
Listed below is information to assist you in transferring calls from your Canal desk phone to your 
cell phone or land line. With the below method, if you do not answer the phone to which calls 
have been forwarded, the call will be transferred back to your Canal voicemail. When a Canal 
call is forwarded, an attendant (automated) will announce the call when you answer the phone, 
and then you will have the option to connect.  
 

***** If you set your Cisco phone to transfer, disregard the following ***** 
 

1.) Log into web mail via https://webmail2.canal-ins.com (internal or External). 
2.) Select the  option indicating this is a private computer. 
3.) Enter the Canal domain name along with your username and password.  For example, canal-

ins\firstinitiallastname (ex jdoe). 
 

 
 

4.) Once logged in, select “Options” in the top right.  From the dropdown menu, select “See all 
options.” 

5.) On the next screen, at the far left, select “Phone.” 
6.) Under “Call Answering Rules”, select “New Rule.” 

 
 

7.) Enter a name for the rule.  “Call Forward or Find Me.” 
8.) On the right side, click “If it is during this period…” 

https://webmail2.canal-ins.com/


 

 
 

9.) Select “Working hours” and click apply. 

 
 
 
10.) Next, select the “Find me at the following numbers…” option under “Add actions the caller can 
select.” 
 
11.) Enter text in the “For” text box.  This will be converted to speech by the answering system.  We 
suggest using the text or “contacting me directly.” 
 
12.) Enter the phone number to forward calls to, proceeded by a “9” with no dots or dashes. For 
example: 98641234567. 
 
13.) Leave the “for 25 seconds” default. 
 



 
 
14.) Click “Apply.” 
 
15.) The end result is this: 
 

 
 
16.) Under “Add Actions the Caller Can Select” make sure “Leave a voice message” is selected. 
 
17.) Make sure the rule is enabled (check in box) beside “Rule Name” under the “Call Answering Rules” 
and then make sure to click “SAVE” in the bottom right corner.  
 
18.) You may now dial your Canal phone number from outside and test the functionality.  You may want 
to use a phone other than the one that the call will be transferred to for testing purposes.  
 
19.) To disable the rule and end call forwarding, simply uncheck the box with the rule name beside it 
and once again make sure to click “SAVE” in bottom right corner.  
 


