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Auto-Attendant set-up
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STEP 1: Click "Call Forwarding" in the 'Utilities' section of the
dashboard as shown below.

Control Panel

Utilities v911 Status

v911 Status is:

5 E "y 3

Voice Mail Fax Center Call Forwarding Call Details
(2:0) (0:0)
Change Accounts
4702060743, Administration Guide
.
o -3
' - _'_
CID Blocking Greetings Broadcast Notifications Timezone

https://dashboard.claritytel.com:10443/callflows.php?_view_callflows=TD4

STEP 2: Click the "Add a New Call Flow" link.

Dashboard Profile » Messages Broadcast~

Call Flows

Call Flows Auto Attendants Time of Day Remote PBX

Hunt Groups

v911 Status

Active

Description Owner V911 Status is
o/ Call Forward v - Administration Guide

1 x

- Administration Guide

o

https://dashboard.claritytel.com: 10443/ callflows.php?_view_callflows=TD4#collapsel

www.claritytel.com




STEP 3: Type in the name that you want so assign your Auto

Attendant in the "Call Flow Name" field.
EXAMPLE: Company Directory, Company Attendant, ABC Directory, etc.

Call Fio p
v911 Status

Description Active Owner V911 Status is

o/ Call Forward v - Administration Guide

o/ Default x - Administration Guide

STEP 4: Click the "Create" button the Auto Attendant Call
Flow.

rofile ~ lessages es~ roadcast~ alls ~
R
Call Flows Auto Attendants Hunt Groups Time of Day Remote PBX

v911 Status

Description Active Owner

o/ Call Forward v - Administration Guide
o/ Default x - Administration Guide
Add a New Call Flow

@2 Call Flow Name Company Directory —
Lf

Create

v911 Status is:

www.claritytel.com



STEP 5: Click in the "Add" box as shown below.

Owner: - Administration Guide vO11 Status is
Call Flow: ‘Company Directory

Active: | Inactive |~

Call Flow Token Option 1 Option 2
O |Inone v

Change Accounts
Update Delete Call Flow

4702060743, Administration Guide I

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

Respect Daylight Savings:

STEP 6: Click in the "Call Flow Token" drop-down and select
"Place call to Auto Attendant".

Owner: - Administration Guide v911 Status is
Call Flow: |Company Directory ‘

Active: [Inactive [~

Add Call Flow Token Option 1 Option 2
| NONE
NONE Change Accounts
Play Voice File # |

Place call to VoIP Phone

Place call to PSTN number
Place call to HUNT GROUP

Place call to AUTO ATTENDANT
Send call to VOICE MAIL

4702060743, Administration Guide

HANG UP call Timezone
Place call to INTERNAL number
Time of Wi r

ime of Day Wrappe! Timezone setting is
Place call to REMOTE PBX

Night Mode CALL FLOW

Pla Il to QUEUE
s (GMT-05:00) Eastern Time (US & Ca

Place call to INSTAPLY

e Respect Daylight Savings

Alter CID Number pecttayry 9

www.claritytel.com




STEP 7: Click the "Update" button to save your changes.

i it Staus s

Call Flow: |Company Directory

Active: | Inactive |

Add  Call Flow Token Option 1 Option 2
[Piace call to AUTQ ATTENDANT ~| [ DEFAULT - new[~] wA
UES‘ ate | | Delete Call Fiow Change Accounts

4702060743, Administration Guide

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

Respect Daylight Savings:

STEP 8: Click the "Call Flows" link as shown below.

v911 Status

Smer Afibin G i

Call Flow: |Company Directory

Active: | Inactive |~
Del Call Flow Token Option 1 Option 2
O Place call to AUTO ATTENDANT | DEFAULT - new |~ [T

ge Accounts

Update = Delete Call Flow

4702060743, Administration Guide

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

www.claritytel.com




STEP 9: Click the "Add a New Call Flow" link to create the first
option for your Auto Attendant.

I Call Flows

v911 Status
Description Active Owner
o/ Call Forward v - Administration Guide
+/ Company Directory x - Administration Guide

v911 Status is

- Administration Guide

Update >

\ Change Accounts

4702060743, Administration Guide

Timezone

STEP 10: Click in the "Call Flow Name" and type in a name

for the first option on the Auto Attendant.

EXAMPLE: Option 1 Sales
Call Flows

v911 Status
Description Active Owner
&/ Call Forward v - Administration Guide
o/ Company Directory x - Administration Guide
o/ Default X - Administration Guide

v911 Status is

Option 1 Sales

Change Accounts

4702060743, Administration Guide

Timezone




STEP 11: Click the "Create" button to create the call flow.

Call Flows

Call Flows Auto Attendants Hunt Groups f Day
v911 Status
Description Active Owner v911 Status is
»/ Call Forward v - Administration Guide
o Company Directory x - Administration Guide
o/ Default x - Administration Guide

Option 1 Sales

Change Accounts

4702060743, Administration Guide

Timezone

STEP 12: Click in the "Add" box.

Call Flows

v911 Status
Owner. jAdmlnlstratlon Guide v911 Status is
Call Flow: |Option 1 Sales

Active: | Inactive v

Add_ Call Flow Token Option 1 Option 2
[none v

Change Accounts
Update Delete Call Flow

4702060743, Administration Guide

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

www.claritytel.com




STEP 13: Click in the "Call Flow Token" drop-down and select
"Place call to VolP Phone".

v911 Status

Owner: - Administration Guide

v911 Status is:
Call Flow: |Option 1 Sales

Active: | Inactive

Add eaMTFIOW TORET Option 1 Option 2
O ||NONE v
NONE e
Play Voice File
Place call to PSTN number v
Place call to HUNT GROUP
Place call to AUTO ATTENDANT
Send cal to VOICE MAIL
HANG UP call -nmezone
Place call to INTERNAL number
Time ot Day, Wroppes Timezone setting is
Place call to REMOTE PBX
Night Mode CALL FLOW
Place call to QUEUE
Place call to INSTAPLY

Change Accounts

4702060743, Administration Guide

(GMT-05:00) Eastern Time (US & ca

STEP 14: Click in the "Option 1" drop-down and select the
specific line or number that you want to ring.

Call Flows

v911 Status
Owner: - Administration Guide vo11 Status is
Call Flow: |Option 1 Sales

Active: [Inactive |~

Add Call Flow Token Option 1 ption 2

[Place call to VolP Phone | [6783032754-5alesDep  |v] [FI~!

Update | | DERECATTOT Change Accounts

4702060743, Administration Guide

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

www.claritytel.com




STEP 15: Click in the "Option 2" drop-down and select the
number of rings for this line.

Call Flows Auto Attendants Hunt Groups Time of Day Remote PBX

v911 Status

Owner: - Administration Guide v911 Status is:

Call Fiow: [Option 1 Sales

Active [ Inactive ||

Add Call Flow Token Option 1 Option 2

[ Piace call to VolP Phone <! [6783032754-Sales Dep N[5+
1

Update | | Delete Call Flow Change Accounts

4702060743, Administration Guide

VBN WM s WN

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

STEP 16: Click the "Update" button to save your changes.

Call Flows Auto Attendants Hunt Groups me of Day Remote PBX

v911 Status

Owner: - Administration Guide v911 Status is:

Call Flow: |Option 1 Sales

Active: [Inactive [

Add Call Flow Token Option 1 Option 2
M  |Piace call to VolP Phone ~ | | 6783032754-Sales Dep v||5iv

| u@ate elete Call Flow Change Accounts

4702060743, Administration Guide

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

www.claritytel.com




STEP 17: Click in the "Add" box to add an additional step.

NOTE: Adding additional steps allow you to send callers to voicemail,
numbers, or users if there is no answer or busy during the first step.

Owner: - Administration Guide v911 Status is
Call Fiow: [Option 1 Sales |

Active: | Inactive |v

Del Call Flow Token Option 1 Option 2
[ Place call to VoIP Phone | 6783032754-Sales Dep 1 [51%]

Add | Call Flow Token Option 1 Option 2 Timezone
| NONE v
Timezone setting is

Update | Delete Call Flow

(GMT-05:00) Eastern Time (US & Ca

Respect Daylight Savings:

Softphone

Install a softphone

STEP 18: Click in the "Call Flow Token" drop-down and select
"Send call to VOICE MAIL".

Del Call Flow Token Option 1 Option 2

[ Place call to VoIP Phone [6783032754-Sales Dep ¥ |51¢

Add  Call Flow Token Option 1 Option 2 Change Accounts
O [NONE
NONE
2! v
Play Voice File 4702060743, Administration Guide

all Flow
Place call to VoIP Phone

Place call to PSTN number

Place call to HUNT GROUP :
Joeomcolbomb Timezone

| Send call to VOICE MAIL |
AR ol

Place call to INTERNAL number

Timezone setting is

Time of Day Wrapper
Place call to REMOTE PBX (GMT-05:00) Eastern Time (US & Ca
Night Mode CALL FLOW
Place call to QUEUE Respect Daylight Savings
Place call to INSTAPLY
Alter CNAM

v
Alter CID Number I

Softphone

www.claritytel.com




STEP 19: Click in the "Option 1" drop-down and select your

desired option.

Del Call Flow Token Option 1 Option 2
[ Place call to VolP Phone [6783032754-Sales Dep v [sT%
Add Call Flow Token Option 1 Dption 2
[ send call to VOICE MAIL [ None M fPlaygt [~
R
Update

2056189251-Conf Brid
2069469926-Test
3036259787-Instaply De
3036797300-Clarity I
3036797331-Clarity F
3036974648-Jac & Kim
3039458111-Test Queu
4043415950-GS GXP213
4043480595-DC Yea T2
4044197010-Adminstra
4044581557-vFax Test
4046180468-Live Answ
4046925874-Test

4048509616-VL Direct
4048574020-Chris 360
4048574046-Chris 320
4049071500-efax
4196794330-x100 Demo
4702060743-Administr v

Change Accounts

4702060743, Administration Guide

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

Respect Daylight Savings:

Softphone

STEP 20: Click in the "Option 2" drop-down and select your

desired option.

File Edit View History Bookmarks Tools Help

(G3 Dashboard

< c @

@ Getting Started Bl Clarity Crystal Ball & RTataglance (& Bandwidth Dashboard & #131904: New Signed ..

d.claritytel.com

Call Flows Auto Attendants Ht Time of Day Remote PBX
Owner: - Administration Guide
Call Flow: |Option 1 Sales
Active: [’Inactlve g
Del Call Flow Token Option 1 Option 2
O Place call to VolP Phone [6783032754-5ales Dep < [
Add Call Flow Token Option 1 Option 2

& [send call to VOICE MAIL <] [6783032754-5ales Dep

Update | = Delete Call Flow

R LN D =

T TeleDynamics | Check Device management p...

v911 Status

v911 Status is

Change Accounts
4702060743, Administration Guide I
Timezone
Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

www.claritytel.com




STEP 21: Click the "Update" button to save your changes.
NOTE: Repeat Steps 8 - 21 to add additional options to the Auto Attendant.

v911 Status

Auto Attendants Hunt Groups Time of Day Remote PBX

Call Flows
v911 Status is

Owner: - Administration Guide

Call Flow: |Option 1 Sales

Active: [Inactive |~

Del Call Flow Token Option 1 Option 2
[ Place call to VoIP Phone [6783032754-Sales Dep v [s]¥
Add  Call Flow Token option 1 Option 2 Change Accounts
~_ [6783032754-5ales Dep V| [Paygn [~
4702060743, Administration Guide

M | send call to VOICE
date | | Detete Call Fiow

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

STEP 22: Click "Auto Attendants" as shown below.

Dashboard Profile ~ Messages Faxes~ Broadcast~

Call Flow

v911 Status

Call Flows Auto Anenﬁams Hunt Groups
S
vO11 Status is

Owner: - Administration Guide
Call Flow: |Option 1 Sales

Active: [Inactive [~

Option 2

<[5

Del Call Flow Token Option 1

[J Place call to VoIP Phone |6783032754-Sales Dep

www.claritytel.com




STEP 23: Click on "DEFAULT - new"

v911 Status

v911 Status is:

Update >

Channa Arcniinte

STEP 24: Click in the "Auto Attendant" field and type in a
name for your Auto Attendant.

all Flows Auto Attendants Hunt Groups

v911 Status

Auto Attendant: |DEFAULT - new v911 Status is:

Number of Digits in Extension: |3 |
Greeting: [NO FILE [~

Add New Entry

Add Key Trigger

www.claritytel.com



STEP 25: Click in the "Number of Digits in Extension" field
and type in the number of digits caller will enter for

the Auto Attendant options.

NOTE: Please enter 1 - 4 digits. If your extensions 101, 102, 103, etc. then
enter 3. If your extension are 1, 2, 3, etc. then enter 1.

v911 Status

v911 Status is

Add New Entry

Add Key  Trigger
Ofo |[none

STEP 26: Click in the "Greeting" drop-down and select the
greeting that will play for your Auto Attendant.

NOTE: The greeting must be previously recorded in order to appear in this
drop-down menu. To record your Auto Attendant greeting log into your
voicemail. Press 7 for maintenance, 1 for record greetings, and 1 to record

your Main greeting.

Auto Attendant

v911 Status

Auto Attendant: |Company Directory v911 Status is.

Number of Digits in Extension: |1

(Greeting: {NO FILE {~
0 FILE

NO F]
Add New Entry

Add Key Trigger
O o [NONE

www.claritytel.com



STEP 27: Click in the "Add".

Call Flows Auto Attendants Hu

v911 Status

Auto Attendant: [Company Directory | V911 Status is
Number of Digits in Extension: |1

Greeting: [NO FILE [~|

Add New Entry
AddKey  Trigger Option 1
o |[nonE =

Update | Delete Auto Attendant

Change Accounts

4702060743, Administration Guide

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

STEP 28: Click in the "Key" box and type in the extension
number for this option.

Call Flows Auto Attendants Time of Day Remote

v911 Status

Auto Attendant: |Company Directory | V911 Status is

Number of Digits in Extension: |1

Greeting: [NO FILE [~|

Add New Entry

Add Key |Trigger Option 1
[ NONE v

&
S

Change Accounts

Update = Delete Auto Attendant
4702060743, Administration Guide

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

www.claritytel.com




STEP 29: Click in the "Trigger" drop-down and select "Place
call to CALL FLOW-".

Time of Day

Auto Attendants Hur

v911 Status

Auto Attendant: |Company Directory | vO11 Status is
Number of Digits in Extension: |1

Greeting: | NO FILE |~

Add New Entry

Add Key Trigger [Option 1
1 ||IvoNE ©
- ] [ none ~ Change Accounts
Play Voice File

| Place call to VoIP Phone
Place call to PSTN number

Phace all to CALL FLOW
Place call to HUNT GROUP

Place call to AUTO ATTENDANT

4702060743, Administration Guide

send call to VOICE MALL Timezone
HANG UP call
Place call to INTERNAL number Timezone setting is

Time of Day Wrapper

Place call to REMOTE PBX

Night Mode CALL FLOW (GMT-05:00) Eastern Time (US & Ca
| Place call to QUEUE vl

STEP 30: Click in the "Option 1" drop-down and select the
desired Call Flow.

Call Flows Auto Attendants Hunt Time of Day Remo!

v911 Status

Auto Attendant: |Company Directory v911 Status is
Number of Digits in Extension: |1

Greeting: | NO FILE ~

Add New Entry

Add Key Trigger Option 1
& |1 |[Piace callto CALL FLOW i Call Forward iv]
| call Forward Change Accounts
Update | Delete Auto Atte]
; ‘Company Directory
| Default

4702060743, Administration Guide

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

www.claritytel.com




STEP 31: Click the "Update" button to add this option to the
Auto Attendant.

Call Flows Auto Attendants Hunt Groups Time of Day Remote PBX

v911 Status

Auto Attendant: |Company Directory v911 Status is

Number of Digits in Extension ‘1 ‘

Greeting: [NO FILE [¥]

Add New Entry
Add Key Trigger option 1
[1 | [Piace callto CALL FLOW <] [Gption 1 Sales . [¥]

Change Accounts

Updte | Delete Auto Attendant
el

4702060743, Administration Guide

Timezone

Timezone setting is

(GMT-05:00) Eastern Time (US & Ca

STEP 32: Click the "Call Flows" link as shown below.

Dashboard Profile ~ Messages Broadcast~

Auto Attendant

Call F[\lgvs Auto Attendants Hunt Groups Time of Day
s

v911 Status

Auto Attendant ICompany Directory v911 Status is
mber of Digits in Extension: ‘17‘

Greeting (ﬁFiLE v

Delete Key Trigger Option 1
O [1 | Piacecalito CALL FLOW [Option 1 Sales |~ (i)

www.claritytel.com




STEP 33: Click the "Company Directory" call flow that you
created.

Dashboard Profile~ Messages Broadcast~

Call Flows

Call Flows Auto Attendants Hunt Groups Time of Day X
v911 Status
Description Active V911 Status is:

I_:_MF_

v

o/ Option 1 Sales - Administration Guide
95 Add a New Call Flow

STEP 34: Click in the "Active" drop-down and select "Active".

Call Flow

Call Flows Auto Attendants Hunt Groups Time of Day Remote PBX
v911 Status
Owner: - Administration Guide i v911 Status is

Call Flow: [Company Directory

Active: [Inactive [¥]
Inactive
Active
Del Call Flow Token Option 1 Option 2
O Place call to AUTO ATTENDANT [Company Directory |v gdi

Change Accounts
Update | Delete Call Flow

4702060743, Administration Guide

Timezone

www.claritytel.com




STEP 35: Click the "Update" button to activate your Auto
Attendant.

Call Flow

v911 Status

Owner: - Administration Guide vO11 Status is
Call Flow: |Company Directory

Active: | Active |v|

Del Call Flow Token option 1 Option 2
[ Place call to AUTO ATTENDANT [ Company Directory || (=T

Change Accounts

U!?f‘late | Detete Call Fiow

\ 4702060743, Administration Guide

Timezone

For additional assistance please call Clarity Support at 866-399-8647 or email
support@claritytel.com.

www.claritytel.com



