Set Office Hours on Avaya
Cloud Office

1. Sign in to Avaya Cloud Office - service.cloudoffice.avaya.com

2. Click Sign in with Google
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3. Choose your ISS Email Address
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Choose an account

to continue to avaya.com

Ethan Dancy
ethan_dancy@iss.k12.nc.us

(® Use another account

To continue, Google will share your name, email address,
language preference, and profile picture with avaya.com.
Before using this app, you can review avaya.com's
privacy policy and terms of service.

4. The first time you sign in, it may ask you for permissions to use your Google Account.
Click Allow on these options.

5. Click Settings at the top.
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6. Click Call Handling
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7. Click Work hours, and then click Edit Schedule

. Call Handling
Click this first

After hours Custom rules Settings

Schedule: Your calls will follow these rules 24 hours, 7 days a week. To turn on after-hours call handling, set a custom schedule.§ Edit schedule

Incoming calls:

Forward all calls

Set how you'd like your devices to ring during work hours. Learn more

¥ Ring all at once i

£ Create ring group B Ungroup i Delete

O Order Active Ring for © Name Number
ad 1 () 4 Rings / 20 Secs W Existing Phone
1 C 6 Rings / 30 Secs N My desktop and mobile apps

@ Add number or coworker

8. Here you can specify a specific work hours schedule.
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Schedule

Use a 24/7 schedule that applies to all your calls, or set a specific schedule to route calls differently after your work hours.

What are your work hours?

(® 24 hours, 7 days a wee,
(O Specific schedule

Time zone

(GMT-05:00) Eastern Time (America/New_York) %
Schedule

Use a 24/7 schedule that applies to all your calls, or set a specific schedule to route calls differently after your work hours.
What are your work hours?
O 24 hours, 7 days a week
(® Specific schedule
(__ Sunday
@) vonday From | 9:00AM ~ | To | 400PM | [J 24hours | (3 Applyto~
@) ruesday From | 900AM ~ | To | 6:00PM /' [J 24hours | (3 Applyto~
() Wednesday From = 9:00AM To  6:00PM (J 24 hours (3 Apply to =
@) mursday From | 9:00AM v | To | 6:00PM | (] 24hours | (9 Applyto~
@) Fricay From | 9:00AM ~  To | 600PM ~ | (] 24hours | (3 Applyto~
L Saturday

9. Once you are finished setting your schedule, then click Save.
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