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STEP 1: Click "Call Forwarding" in the 'Utilities' section of the 

dashboard as shown below. 

 
 

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

 
 

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

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

 
 

STEP 6:  Click in the "Call Flow Token" drop-down and select 

"Place call to Auto Attendant". 

 
 



 

www.claritytel.com 

5 

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

 
 

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

 
 



 

www.claritytel.com 

6 

STEP 9: Click the "Add a New Call Flow" link to create the first 

option for your Auto Attendant. 

 
 

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

 
 

STEP 12: Click in the "Add" box. 
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STEP 13: Click in the "Call Flow Token" drop-down and select 

"Place call to VoIP Phone". 

 
 

STEP 14: Click in the "Option 1" drop-down and select the 

specific line or number that you want to ring. 
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STEP 15: Click in the "Option 2" drop-down and select the 

number of rings for this line. 

 
 

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

 
 

STEP 18: Click in the "Call Flow Token" drop-down and select 

"Send call to VOICE MAIL". 
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STEP 19:  Click in the "Option 1" drop-down and select your 

desired option. 

 
 

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

desired option. 
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STEP 21: Click the "Update" button to save your changes. 

NOTE: Repeat Steps 8 - 21 to add additional options to the Auto Attendant. 

 
 

STEP 22:  Click "Auto Attendants" as shown below. 
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STEP 23: Click on "DEFAULT - new" 

 
 

STEP 24:  Click in the "Auto Attendant" field and type in a 

name for your Auto Attendant. 
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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.  

 
 

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.  
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STEP 27:  Click in the "Add". 

 
 

STEP 28:  Click in the "Key" box and type in the extension 

number for this option. 
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STEP 29: Click in the "Trigger" drop-down and select "Place 

call to CALL FLOW". 

 
 

STEP 30: Click in the "Option 1" drop-down and select the 

desired Call Flow. 
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STEP 31: Click the "Update" button to add this option to the 

Auto Attendant. 

 
 

STEP 32: Click the "Call Flows" link as shown below. 
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STEP 33: Click the "Company Directory" call flow that you 

created. 

 
 

STEP 34: Click in the "Active" drop-down and select "Active". 
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STEP 35:  Click the "Update" button to activate your Auto 

Attendant. 

 
 

For additional assistance please call Clarity Support at 866-399-8647 or email 

support@claritytel.com. 

 


