Recording Greetings
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Recording external, internal, and temporary
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Callers from outside your orgamzation hear your external greeting; callers
within your organization hear your internal greeting. All callers hear vour
temporary absence greeting i”you record ome.

To record your greeting

1. While Ingged in to Voice “For youe external greeting, press 1. For
Messaging, press [2 | [ . vour intornal greceing, press 2. For your
2. Press 1] for external greeting, [ | e et presy
for internal preeting, or 2] for
temporary greeting,

If you wanr to hear the mrrent The current greeting plays,
aresting, press [2 |,

3. Press |5 | to record. Wait for the Ricordirg begins.
tone hefore yon start fo speale.
4. Press [# | to end the recording. | “Racordin ¢ stapped.”

5. When you have finished recording, | “Tu piay the greeting, press 2.

Yol (an pl:wrhf' greeﬁng rerecord | T revecord i, ;‘Jm. 3. Vo sel the expary
it, delete it, ser the expiny date [or | dare, , prais Y T7 exnt, P:m-ﬁ “(Expiry
temporary greeting, or exit, .ﬂm i fer lemporary greelings only.,)

¢ To ply the preeting you recorded, * The nen greeting plays.
press [2_,




