
Forwarding a Call- Executive Seat 
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Log into the Individual user portal (or 
access the Individual user settings from 
the Admin portal)

Under 'Summary' tab select 
the “Forward to” field under 
“When I receive a call” 



Input the number you would like to 
forward your calls to. 
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Then click “Apply” 

Your calls will now be hard 
forwarded to the number that 
you input! 




