be created for each user

•

If “Forward Calls” is selected, calls will be sent to the destination specified when you create
the rule. .

•

If “Reject Calls” is selected, calls from the numbers you have configured during the specified
times will be rejected. For example, you could create a rule to reject calls from anonymous
callers or a specific phone number you wish to block.

•

If “Accept Calls” is selected, you can accept calls from the numbers configured during the
specified times. For example, you might create a rule to only accept calls from a specific
number on weekends.

•

If “SimRing” is selected, calls from the numbers you have configured during the specified times
will receive simultaneous ring treatment. See the Simultaneous Ring QRG for additional detail.

•

If “Call Notify” is selected, calls from the numbers you have configured during the specified
times will cause an email to be sent with caller information. The User will also need to enter
an email address in the Call Notify Settings box. See the Call Notify QRG for additional detail.

•

If “Priority Alert” is selected, calls from the numbers you have configured during the specified
times will play a distinctive ringtone. See the Priority Alert Notify QRG for additional detail.

•

If “Sequential Ring” is selected, calls from the numbers you have configured during the
specified times will ring the defined numbers in sequential order until answered or sent to
configured treatment (e.g. voicemail).

!

service: 303-376-7233
service@dpcnetworks.com

My Rules
Step 4. You can apply the rule to all incoming calls or just particular numbers

1. Use this field to describe the new rule. For example, if you’re creating a rule to forward
all your calls after 5:00 p.m. to your mobile number, you could name the rule “After 5PM
rule.”
2. Enter the number to which calls will be forwarded
3. Select either a Time Schedule or a Holiday Schedule that this rule will follow. (If both are
selected, the time periods defined in both schedules must be true before rule is enforced).
The rule will be active only during the time defined in the schedule. Time periods not
defined under the schedule will not follow this rule.
The drop-down list may include time schedules created by your site administrator or by you
the end user. Please see your administrator to learn which days and times are included in
the schedule.
4. You may apply the rule to calls placed from any number or from selected numbers.
a. Select the “any numbers” option from the drop-down menu to apply this rule to any
call placed to your number.
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b. Select the “selected numbers” option from the drop-down menu to apply this rule to
calls placed from selected numbers.
• If you opt to apply this rule to “selected numbers,” there are additional options
to choose from:
a. Anonymous Caller: Calls from an anonymous number.
b. Unavailable Number: Calls that do not have an identified caller ID are
presented as unavailable numbers.
5. Specific Number: You may define and add a specific number (all digits defined) or a digit
pattern (digits and one or more wildcards) to the list of numbers that will receive
treatment.
a. A maximum of 12 numbers/digit patterns may be defined in a single rule.
b. To add a specific phone number, enter the phone number, then click the Add Number
button.
c. To add a digit pattern, enter the desired string, then click the Add Number Button
• For example, 240* would apply to any calls from phone numbers starting with
240. Users can also use the “?” wildcard character in specifying digit patterns.
• The “?” wildcard character represents any single digit (0 through 9) and can be
used multiple times anywhere within a digit string.
• The “?” wildcard can be used with or without the “*” wildcard at the end of the
digit string.
d. Digit pattern examples:
• 123*: Specifies any phone number from Area Code 123
• 12345678*: Specifies phone numbers 1234567800 through 1234567899
• 12?456*: Specifies any phone number from area codes 120 through 129, where
NXX=678
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