
 
 
 
 
 
 
 
 
 
 
 

Personalizing Your Individual Phone Line Setup 
For assistance, please call 1-866-399-8647 

 
 
With these instruction, you will: 

 
1. Record your greeting. 

 
2. Configure your 911 settings. 

 
3. Learn how to use Call Forwarding 

You will need your: 

1. Username (10-digit phone number) 
 
2. Password (initially, the last 4 digits of your phone number) 

 
 
 

To Record Your Greeting 
Step 1.  To record the personal greeting for this line, push the voicemail button on your VoIP 

phone Or dial “*86”. 
 
Step 2. The system will say, “Please enter your security code.” Enter your password followed by the 

“#” key. (initially, the last 4 digits of your phone number). 
 

After a brief pause, you will hear the system say, “You have no voice messages…Main Menu…” 
Note:  If you currently have messages, please ignore the messages at this time. 

 
Step 3.  Press “7” (Account Maintenance Menu). 

 
Step 4.  Press “1” (Record Greetings Menu). 

 
Step 5. Press “2” to record your “unavailable” greeting. Do NOT press “1”. This is NOT the main 

greeting. This is the ‘unavailable” greeting that will play when the line goes unanswered. 
 

The system will say, “Begin recording at the sound of the tone.” 



Step 6. Say your greeting. Then either wait for the system to speak or hit the “#” key to end the 
recording. The attendant will say, “To review, press “1”. To re-record, press “2”. If you are 
satisfied with your message, Press “#”.  To return to the previous menu, Press “*”.” 

 
Step 7. If you are satisfied with your greeting, press “#”. The system will return you to the Record 

Greetings Menu. 
 
Step 8.  Hang up. 

 
 
 

To Configure Your v911 Settings 
Step 9. Enter http://dashboard.claritytel.com into your Internet browser address bar. You will see 

the following screen 
 

 

 
 
 
 
 
 

Step 10.   Enter your Username and Password.  Click “Login” to go to your main dashboard. 



 

 

 
 
 
Step 11.   Move your mouse over Profile -VoIP-v911 as shown below. Then click. 

 

 



Step 12. Enter the correct contact information and click “Update”. Please be sure that this critical 
information is correct. In the example below, the green text under the “Update” button says, 
“PASS”. This means that 911 will work. If it says “FAILED” in red letters, the 911 will not 
work. Please enter the information again. If it continues to fail, you may need to contact your 
local Post Office and find out what your address on record is. 

 

 

 
How to forward your phone line. 

 
 
 
To forward your lines please use the following instructions:  
 
1. Go to www.claritytel.com.  
2. In the Dashboard Login Section at the top of the page in the Username field type in the main line 
number (no dashes or spaces). 
3. In the Password field type in the last 4-digits of the main number.  
4. Click LOGIN.  
5. Go to PROFILE - PBX - CALL FLOWS.  
6. Click CREATE NEW.  
7. Name call flow CALL FOWARD.  
8. Click ACTIVE drop-down and select ACTIVE.  
9. Click in the ADD box.  
10. Select PLACE CALL TO PSTN NUMBER in Call Flow Token drop down.  
11. Put in 10-digit number where you want the lines forwarded in the OPTION 1 Field.  
12. Change OPTION 2 field to 9.  
13. Click UPDATE at bottom the page.  
14. Line will then be forwarded. Repeat steps for each line or extension. 

 


