Quick Start Guide

Easy Attendant

Easy Attendant

¢ Go to your CommPortal.

e Enter Login Code: XXXXXXXXXX# (the 10-digit phone number assigned as the Auto Attendant).

e Enter your Password.

e Once logged in, you'll see the Welcome screen below. Next, choose whether you want to play:
» the same greeting/menu options at all times

» different greeting/menu for business and non-business hours

Ext 7182 fo s Ext 7182
B3 ccensos Schedule  Business HoursMenu | Non-Business Hours Menu | Extensions
‘four Easy Attendant is currently off and callers will be told that this number is unreachable.

Welcome to Easy Attendant!

Easy Attendant answers your calls and plays your callers an autornated menu
with options that you define. As you have not yet started using the service,

please select from the following two options:
Business Hours Menu Configure the
© 1want to offer my callers different options during business hours and during menu your callers will hear during
= business hours,
non-business hours. Schedule
Configure your
business hours

© 1always want to offer my callers the same options.

Non-Business Hours Menu Configure
the menu your callers will hear during

Mote: you can switch between these options later if your requirements change.
non-business hours,

Switch to using a single menu Stop using your schedule - callers will always hear the same menu.

Screen showing Schedule option for Business/
Non-Business hours menu

¢ If you choose to have different schedules for your menu, under the Schedule tab, highlight the
timeframe you want your menus to play. Always click Apply after making your changes.

Ext 7182

Main Business Hours Menu  Non-Business Hours Menu  Extensions

Configure your business hours by clicking on the appropriate celisin the grid. Click and drag to select multiple cels.
Mon Tue Wed Thu Fi  Sat  Sun Special Days

| Configure days when your
normal weekly schedue does
not apply, for example
| vacatins. On these days,
your non-business hours
menu wil be played all day

9am ——

1pm

Zpm

3pm

4pm

5pm|
6o { Click a cell to toggle the currently selected period.
B Zoom In Drag to change several cells.

key: Ml BusnessHours ["] Non-Business Hours
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Easy Attendant Quick Start Guide

® You can now build your Menu options. There are 5 options for each numbered button as follows:

Ext 7182 G~

L= Extensions

Assign functions to each key on the caller's phone Record initial greeting
1 ) Unassigned hd
2 Play Announcement i |
Transfer to Phone is announcement welcomes your
3 ) |Transfer to Vaicemail callers, and tells them what options
Dial by Exctension they can select from. These should
4 ) |oial b!-' Name match the options you have
Y configured in the panel to the left.
5 Unassigned A
- o e.g. "Welcome to Bob's Tires. Press
6 ) Unassigned - 1for ..." (see full example)
7 ) Unassigned A fﬂ record
8 ) Unassigned -
9 ) Unassigned -
0 ) Unassigned -

¢ Play Announcement - For announcements only (e.g., directions to office, website info, office info, hours of operation, etc.)
¢ Transfer to Phone — Transfers a caller to a selected phone number chosen from a dropdown list

¢ Transfer to Voicemail — Transfers a caller to the voicemail box of a selected phone number chosen from a dropdown list

¢ Dial by Extension — Allows a caller to enter an extension number to which they want to be connected.

¢ Dial by Name - Allows a caller to enter the first three letters of the first or last name of a contact. The system recommends the
closest matches from which the caller can select and be connected to.

e The Extensions tab shows the extensions callers can access when they press the corresponding
number option. It also shows whether a name has been recorded for that extension. The extension
recording is required to enable the Dial by Name feature.

Each extension user
records their name when
setting up their personal
voicemail greeting. If

Ext 7182 e 54

Main | Easy Attendant Menu

Business Group Extensions | Additional Extensions not l’ecorded, you may
Extension Name Telephone Number _ Department _Spoken Name record the extension name
[Search for entry by extensian, name, department or telephone number ... When reCOrding the auto
[]1086  Extioss (480) 150 1086 Hone ] record = attendant initial greeting.
1087 Ext 1087 (480) 150 1087 None ] record

1088 Ext 1088 (480) 150 1088 None o} record

7180 Ext 7180 (480) 362 7180 None o} record

7181 Ext 7181 (480) 362 7181 None ] override

7182 Ext 7182 (480) 362 7182 None ) record

7183 Ext 7183 (480) 362 7183 None ) record

New Business Group Extensions will be automatically included

[ Mark As Incuded ][ Mark As Excluded ]

entumtelecom.com




Easy Attendant Quick Start Guide

® You can also add additional extensions that are not already in your business group, such as a cell
phone number or another outside number. Just click on Add Extension and enter the information.

Ext 7182 -
Ext 7182 o x o
= e
- = .. Mair Easy Attendant Mi

Main | Easy Attendant Menu m =l e | @ MName & Number

B 1S .

Business Group Extensions | Additional Extensions : =] Extension:
Extension Name Telephone Number Spoken Name Extension Name {between 1and 7 digits) en Name

First Name:

e —

e.a. (123) 456 7890

If you have configured your menu to offer callers the option to Dial by Extension
or Dial by Name, you may define additional names and extensions they can dial
on this page. For each entry, you must choose an extension number between 1
and 7 digits, and the phone number that a connected call should be transferred
to. If you have configured Dial by Name, you must also record a name for each

person you wish to be contactzble. () Record Spoken Name
These exter se
These extensions are different to any “internal” extension numbers you may use e Mo name has been recorded.

for dialing colleagues within your business group.

() upload Spoken Name

To configure the extensions nithin your Business Group, dick on the "Business
Group Extensions” tab.

e
To configure additional extensions, dick on the "Add extension button” below. Lz
e Delete Spoken Name ] [ cancel |
Delete Selected Add Extension

® You now can record your Initial Greeting, Announcements, and any Extensions that have not
been recorded.

A. From your desk phone, press your Voicemail button or *98. F. Press 2 to change the Initial Greeting (this is your main menu).
Alternatively, you can call 480-302-6991 from any phone to reach If you have different greetings scheduled for Business Hours
the messaging center. and Non-Business Hours, choose whichever option you want

to record.

B. Press * to bypass your personal voicemail greeting if calling
from your desk phone. G

Press # to edit the Initial Greeting (if already recorded, the
current greeting will play first).
C. Enter the Easy Attendant number plus the # key

(OXXXKXXKXXXH). H. Press 1 to record.

D. Enter your PIN plus the # key. You will need to create a PIN if I. Save the recording.

you don't have one already created.
J. You can hang up to exit the system, or follow the directions

E. Press 1 to change the Easy Attendant configuration. to record any announcements or extensions that have been
programmed into the menu options list.

® You can turn now Turn On your Easy Attendant from the website or through the phone system.

¢ To log out of the website, click on the Wheel icon at the top right and choose Log Out.




