vided.

SAMPLE NO ANSWER GREETING

“Hello, you have reached [your name] at [department
name]. | am currently [status]. Please leave your
name, phone number, and a brief message. | will re-
turn your call when | return.

If you need to speak to someone right away, please
contact [contact name] at [phone number].”

SAMPLE BUSY GREETING

“This is [name] with [department name] and | am cur-
rently on my other line. Please leave your name,
phone number, and a brief message. | will return your
call as soon as | am able.”

SAMPLE EXTENDED AWAY GREETING

“Hello, you have reached [your name] at [department
name]. | will be out of the o ce un6l [date]. As such,
you will not be able to leave a message for me. If you
need to speak to someone before | return, please con-
tact [contact name] at [phone number].”

OTHER MESSAGING OPTIONS

REPLY TO CURRENT MESSAGE

Reply to a voicemail with a voicemail message

Press 9 to access AddiBonal OpBons
Press 1 to reply to the current message
Begin recording at the tone

While replying, press:

H#H—

VOIP VOICEMAIL QUICK START GUIDE







