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MutripLE PERSONALGGREETINGS
QuickREFERENCE

You can use your AT&T voice messaging system to record
multiple personal greetings and to answer calls with those
greetings according to specificall types you define.
Available call types are:

e Internal calls, which originate inside your business or
building

e External calls, which come from outside your
business or building

® Busy calls, which arrive when you are on the phone

® No Answer calls, which arrive when you are not at
your phone

Out-of-Hours calls, which arrive after standard
business hours (prime-time)

You can define up téhreecall types, with a greeting active
for each type.

Recommended steps. To set up multiple personal
greetings, do the following:

1. Access the Administer Personal Greetings menu

[2. Administer call typgs
[3._Create, change, and activate greefings

Stepd P anfi]3 are interchangeable. Also, you can create a
greeting and then activate it at some other time.

Ster 1. Access THEADMINISTER

PersoNaALGReETINGSMENU

A Activiry
Menu

a) Press Administer Personal Greetings

Summary
of Active
Greetings

Ster 2. AominisTERCALLTYPES

-| IMPORANT

To select Out-of-Hours, you must first select Internal/External or
Busy/No Answer. When you select Qut-of-Hours, the other call
types apply only to the prime-time established for your system.

You cannot combine Internal/External and Busy/No Answer call
types.

The system greeting is automatically active for any new call types
until you activate your personal greeting(s).

A AominisTERPERSONAL

GreeningsMENU

If current call type(s) are
not "Same greeting
used for all calls"

Summary of

Active Call
e/ ——L
Same
If current call b) Press greeting
type is "Same for all calls
greeting used

Or, one or two of

for all calls” the following:
Internal/ Internal/
b) Press External External
Or Busy/
No Answer
B
No Answer
E Out-of-Hours
Turn off
S Out-of-Hours
c) Press Out-of-Hours
or Approve,
. No Out-of- ¢) Press * return to
4 | Hours Administer
Personal
or Greetings
To skip or, skip if [5] is
2| this step pressed in[Siep b]

Summary
of Active
Call Types

Administer
Personal
Greetings
Menu

Go rofSrer 3]




Ster 3. Creae, CHANGE, AND
Actate GREETINGS

AT AomiNiSTERPERSONAL

GreetingsMENU

ACTIWE

The greeting you activate
automatically replaces any
greeting currently active for a
specific call type.

a) Press Record

b) Enter 1-9| Greeting Number

Press Re-record, if changing greeting

4 N\
EDIT GREETING

c) Speak Greeting Press any combination:

Start and
stop

d) Press
Play back

Approve

*
(save
recording)

Delete

Approve

\

If greeting not already active

Use for all calls (if call type is
"Same gresting for all calls")

Vs
e) Press

Or, if some other call type(s) defined:

Use for all calls

Use for Internal (or Busy) calls

! Use for External (or No Answer) calls

. Use for Out-of-Hours calls

LOr, skip to[Steplto save without activating

< [~

|

f) Press Approve

Actare Previousy REcorDED
GREETINGS
(FOR GREETINGS CREED BUT NOT &TNATED

IN|STEP3
A AoMmINISTERPERSONAL

GreeningsMENU

DEACTIVATE

To deactivate a greeting,
activate another greeting (or
the system greeting) in its
place. Or you may re-
administer call types.

a) Press Activate

Greeting Number
b) Enter 1-9|  (System greeting is 0)

If current call type is
"Same greeting used for all calls"

4 N
c) Press One of the following:

(Available options depend on
the call types you defined)

Summary
of Active
Greetings

Use for all calls

Use for Internal (or

Busy) calls Administer
Personal
Use for External (or Greetings

No Answer) calls Menu

Use for Out-of-Hours
calls

[«] [o] [ [<]

d) Press *
# | Approve

To set up different greetings strictly for prime-time and
out-of-hours calls, you must assign the same greeting to the two
prime-time call types (Internal and External or Busy and No
Answer).

*H = Help

M *R = Return to
INEMONICS the Activity

You can assign special numbers to Menu
greetings to help you remember
them. For example:

All Calls 1 No Answer 6 (N)
Busy 2(B) Returning

External 3 (E) Soon 7 (RS)
Internal 4 (1) Trip or

Lunch 5(L) Vacation 8 (TV)
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