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Notice

Every effort was made to ensure that the information on this brochure is complete
and accurate at the time of printing. However, information is subject to change.

Ordering Information

The order number for this brochure is 585-300-705. To order more brochures, call
the AT&T Customer Information Center at 1-800-432-6600 (in Canada,
1-800-255-1242). For more information about AT&T documents, refer to the
Global Business Communications Systems Publications Catalog (555-000-010).

Prepared by

AT&T Product Documentation Development Department
Denver, Colorado
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MuLtipLE PeErsonAL GREETINGS
Quick REFERENCE

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

® Internal calls, which originate inside your business or
building

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

® Busy calls, which arrive when you are on the phone
(not available on MERLIN LEGEND™ systems)

® No Answer calls, which arrive when you are not at
your phone (not available on MERLIN LEGEND™
systems)

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

You can define up to three call 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 types
3. Create, change, and activate greetings

Steps 2 and 3 are interchangeable. Also, you can
create a greeting and then activate it at some other

Step 1. Access THE ADMINISTER
Personar GrReeTings MENU

ArAcriviry

Menu

a) Press n Administer Personal Greetings

Summary
of active
greetings

Go 1o SteP 2|



Multiple Personal Greetings Quick Reference 585-300-705

Multiple Personal Greetings Quick Reference

Ster 2. ApominisTer CaLL TyPEs

4 IMPORTANT

To select Out-of-Hours, you must first select Internal/External or
Busy/No Answer. When you select Out-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).

AT ApminisTer PersonaL

DiAL THROUGH
Greerings Menu

You don't have to listen to the
system’s voice prompts. You
can instead press the numbers
you want in rapid sequence.

a) Press

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

Active Call
TVEES/

Same
If current call b) Press H greeting

type is "Same for all calls
?orfgh":;%ﬁ??d Or, one or two of

the following:

Internal/ Internal/
b) Press ' External External
Or Busy/
No Answer T

Busy/
No Answer T

Out-of-Hours

Turn off
Out-of-Hours

[~ ][I~

c) Press Out-of-Hours
Or
Approve and
ng?sut-of- c) Press IE return to
Administer
or Personal
i Greetings
. To skip Menu
# | this step
Or, skip if 5 is

pressed in Step b

Summary
of active
call types

Tt May not be available
on your system.

Administer
Personal
Greetings

Menu

Go 1o Step 3.
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S7tep 3. Create, CHANGE, AND
ActivaTre GREETINGS

ATt ApminisTer PErRsONAL
Greerines Menu

ACTIVATE

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

c) Speak Greeting EpIT GREETING
Press any combination:
Start and stop
d) Press
Approve Play back
(save
recording)
;
Delete
Approve
\
If greeting not already active
A : BN
P Activate for all calls (if call type is
e) Press "Same greeting for all calls")

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

IZ‘ Use for each call type
Use for Internal (or Busy) calls

IZ‘ Use for External (or No Answer) calls

Use for Out-of-Hours calls

Or, skip to Step f to save without activating

f) Press Approve
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Activate PreviousLy ReEcorpeD
GREETINGS

(FﬁTINGS CREATED BUT NOT ACTIVATED

INISTEP 3) |

At ApminisTErR PersonAL

DEACTIVATE
GreeTings Menu

To deactivate a greeting,
activate another greeting (or
the system greeting) in its
place. Oryou may
readminister 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,”
greeting becomes active

c) Press One of the following:
(Available options depend on
the call types you defined)

Summary
of active
greetings

Use for each call type

Use for Internal (or
Busy) calls

Administer
Personal
Greetings
Menu

Use for External (or
No Answer) calls

Use for Out-of-Hours
calls

J/

Approve

[« S =TS

d) Press

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).

Return to
the Activity
Menu

Mnemonics

You can assign special numbers to
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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MULTIPLE PERSONAL GREETINGS

Listen to greetings —@

Create greetings

.1
Change/delete .1

greetings

ADMINISTER i
GREETINGS

—

Scan greetings AZC

Activate greetings W

GHI
—— Administer Call Types

Busy and no answer call
types are not available on
MERLIN LEGEND™ systems.

Enter greeting number
and listen

Play or replay 0
Record or re-record 1
Review status 2
Delete

Approve/save #

*Dor x3

Approve/save

Stop/continue 1
Enter new greeting number Play back 23
and speak new greeting Delete *D
#

Play or replay 0
Record or re-record 1
Enter greeting number Review status 2
Delete *D or #3
Approvel/save #
Play or replay 0
Re-record 1
Return to previous 2
Delete *Dor *3
Skip #
Approve/save *#

If call types = "same greeting for all calls,”

Listen to greeting number
and status

Enter greeting number

Initial setting

Change setting

If call types =

"same greeting Use for all calls 1
for all calls”
-0OR-

greeting becomes active

If call types other than
"same greeting for all calls”
have been administered

Differentiate:
Internal/External 1
Busy/No Answer 2

Differentiate:
Internal/External 1
Busy/No Answer 2
Out-of-Hours 3
Turn off Out-of-Hours 4
Same greeting for

all calls 5
Approve #

If Call Types Have
Been Administered

Use for each call type 0
Use for internal or busy 1

vy Use for External or
no answer 2
Use for Out-of-Hours 3
Approve #

Out-of-Hours

3
Not Out-of-Hours 4

MuLTIPLE PERSONAL GREETINGS QuICK REFERENCE

To deselect a call type, simply select
another call type in'its place.

To deselect a greeting, simply select
another greeting in its place.
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