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Setting up a Greeting Table
To set up a Greeting Table you:

e canrecord a Custom prompt if you want to replace the Automated Attendant Menu
e assign Greetings for each time of day to the Greeting Tables

» assign alanguage preference if you use bilingual operation

e assign aGreeting Table Attendant

e assignaCCR Tree

e set your company’s Business Hours

Note: You must build a CCR Tree before you can assign it to a Greeting Table. For
nd information on building a CCR Tree, refer to “Building a CCR Tree” on page 63.

Custom prompts

You can record a Custom prompt to replace the Automated Attendant
Menu prompt. We recommend that you record prompts that are at least
eight seconds long.

In the Custom prompt you can provide the caller with a list of options such
as choosing the alternate language, accessing the Company Directory and
reaching an operator. You can record a Primary and an Alternate Custom
prompt for each Greeting Table.

Greeting

For each Greeting Table you can assign what Greeting plays for each time
of day.

Language preference

You can set the language preference for each Greeting Table. This setting
determines which language the Automated Attendant uses when
answering incoming calls. If the CallPilot bilingual option is not enabled,
you cannot set up a language preference.

Greeting table attendant

A Greeting Table Attendant overrides the designated Operator. If the
Attendant does not answer, the call goes to the destination mailbox, or the
General Delivery Mailbox if not destination mailbox is assigned.

CCR Tree

For each Greeting Table you can assign a CCR Tree for each time of day.
Assigning a CCR Tree to a Greeting Table is optional. You must build a
CCR Tree before you can assign it to a Greeting Table.

If you do not assign a CCR Tree to a Greeting Table the caller hears the
greeting you assign and then hears the Auto Attendant menu.

If you assign a CCR Tree to a Greeting Table the caller hears the greeting
you assign and then hears the CCR Tree menu.

Business hours

Setting the Business Hours determines when each greeting is played for
each Greeting Table. Business Hours are divided into Morning, Afternoon,
Evening, and Non-business categories for each of the seven days of the
week for each Greeting Table.

To set up the days when your business is not open, set all the start times to
12:00 a.m. This ensures that the Non-business greeting plays throughout
the day.

The Non-business greeting can also be turned on and off using the
Business Status feature. When the Business Status is set to Off, the
Non-business greeting continues to play until you set the Business Status
to On.
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To set up a Greeting Table

Log:

GUIT RETREY oK
Adrmin

MBDH HA OTHE
Auto Atdt Admin
GETG TAELE LIMES
Grta table:

RETREY Ok

AA menu Fromet: Y

CHHG Ok
PromFt: Fri

FLAY EEC GUIT
Record FromFtl
RETREY oK
Accert promeL?
RETREY FLAY QK

AA menu FromFt iy

CHHG REC oK
Mortiing:l

CHHG FLAY HEXT
Greet.ing:

RETREY Ok
Morning s

CHHG FLAY  HEXT
Afternooniz

CHHG PLAY HERT
Eveningil

CHHG PLAY HERT
Horn—businessid
CHHG  PLAY HESRT
Lan3 Fref'l Fri

CHHG HEXT
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Press o] :
Enter the System Administrator Mailbox number and password,
and then press k..

PressAA.

Press TRELE.

Enter a Greeting Table number from 1 to 4 and press Ok.
PressCHHG.

PresskEC.
At the tone, record your primary Custom prompt. Speak slowly and
clearly, at a pace that is easy to understand.

Pressok.

To accept the recording, press Ok
or
to re-record the prompt press, RETEY.

PressOk.

PressCHHG to assign a new greeting number to this Greeting Table
or
pressHEXT to go to step 13, the afternoon greeting.

Enter a greeting number from 1 to 40 and press k.
PressHEXT.

To continue assigning the Afternoon, Evening and Non-business
Greetings to the Greeting Table, repeat steps 10 through 12

or

if you are finished assigning Greetings, pressHEXT until you see the
display in step 14 that you can assign a language preference from.

If you do not have the bilingual option enabled, the steps for setting
alanguage preference are not available and you go to step 16.

If you want to change the language preference for the Greeting
Table, pressCHHG

or

if you do not want to change the language preference press HEXT.
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Lan3 Fref'l alt

CHHG HEXT
Atdt.: chone s

CHHG HESXT
Ext.:

RETREY QUIT
Aot s

CHHG HERT

Morn CCR LreeiHO
CHHG HEXT

Aftn CCR treeitO

CHHG HEXT
Eve CCR tres MO
CHHG HEXT

HBu= CCR tiee MO

CHHG HEXT
Mo mornis12:88 am
CHHG DAY HEXT
Enter bk

RETEY ArM FM

Mo Mok <8 188am
CHHG LAY HEXT

Mo afth: 12188 Fm
CHHG LAY HERT

Enter hhmmi{1z281x

RETEY ArM FM
Mok aft: 12:81 Fm
CHHG DAY HEXT
Mo eve<B5IAAFM
CHHG LAY HEXT
Enter hihmmi<asal:
RETEY A FM
Mo eve: <BEA1:FM
CHHG LAY HEXT
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PressHEXT.
Press CHHG.
Enter the extension of the Greeting Table Attendant.

Press HEXT.

To return the Greeting Table Attendant back to none after an
extension has been entered, you must pressCHHEG and then [# .

PressHERXT.
You must build a CCR Tree before you can assign it to a Greeting
Table. For more information, refer to “Building a CCR Tree” on

page 63.

PressHEXT.
PressHEXT.
PressHEXT.

Press CHHG
or
pressAY to change the display to the morning of the next day.

Enter the Monday Morning start time and

pressAr or PH.

Thisisafour-digit field. Any single-digit hour must be preceded by
azero.

PressHEXT.
Press CHHG.

Enter the Monday Afternoon start time and
press A or FH.

PressHEXT.
PressCHHG.

Enter the Monday Evening start time and
pressAr or PH.

PressHEXT.

CallPilot 150 Telephone Administration Guide



48 Chapter 5 Setting up the Automated Attendant

Mo nonkb: <688 FM 32 PressCHHG.
CHHG LAY HEXT

Enter hhrmicB381> | 33 Enter the Non-business start time and press AH or FH.
RETRY  AM i

Mo nonb: <8981 Fm | 34 PressCAY.
CHHG LAY  MEXT

Tu morni<12:88am 35 Repeat steps 23 through 34 for each day of the week.
CHHG DAY  HEXT & P J Y

36 Press [¥] to return to the Auto Atdt Admin display and continue
setting up Greeting Tables
or
press (=] to end the session.
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Configuring line answering

CallPilot can answer all of your incoming lines, or just the lines you specify. Before CallPilot can
answer an incoming line, you must assign the line and set the Answer statusto Yes. Each line you
add is answered by Greeting Table 1, unless you specify another table.

To configure how aline is answered

Loa: 1 Press O] :
WUIT  RETRY OK Enter the System Administrator Mailbox number and password,
and then pressik.

RAdmin 2 PressAA.

MED AR OTHE

Auto Atdt Admin
GETG TABLE LIMES

Line number:
RETEY

|Cl
7

Line:l AnsiH

PressLIMES.
Enter the number of the line you want to configure and press oK.

PressCHHG to toggle the Answer status from H to AR.

CHHG TRELE  HEXT

Lineil  Ans:AA 6 PressTHRELE.
CHHG  TRELE  HEXT

Line:l Table:l 7  PressCHHG.

CHHMG RIMGS  HEXT

Grtg table: 8 Enter aGreeting Table number from 1 to 4 and press k.

RETRY oK

Lineil Table:l 9 If you want to continue adding lines, pressHEXT and repeat steps 5
CHHMG RIMGS  HEXT t09

or
press (=] to end the session.

CallPilot 150 Telephone Administration Guide



