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Introduction 

Welcome to your Berkshire Receptionists Client Portal! This guide will help you 
navigate the portal's features and functionalities to manage your account more 
effectively. 



Log into the portal by visiting: https://portal.berkshirereceptionists.com and 
entering your username and password. 

You may also utilize the “Sign in with Google” OAuth implementation. Using 
this, clients can securely authenticate into the platform using Google's native 
MFA features to maintain security as well as add an additional seamless way 
to login. It is important to note that this method will only be available to clients 
who use the same email as they have in their Google account, meaning this 
requires a Google account to be possible. 

 

 

 

 

 

 

Dashboard​  

The dashboard is the command center of your client portal. It provides a quick 
snapshot of your most relevant information. Let's take a tour of the key sections: 

1.​ Dashboard Widgets 
○​ The dashboard widgets are available to access quick details and serve 

as shortcuts to important areas of your client portal. 
i.​ New Messages: Indicates the number of unacknowledged 

messages in your inbox. 



ii.​ Delivered Messages: Shows the total number of messages that 
have been acknowledged. 

iii.​ Monthly Usage: Reflects the minutes used in the current month. 
iv.​ Last Login: Displays the date of your last login to the portal. 

2.​ Month To Date Usage Report 
○​ Graph: A visual representation of your usage throughout the current 

month. It shows usage trends over time. 
○​ Usage Types: The graph differentiates between standard usage and  
○​ operator-assisted calls. 

My Accounts 
 
The Accounts section of the portal gives you an overview of your current Phone 
Numbers. Each phone number is branded with company information, logos, etc. The 
Accounts section allows you to manage this information and ensure it’s up to date 
along with the Users you would like to invite to your portal. Users can be assigned 
access to different elements of the User Portal of an Account. Navigate to Users, Edit 
a user, and then select Access to configure changes to access. 
 

Access Type Description 

Account Management Access to the Accounts company 
information 

Oncall Calendar Management Edit access to the Oncall Calendar 

Call Recording Access to Call Recording 

Messages 
This section of the client portal is designed to help you efficiently manage your 
messages and keep track of activities related to your account(s). 



 
The Messages Dashboard is split into two main categories: 

●​ Messages: On the left, displaying all new and acknowledged messages. 
●​ Activities: On the right, showing recent activities related to messages. 

Messages 

1.​ New vs. Acknowledged Tabs: At the top of the messages list, you have 
two tabs: “New” and “Acknowledged”. 

○​ The “New” tab shows messages that have not yet been 
acknowledged. 

○​ The “Acknowledged” tab contains messages that have been 
marked as acknowledged after reviewing. 

2.​ Message Overview: Each message row contains: 
○​ ID: A unique identifier for the message. 
○​ Created At: The date and time the message was received. 
○​ From: The name of the caller who left the message. 
○​ Phone: The phone number gather from the caller 
○​ Message: A brief preview of the message content. 
○​ Company Name: The company associated with the message, if 

applicable. 
3.​ Acknowledging Messages: To acknowledge a message, click the 

“Acknowledge” button on the right side of the message row. This 
indicates that you have seen and/or acted upon the message. 

Activities List 

1.​ Activities Overview: This section logs recent actions taken on 
messages, such as when a message was delivered, acknowledged, or if 
there was any escalation. 

2.​ Navigating Activities: You can scroll through the list to see all recent 
activities. Each entry will show the activity description and the 
date/time it occurred. 



Additional Features 

1.​ Search Function: Use the search bar to quickly find specific messages by 
keyword, sender, or message content. 

2.​ Message Selection: Use the checkboxes next to each message to select 
multiple messages at a time for bulk actions like acknowledging. 

3.​ Page Navigation: Use the “Previous” and “Next” buttons at the bottom of the 
messages list to navigate through pages of messages. 

4.​ Sorting Messages: Click on the column headers to sort messages by ID, date, 
sender, etc. 

Scripts 
The Scripts section gives you an overview of the currently active Agent Script on any 
of your phone numbers. You can see how Receptionists are answering your calls and 
gathering information from callers. 

Oncall Calendar 

Add Contacts 

1.​ Navigate to the left-side panel labeled Contacts and select the (+) button. 
2.​ Type the name of your contact and press Save. 

Add Delivery Methods 

All contacts can be assigned a variety of delivery methods which our Receptionists 
will use to deliver your message notifications. 

1.​ While in the menu of the selected contact click the button 
2.​ Select the Delivery Method of your choice: 

○​ Call - Verbal Phone Call 



■​ Phone Number - The phone number you would like our Agents to 
dial. 

■​ Phone Type - The type of phone they are dialing 
■​ Call Instructions 

■​ Complete Message - Entire message left on voicemail 
■​ Message for Callback - A voicemail to call the Virtual 

Receptionist back for the entire message. 
■​ Digital Beep - A pager message with either the number to 

call us back or the caller's number. 
○​ SMS - Text Message 
○​ Email 
○​ Fax 
○​ External API - Custom Notifications (Speak to your account manager for 

more information) 
3.​ Add the corresponding contact information and click the button 

Rename Contacts 

1.​ Underneath Contacts select the button next to the contact you wish to 
rename. 

2.​ Select Rename in the bottom right corner of the contact. 
3.​ Enter the new name you wish to rename the contact to and Save. 

Edit Delivery Methods 

1.​ Underneath Contacts select the button next to the contact you wish to 
rename. 

2.​ Select the button next to the delivery method you wish to edit. 
3.​ Edit the information as needed and click the button. 

Delete Delivery Methods 

1.​ Underneath Contacts select the button next to the contact you wish to delete. 



2.​ Select the (red cross) delete button next to the delivery method you would like 
to remove. 

3.​ Press Ok on the prompt to confirm the removal of that delivery method. 
4.​ Note: Deleting a delivery method will also remove it from any existing 

calendar events. This CANNOT be undone. 

Delete Contacts 

1.​ Select the (trash can) icon next to the contact you wish to delete. 
2.​ Press OK on the prompt to confirm the removal of that contact. 
3.​ Note: Deleting a contact will remove them from all existing events on the 

calendars. This CANNOT be undone.  

Merge Contacts 

1.​ Select the merge button. 
2.​ Select all the contacts you want to merge together under 'Select Contacts' 
3.​ Enter the name you would like to rename the newly merged contacts under 

'New Contact Name' 
4.​ Press OK on the prompt to confirm the merging of the contacts. 
5.​ Note: This CANNOT be undone. 

Calendar Events 

Add New Events 

1.​ Navigate to the calendar in which you would like to add your new event. 
2.​ Select the 'New Event' button. 
3.​ Select or enter the duration in which the event will last. 
4.​ Optional: Set a schedule for the event (see recurring schedule for more 

information). 
5.​ Select 1 or more delivery methods to be associated with the event. 
6.​ Select 'Create' to save the new event. 



Edit Existing Events 

1.​ Navigate to the escalation level you would like to edit your event on. 
2.​ Select the event on the calendar. 
3.​ Change the contact, duration, schedule, or delivery methods based on your 

preference. 
4.​ Select the 'Update' button to save your changes. 

○​ Update: This instance - Updates that single instance. 
○​ Update: All instances - Updates all events associated with the events 

recurring schedule on that escalation level. 

Delete Existing Events 

1.​ Navigate to the escalation level you would like to delete your event on. 
2.​ Select the event on the calendar. 
3.​ Select the 'Delete' button on the event. 

○​ Delete: This instance - Deletes that single instance. 
○​ Delete: All instances - Deletes all events associated with the events 

recurring schedule on that escalation level. 

Schedule Recurring Events 

1.​ Navigate to the escalation level you would like to schedule your recurring 
event on. 

2.​ Select the event on the calendar. 
3.​ Select the schedule you would like to activate. 

○​ Daily - Every (total days) day(s) - eg. Every 5 days. 
○​ Weekly - Every (total weeks) week(s) on: (days) - eg. Every 2 weeks on 

Monday and Tuesday. 
○​ Monthly - Every (total months) month(s): 

■​ Day of Month - eg. Monthly on the 2nd and 5th days of the 
month. 

■​ Day of Week - eg. Monthly on the 1st Sunday and 2nd Sunday and 
2nd Monday. 



○​ Yearly - Every (total years) - eg. Every 2 years. 

Clone Events 

1.​ Navigate to and select the event you would like to clone. 
2.​ Select the 'Clone' button on the event edit menu. 
3.​ Select the escalation level you would like to clone the event to. 

Default Event Times 

You can set a default start and end time for all of your new events added to the 
calendar. By default, the global start and end times are set to 12:00 AM - 11:59 PM (24 
hours). This can be changed to your preference. 

 

Escalation Levels 

View Escalation Levels 

1.​ Select the drop-down menu in the middle next to Escalation Levels. 
2.​ Select the escalation level in the drop-down menu you would like to go to. 

○​ You can also navigate back and forth to escalation levels in sequential 
order using the left and right arrows. 

Add Escalation Levels 

1.​ Select the plus sign in the top right corner. 
2.​ Enter a name for the calendar 
3.​ Add the number of times you want to repeat that escalation level. 
4.​ Add the amount of time we should wait before leaving that escalation level 

(none required for terminating steps). 
5.​ Add the next escalation level in the rotation or terminate if this is one single 

escalation level. 



Edit Escalation Levels 

1.​ Select the drop-down menu in the middle next to Escalation Levels. 
2.​ Select the escalation level in the drop-down menu you would like to go to. 

○​ You can also navigate back and forth to escalation levels in sequential 
order using the left and right arrows. 

3.​ Select the pencil icon in the top-right of your calendar. 

Clone Escalation Levels 

1.​ Select the drop-down menu in the middle next to Escalation Levels. 
2.​ Select the escalation level in the drop-down menu you would like to go to. 

○​ You can also navigate back and forth to escalation levels in sequential 
order using the left and right arrows. 

3.​ Select the clone icon (two sheets of paper) in the top-right of your calendar. 
4.​ Select the escalation in the drop-down you would like to clone the entire 

calendar to. 

Delete Escalation Levels 

1.​ Select the drop-down menu in the middle next to Escalation Levels. 
2.​ Select the escalation level in the drop-down menu you would like to go to. 

○​ You can also navigate back and forth to escalation levels in sequential 
order using the left and right arrows. 

3.​ Select the trash can icon in the top-right of your calendar. 
4.​ Press Ok on the prompt to confirm the removal of that escalation level. 
5.​ Note: Deleting an escalation level will break any escalations you had chained 

together and also remove any script relay triggers you had in place. When 
deleting an escalation level be sure to correct all the places the escalation 
level was referenced. Also deleting an escalation level CANNOT be undone. 

Repeat Escalation Levels 



You can repeat escalation levels any specified number of times before moving 
forward to the next escalation level in your calendar chain. This can help in instances 
where you have the same set of instructions to be repeated multiple times. 

1.​ Select the drop-down menu in the middle next to Escalation Levels. 
2.​ Select the escalation level in the drop-down menu you would like to go to. 

○​ You can also navigate back and forth to escalation levels in sequential 
order using the left and right arrows. 

3.​ Select the pencil icon in the top-right of your calendar. 
4.​ Add the number of times you want to repeat the escalation level in the repeat 

section. 
5.​ Add the number of minutes to wait between each attempt. 
6.​ Save. 

Chain Escalation Levels 

You can chain escalation levels together to build a flow process. (eg. Step 1, Step 2, 
Step 3) 

1.​ Create two or more escalation levels. 
2.​ Edit the escalation level that will serve as the first step in your process. 
3.​ Link the primary escalation to the secondary escalation in the Next Escalation 

drop-down. 
4.​ Set a wait time before continuing to the Next Escalation. 
5.​ Repeat for as many steps as needed. 

Export to Third-Party Calendar 

You can export any escalation level to a third-party calendar for previewing with the 
custom .ics file provided for all escalation levels. The export will only have to be 
completed once and all updates will be sent to your calendar in real-time. 

1.​ Select the escalation level you wish to export. 
2.​ Select the calendar icon in the top right corner of the calendar. 



3.​ Copy the link to the .ics file for that escalation level and import it into your 
calendar. 

○​ For more instructions on importing, please see your third-party 
calendar’s support documentation. 

Pay Your Bill 
The Pay Your Bill section allows you to securely view your current balance, and make 
payments directly through the Berkshire Receptionists Client Portal. 

Account Information 
This area displays your billing details, including your Account Number and Client ID. 

Payment Amount 
This area shows your Total Due. You may also enter a custom payment amount in 
the amount field. 

Select Payment Method 

Choose how you would like to make your payment: 

●​ Bank Account / ACH (No convenience fee) 
○​ Bank Information​

 If paying by Bank Account / ACH, enter the following: 
■​ Bank Routing Number 
■​ Bank Account Number 
■​ Re-enter Bank Account Number for verification 
■​ You may sign up for automatic monthly payments via ACH. 

●​ Credit Card  (1.5% convenience fee) 
○​ If paying by Credit Card, complete the Credit Card Information 

section: 
■​ Name on the Card 



■​ Credit Card Number 
■​ Expiration Date (MM/YY) 
■​ CVV (“Card Verification Value”) is: 

●​ A 3-digit number on the back of Visa®, MasterCard®, and 
Discover® cards. 

●​ A 4-digit number on the front of American Express® 
cards. 

■​ Billing Address: 
●​ Address 
●​ City 
●​ State 
●​ Zip Code 

■​ After entering all required information and agreeing to the 
terms and conditions, use the on-screen button to submit your 
credit card payment. 

 



My Profile 
The "My Profile" section is your personalized area in the User Portal, designed to help 
you manage essential user settings and gain insight into your account activities. You 
can access this area by clicking on "My Profile" located at the top-right corner of your 
dashboard. 

Profile Information 

●​ Full Name: Update your first and last name to ensure your profile remains 
current. 

●​ Email Address: Confirm or update your primary contact email. This is crucial 
for notifications and login purposes. 

●​ Profile Picture: Upload or update your profile picture by clicking the image 
placeholder. 

Contact Numbers 

●​ Primary Contact Number: Specify your primary phone number for 
account-related communications. 

●​ Secondary Contact Numbers: Additional contact numbers can be added and 
edited here to ensure comprehensive coverage for message delivery. 

Password 

●​ Change Password: Your new password must meet complexity requirements, 
including a minimum of 8 characters, containing at least one uppercase letter, 
one lowercase letter, one number, and one special character. 

Multi-Factor Authentication (MFA) 



●​ Enable MFA: For additional security, activate multi-factor authentication. 
Follow the on-screen instructions to connect your preferred authenticator app 
or method. 

●​ Disable MFA: MFA can be disabled if required. 

Reports 

●​ Usage Details: Generate and view detailed reports of your account usage. You 
can filter these reports by date range for deeper insights. 

●​ Export Messages: Export message logs for record-keeping, compliance, or 
further analysis. 

●​ Export Scheduler: Set up scheduled exports to automate the generation and 
delivery of reports directly to your email. 

API Keys 

●​ Create API Token: Generate API tokens for integrating Berkshire Receptionists 
services into your internal systems or applications. Tokens ensure secure 
access to your data. 

●​ Manage API Tokens: View active API tokens, revoke tokens no longer in use, 
and track the creation date and usage. 

API Documentation and 
Integrations 
The Berkshire Receptionists Platform APIs offer robust, secure access to 
manage and retrieve your account data, including messages, call recordings, 
and To Dos. This RESTful API returns data in JSON format, operates statelessly, 
and authenticates requests using secure API tokens generated directly within 
the Berkshire Receptionists Platform. Designed for seamless integration, the 
APIs enable streamlined retrieval of stored messages (retained for up to 180 
days), access to call recordings (retained for up to 31 days), and efficient 
scheduling and management of tasks through To Dos. 



 
Messages API v2 
Messages are created by agents and stored on your account. Each message 
consists of standard data fields but can also contain several custom fields. 
The custom fields can be recognized as 
content_with_additional_details_table__{labelName}. 
 

Integrate using our V2 APIs 
API Documentation 
 
Request Header 
Accept: application/json 
Content-Type: application/json 
Authorization: Bearer {AUTH_TOKEN} 

Messages 

Messages are created by agents and stored on your account. Each 
message consists of standard data fields but can also contain a number 
of custom fields. 
 

List messages 

GET /api/v2/messages 
 
{baseURL}/v2/messages 
Returns a summary of all the messages. 
 

Get all messages in a specific date range 



JavaScript

GET 
/api/v2/messages?from_date=<MM-DD-YYYY>&to_date=<MM-DD-YYY
Y> 
 
{baseURL}/v2/messages?from_date=<MM-DD-YYYY>&to_date=<MM-D
D-Y 
YYY> 
Returns a summary of all the messages in the specified date 
range. 

 
Get a single message 
GET /api/v2/messages/<message_id> 
 
{baseURL}/v2/messages/<message_id>  
 

Example Response Format: 
200 OK 
 

{ 
  "data": { 
    "id": 939, 
    "read": true, 
    "pbx_name": "tascom", 
    "phone_number": "", 
    "extension": "", 
    "caller_id": "9548326297", 
    "first_name": "", 
    "last_name": "", 
    "company_name": "", 
    "content": "This is a test message", 



    "status": "delivered", 
    "account_id": 4, 
    "agent_id": 3, 
    "user_id": null, 
    "created_at": "2025-01-21T22:08:20.671Z", 
    "updated_at": "2025-01-21T22:08:20.858Z", 
    "ivr": "", 
    "pickup_date": null, 
    "pickup_user_id": null, 
    "contact_id": 541, 
    "delivered_at": "2025-01-21T22:08:20.855Z", 
    "delivered_by": 3, 
    "delivered_to": null, 
    "phone": "", 
    "email": "", 
    "call_ref_id": "", 
    "sale_id": null, 
    "note": "", 
    "did_id": 5, 
    "address": "", 
    "address2": "", 
    "city": "", 
    "state": "", 
    "zip": "", 
    "how_you_hear_about_us": "", 
    "is_emergency": false, 
    "alt_phone": "", 
    "positive_data_dip": false, 
    "answers": { 
        "recent_changes": "", 
        "additional_information": "", 
        "other_parties": "", 
        "meeting_preference": "Virtual", 
        "urgent": "Yes", 
        "content": "This is a test message", 
        "zip": "", 
        "city": "", 
        "state": "", 
        "user_id": "" 



    }, 
    "escalation_level_id": 7, 
    "next_escalation_at": "2025-01-21T22:09:20.783Z", 
    "receiver_name": "John Doe", 
    "non_message_type": "", 
    "activities_count": 6, 
    "closing_action_group_id": 1, 
    "email_subject": "", 
    "escalation_counter": 0, 
    "origin": null, 
    "message_received_date": null, 
    "disposition": null, 
    "call_id": null, 
    "chat_session_id": null, 
    "to_do_task_id": null, 
    "from_to_do": false, 
    "send_at": null, 
    "uuid": "8895c21e-8c3a-48e2-80dd-03acf32705fd", 
    "klass_names": "" 
} 
} 

 

200 OK 
 

 
404 Not Found 
 
– Invalid API Token 
{ 
"success": false, 
"info": "Invalid token", 
"data": {} 
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} 

Call Recordings API 

List Call Recordings 
GET /api/v2/call-recordings 
 
Example Payload: 
 

{ 
  "data": [ 
​ { 
  ​ "id": 36, 
  ​ "call_id": 266805, 
  ​ "call_sid": "4f1c7b5e-744b-11ef-9bdd-02420a1f2070", 
  ​ "account_number": "JoseDev", 
  ​ "did_number": "5617819977", 
  ​ "from": "529841275287", 
  ​ "agent_username": "jose", 
  ​ "started_at": "2024-09-16T16:47:21.169Z", 
  ​ "recording": "https://yourdomain.com/recording.mp3", 
  ​ "cdr": { 
    ​ "id": 247298, 
    ​ "unique_call_id": 1000266805, 
    ​ "start_time": "2024-09-16T16:47:07.002Z", 
    ​ "call_type": "InboundCall", 
    ​ "start_client": "JoseDev", 
    ​ "end_client": "JoseDev", 
    ​ "callerid": "529841275287", 
    ​ "number_dialed": "5617819977", 
    ​ "did": "5617819977", 
    ​ "agent_name": "jose", 
    ​ "agent_id": 11, 
    ​ "skill_name": "Spanish", 
    ​ "skill_id": "1", 



JavaScript

    ​ "connection_sec": 18, 
    ​ "ivr_sec": 0, 
    ​ "wait_sec": 11, 
    ​ "talk_sec": 6, 
    ​ "hold_sec": 0, 
    ​ "transfer_sec": 0, 
    ​ "wrap_sec": 0, 
    ​ "agent_answer_time": "2024-09-16T16:47:19.326Z", 
    ​ "end_time": "2024-09-16T16:47:25.171Z", 
    ​ "hang_up_time": "2024-09-16T16:47:25.068Z", 
    ​ "who_hung_up": "agent", 
    ​ "original_call_id": 266805, 
    ​ "call_created_at": "2024-09-16T16:47:07.478Z", 
    ​ "is_orphaned": false, 
    ​ "conference_sec": 0, 
    ​ "conference_talk_sec": 0 
  ​ } 
​ } 
  ] 
} 

To Dos API 

List To Dos 
GET /api/v2/to_dos 
 
Example Payload: 
 

{ 
  "account_number": "W0411", 
  "delivery_type": "sms", 
  "contact": "jose@berkshirereceptionists.com", 



JavaScript

  "from": "+17542838007", 
  "message_text": "Latest code: This should be an active todo", 
  "schedule": { 
​ "frequency": "weekly", 
​ "times": ["9:00 AM"], 
​ "days": ["Tuesday", "Thursday", "Saturday"], 
​ "interval": 2 
  } 
} 

 

Example Response: 
 

{ 
  "data": { 
​ "to_do": { 
  ​ "id": 157, 
  ​ "phone_id": 5, 
  ​ "delivery_type": "sms", 
  ​ "instructions": null, 
  ​ "contact": "jose@berkshirereceptionists.com", 
  ​ "created_at": "2024-11-28T17:28:12.723Z", 
  ​ "updated_at": "2024-11-28T17:28:12.723Z", 
  ​ "message_text": "Latest code: This should be an active todo", 
  ​ "times": null, 
  ​ "is_sending": false, 
  ​ "run_at": null, 
  ​ "from": "7542838007", 
  ​ "subject": null, 
  ​ "from_email": null, 
  ​ "sendgrid_authenticated_domain_id": null, 
  ​ "sender_name": null 
​ }, 
​ "schedule": { 



  ​ "id": 76, 
  ​ "schedulable_id": 157, 
  ​ "schedulable_type": "ToDo", 
  ​ "rule": { 
    ​ "rule_type": "IceCube::WeeklyRule", 
    ​ "interval": 2, 
    ​ "validations": { 
      ​ "day": [2, 4, 6] 
    ​ } 
  ​ }, 
  ​ "times": ["9:00 AM"], 
  ​ "previous_occurrence": null, 
  ​ "next_occurrence": "2024-11-30T14:00:00.000Z", 
  ​ "created_at": "2024-11-28T17:28:12.727Z", 
  ​ "updated_at": "2024-11-28T17:28:12.743Z" 
​ } 
  } 
} 

Create a To Do 
POST /api/v2/to_dos 

Description: Allows the creation of a new To Do with customizable delivery type and 
scheduling options. 

 

Request Parameters 

Parameter Type Required Description 

From 
 
account_number 

String 
 
String 

No 
 
Yes 

Sender phone number for SMS To Dos. 
 
Account number linked to the To Do. 

delivery_type String Yes Delivery method for the To Do. Accepted 
values are sms, email, and call. 



instructions String No Instructions for phone call To Dos only. 

contact String No Contact information for the To Do (email 
for email To Dos, phone number for sms). 

message_text String No Message content for sms or email To Dos. 

schedule Hash Yes Scheduling details. Must include rule. See 
below for structure. 

sender_name String No Email sender name for Email To Dos. 

from_email String No Email sender address for Email To Dos. 

subject String No Email subject line for Email To Dos. 

Schedule Sub-Parameters: 

Parameter Type Required Description 

rule Strin
g 

Yes Rule of the To Do (supports immediately, today, or 
recurring). 

frequency Strin
g 

Yes Frequency of the To Do (supports daily, weekly, 
monthly, and yearly). 

times Array Yes Array of times (in HH:MM AM/PM format) indicating 
when the To Do should trigger. 

interval Int No Optional interval in days/weeks/months/years, 
specifying how often the To Do should recur. 

day Array No Array of days (e.g., ["Monday", "Wednesday"]) if 
frequency is weekly. Array of days of month (e.g., ["1", 
"18"]) if frequency is monthly. 

 
Request Example 1 
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{ 
  "account_number": "W0411", 
  "delivery_type": "sms", 
  "contact": "jose@berkshirereceptionists.com", 
  "from": "+17542838007", 
  "message_text": "Latest code: This should be an active todo", 
  "schedule": { 
​ "frequency": "weekly", 
​ "times": ["9:00 AM"], 
​ "days": ["Tuesday", "Thursday", "Saturday"], 
​ "interval": 2 
  } 
} 

 
Response Example 1 
 

{ 
  "data": { 
​ "to_do": { 
  ​ "id": 157, 
  ​ "phone_id": 5, 
  ​ "delivery_type": "sms", 
  ​ "instructions": null, 
  ​ "contact": "jose@berkshirereceptionists.com", 
  ​ "created_at": "2024-11-28T17:28:12.723Z", 
  ​ "updated_at": "2024-11-28T17:28:12.723Z", 
  ​ "message_text": "Latest code: This should be an active todo", 
  ​ "times": null, 
  ​ "is_sending": false, 
  ​ "run_at": null, 
  ​ "from": "7542838007", 



None

  ​ "subject": null, 
  ​ "from_email": null, 
  ​ "sendgrid_authenticated_domain_id": null, 
  ​ "sender_name": null 
​ }, 
​ "schedule": { 
  ​ "id": 76, 
  ​ "schedulable_id": 157, 
  ​ "schedulable_type": "ToDo", 
  ​ "rule": { 
    ​ "rule_type": "IceCube::WeeklyRule", 
    ​ "interval": 2, 
    ​ "validations": { 
      ​ "day": [2, 4, 6] 
    ​ } 
  ​ }, 
  ​ "times": ["9:00 AM"], 
  ​ "previous_occurrence": null, 
  ​ "next_occurrence": "2024-11-30T14:00:00.000Z", 
  ​ "created_at": "2024-11-28T17:28:12.727Z", 
  ​ "updated_at": "2024-11-28T17:28:12.743Z" 
​ } 
  } 
} 

 
Request Example 2 

To create a weekly SMS To Do scheduled for Mondays and Wednesdays at 9:00 AM 
and 3:00 PM: 

POST /api/v2/to-dos 
Headers: { 
  "Authorization": "Bearer <JWT_TOKEN>", 
  "Content-Type": "application/json" 
} 
 



None

Body: 
{ 
"from": 9549695432  
"account_number": "W0422", 
"delivery_type": "sms", 
"contact": "9876543210", 
"message_text": "Reminder: Your appointment is coming up soon.", 
"schedule": { 

"frequency": "weekly", 
​ "interval": 1, 
​ "times": ["9:00 AM", "3:00 PM"], 
​ "days": ["monday", "wednesday"] 
  } 
} 

 
Response Example 2 

If the To Do is successfully created, the API will return a response with the created To 
Do details. 

{ 
  "data": { 
​ "to_do": { 
  ​ "id": 1, 
  ​ "phone_id": 18, 
  ​ "delivery_type": "sms", 
  ​ "contact": "9876543210", 
  ​ "message_text": "Reminder: Your appointment is coming up soon.", 
  ​ "instructions": null, 
  ​ "schedule_attributes": { 
    ​ "times": ["9:00 AM", "3:00 PM"], 
    ​ "rule": { 
      ​ "rule_type": "IceCube::WeeklyRule", 
      ​ "interval": 1, 
      ​ "validations": { "day": [1, 3] }  // Monday, Wednesday 
    ​ } 



None

None

None

None

  ​ } 
​ }, 
​ "schedule": { 
  ​ "next_occurrence": "2024-11-06 09:00 AM" 
​ } 
  } 
} 

Error Responses 
Unauthorized (401): When the user is not authorized.​
 

{ "error": "Unauthorized" } 

 
Missing Parameter (422): When required parameters are missing or invalid.​
 

{ "error": "Missing parameter: contact" } 

 
Invalid Parameter (422): When invalid values are provided.​
 

{ "error": "Invalid parameter: days" } 

 
Server Error (400): For unexpected errors during processing. 

{ "error": "Error message" } 
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