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Overview

Voicemail is one of the many features included with AT&T Phone for Business digital voice service. This comprehensive
messaging capability is fully integrated with your service and provides multiple configuration options that enable you
to customize your voicemail to best fit your business.

This guide explains the options available, provides instructions to initially set up the service, and describes the various
tools you have to manage your voicemail going forward. Let’s get started!

On Installation Day

When your AT&T Phone for Business service is initially installed, it is likely your telephone lines have been preprogrammed
to forward incoming calls that are unanswered or reach a busy line to the AT&T voicemail box associated with your main
telephone number (i.e. your published, primary business number).

We recommend performing a quick check to determine if Call Forwarding features are ON for each of your AT&T Phone
lines. Review www.att.com/smbhowtovideos.

- Log into the myAT&T website from your computer (www.att.com/mybusiness) or the myAT&T mobile app to access
your AT&T Phone features. Refer to page 5 for information on logging in.

- Check if any Call Forwarding features are in the ON position, and actively forwarding calls to ‘Voicemail Access Number’.

» This is the AT&T voicemail service access number for your account. Review each of your
telephone numbers individually.

- Your AT&T installation technician can help you confirm your settings.

Now you'll need to decide what type of voicemail arrangement will best support your day-to-day operations, make
appropriate adjustments to various settings and options, and customize your voicemail service with personalized greetings.


http://www.att.com/smbhowtovideos
http://www.att.com/mybusiness
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Voicemail Design

AT&T Phone for Business voicemail allows you to keep up with your messages no matter where you are or how you
prefer to manage them. Using AT&T voicemail, you're able to:

- Access and manage your voicemail from any device within or outside of your business location.
- Access and manage your voicemail using any device connected to the internet, including smartphones, tablets, and PC’s.

- Listen to your voicemail messages or view your voicemail messages transcribed into text using the AT&T Voicemail
Viewer mobile app (free download for iOS and Android).

- View your voicemail messages transcribed into text as an email (Voicemail-to-Text Transcription), as well as receive
the audio voicemail file (wav) as an attachment.

- Assign up to 8 sub-mailboxes to capture messages for individual employees or departments in addition to the main
(Primary) voicemail box.

AT&T Phone for Business offers 2 configuration options to accommodate the wide variety of businesses we serve.

« Basic Voicemail: This simple arrangement uses 1 voicemail box to receive all messages for the business. Using
AT&T Phone for Business Call Forwarding features you can direct incoming calls to a single, common voicemail box.
Messages can be accessed by sharing the access PIN between one or more employees. This is often the ‘default’
arrangement in place upon completion of your service installation.

« Advanced Voicemail: This arrangement uses more than 1 voicemail box and enables callers to be directed to
separate, individualized mailboxes. AT&T Phone for Business includes up to 8 additional mailboxes (called ‘sub-
mailboxes’) that can be assigned to individual employees or departments.

2 common Advanced Voicemail configurations are described below:

- Sub-mailboxes may be assigned to a specific AT&T Phone line/number which has been designated to a specific
department (i.e. ‘Service’ or ‘Billing’) or employee (i.e. ‘Office Manager’). In this design, callers who directly dial the
specified number will be connected to the separate sub-mailbox. This is handled using the Call Forwarding feature on
that designated line/number.

» This is referred to as a “Private” option, because the sub-mailbox is assigned to a
specifically designated AT&T Phone line/number.

- Sub-mailboxes may also be configured to be ‘Extensions’ off of the primary voicemail box or the main number of the
business. Callers will hear a list of available ‘extension mailboxes’ from which to choose. This can be accomplished by
activating the “Company/Group Greeting” option on the main voicemail box.

» Using the “Company/Group” greeting incorporates the active sub-mailbox(es) into the main recorded
greeting, allowing callers to hear each sub-mailbox assigned name and the assigned dial keypad number of
the mailbox they want to reach.
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Getting Started

To set up your Voicemail service you will use one of your AT&T Phone for Business lines at your business location to
access the voicemail system (for example, to record personalized greetings).

Note: The Advanced voicemail design requires accessing your account online.

Voicemail setup using myAT&T

The myAT&T online account portal is where your AT&T Phone for Business line features are accessed and managed,

and where most of the voicemail option settings are located.

1. From your Internet browser, go to
www.att.com/mybusiness to log in.

2. Enter your User ID and Password
and click “Sign in”.

3. From the Account Overview page,
expand the AT&T Phone for
Business section by clicking “+”.

S = ook o Q| seot | @@ | usnes >
Signin to manage your account
m{AT&T
UseriD @
Password
Show password
®save0
Conse
Just need to make a payment?
Continue withoutsigningin
S|= [ rmiookingfr. Q suppot | @ W | Business. —

Signin to manage your account

/m{AT&T

UseriD @

YourUsername

Password

saveld
ForgotUser Dorpassword?
Don'thave aniD? Create one now

hecking fon shared device

Just need to make a payment?
Continue without signingin

Welcome, Your Name

Updated abouta minute ago
All of your AT&T. One user ID. Link another account

Total balance $48 .06 AT&T Internet for Business

AraT |

8daysleft

AT&T Phone for Business

Phone | Account: 269980863

AT&T Support Center

service,
8daysieft or getanswers about your account
——

Omins.of unlimitedused
Gethelp
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AT&T Phone for Business My WatchTV

Phone | Account: 252819764

25daysieft TV, movie,
— WatchTVswservice-at no extra charge!

Omins.of uniimited used

4. Next, select “Manage my plan”.

myusace SuppORT

(s tunitadsea — A T somperCantr
Set up your equipment or service,
oublesnoot andresolve ssues, and
getanswers about youraccount.

Sooatimyusoge cethets

(GET THEMOST FROM YOURPHONE SERVICE

Member 1D

— r
My Phone Service

AT&T Phone Unlimited North America
Total monthly voice cost ~ $0.00* My discounts

Youhave § appled discounts.
Resrcted- 100% off Busa CTS Oy
Started on Dec 05, 2018

‘Specal Rato forDemnstaton Accounts
Started on Dec 05, 2018

o0 your Customer Senico Summary
See moro dscount -

5. From the My Phone Service page
scroll down to the My voicemail . .
section and select “Set up voicemail”. RN P

+ Calfitorng & bocking
+ Callforvaring
Viewrecentusage | View bled usage « Callwating & cater 0

Viow and manago all ATAT Phone features

My voicemail
Wk 10 ccss your il i o your o one? st 8.

m looking for.. Q - @ o v | Personal —>

(@
1

Choose voicemail type

972.850.9040

Advanced - Current
(Suggested)

6. Next, you need to choose which
voicemail design is best for your
business needs: Basic or Advanced. ® tasic

Cancel Continue

Here is a brief description of each voicemail design. Refer to page 7 for more information.

Basic: If you want to use 1 common mailbox for all voicemail messages for all lines, employees, and departments, click
“Continue”. Basic is the default setting.

Advanced: If you want to use multiple mailboxes designated to individual telephone numbers, employees, or
departments, select “Advanced” and then click “Continue”.
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Basic Voicemail Design Setup

As mentioned on page 3, your line may be programmed with Call Forwarding to the voicemail box assigned to your
published business number when your AT&T Phone for Business order is processed.

When setting up a Basic Voicemail arrangement, it is important to check each telephone number to ensure only the
lines you want going to voicemail are set to do so. The common exceptions for lines forwarding to voicemail would be
fax lines or point of sale machines, etc.

- Click on the Voicemail Settings tab from the Manage voicemail and features section (for additional information on
accessing the features of AT&T Phone for Business, please review the videos at www.att.com/smbhowtovideos).

- Confirm your voicemail is turned ON. If the voicemail is set to OFF, change the setting to ON and select “Save”.
- Next, click on the Features tab and complete the setup of the Call Forwarding features you want to use.

- To complete setting up a Basic Voicemail box, you must call into your voicemail using your primary AT&T Phone for
Business number by simply dialing *98.

» Follow the prompts you hear to establish your PIN, authentication code, and record your greeting(s). Refer to
page 13 for greeting options.

Remember, with Basic Voicemail you are using only 1 mailbox that is shared by all lines and all employees.

Advanced Voicemail Design Setup

Advanced Voicemail includes establishing as many as 8 additional sub-mailboxes (plus your primary voicemail box).
This allows callers to leave messages in separate mailboxes for individual employees or departments.

Configuring Advanced Voicemail first requires the primary account owner to create individual sub-accounts in their
myAT&T account profile. Depending on which Advanced voicemail arrangement you want to configure, you may need
to create separate sub-accounts for each sub-mailbox user. Refer to page 8 for more information.

Because you are setting up the sub-accounts, you will establish the User ID and initial password for each sub-account
created. These can be changed later if the sub-account is assigned to an employee for their individual use.

The following steps provide high-level guidance on establishing a sub-account(s). For detailed instructions, watch the
Establishing sub-accounts video at www.att.com/smbhowtovideos.


http://www.att.com/smbhowtovideos
http://www.att.com/smbhowtovideos
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My Phone Service

AT&T Phone Unlimited North America

Total monthly voice cost $0.00* My discounts
it v, s g o0 o e 5t s

View cost summary Rosticod- 100% o BusAti-CTS Only
Started on Doc 05, 2018

m ‘Spocil Rato for Domonsiraton Accounts
Started on Doc 05, 2018

‘o0 your Customer Sorvio Summary

1. From the My Phone Service s
page, select “Create or manage
voicemail accounts”.

Plan Details Features

Unitod caling i the U'S. and 1 U'S. Tour my foatures
torntores, Mexico and Canad
« Caltaing 8 bocking
« Caforwarting
View tecant usage | View biled usage + Gallwatng & caler 10

View and manag il ATAT Phone features

My voicemail
Work o acces your vcuna iox o our o hone? us aner 8.

Setupvoiams. | Chango P | Manags vcamalsatogs

Manage Sub-Accounts Add Sub-Account: Privacy Policy and Terms and Conditions
MANAGE maNAGE
SUB ACCOUNTS SUB-ACCOUNTS
Account Owner: Your Name Account Owner: Your Name
Account Number: 269980863 Account Number: 269980863
Manage Sub-Accounts whats is? Privacy Policy and Terms & Conditions 8 prin Terms & Conditions

2.0n the Manage Sub-Accounts tab, e — e Bt s e i
select “Add a Sub-account” and . e
then click “Accept”.

First Name Oeven Eat isable the sub-account creation process.
Allow Ordering o 7

Voice  No features assigned

Internet Portal Provider Agreement
Email By seiecting Accept, T agree to the ATAT High Speed Interet Terms of Service/att.net Terms of

Use, ATBT Privacy Policy, and Yahoo! Privacy Policy

Digital TV Remote DVR (Web Access)

Cancel

First Name Catry Eat isable
Last Name  Squres.
Member 10 ceaurestsagattnet
Allow Ordering Ko
Voice  No features assigned

Ordering Permission

As the Primary Account Holder for this account, you may grant Sub-Account holders who are 18

years or clder, the abilty to place orders onlne. By granting ordering permission, you are

allowing the Sub-Account to make U-verse service elated purchases. These purchases will be
harged to your account, per your existing contract with AT,

Allow Ordering ) ves

O

Security Information

Offine securiy P over the
phone. Use your online securiy questions and answers to rtrieve your password online,

3. Complete the required sub-account i

user profile information and click “Save”. e S

Online Security Question 1

What i the 1ast name of your favorie elementary schodl eacher? T
Online Security Answer 1
Birdwood

Online Security Question 2

ontoe ecurty Answars
e

Cancel

Add Sub-Account: Confirmation

MANAGE
'SUB-ACCOUNTS

Confirmation & print This Page

4. Review the information on the et
Confirmation page then click “Continue”. o i

Online Security Question 2 What ity did you first meet your spouse? 7

pls gt

Note: It may take up to 24 hours before this sub-account can be managed online. Thank you
for your patience.




AT&T Phone for Business AT&T Business

Voicemail User Guide

Once you have completed creating your sub-account(s), the myAT&T site will take you back to the My Phone Service
page to proceed with setting up Advanced Voicemail.

s
My Phone Service

AT&T Phone Unlimited North America
Tot My discounts

Youhave § appled discounts

S your Gustomar Servica Summary

5. Select “Set up voicemail”.

Plan Details Features

1mlooking for. Q - @i v | personal —>

(@

Choose voicemail type

972.850.9040

@ Advanced - Current
(Suggested)

6. Confirm that Advanced is selected
and click “Continue”.

Forward voicemailfor Business Attendant

Basic

cance!

Note: The next few steps include 4 tab sections to complete the Advanced Voicemail setup.

7. Tab 1“Add names” is the first of 4 sections to complete. Although this first step is optional, we highly recommend
assigning a name/description to each of your AT&T Phone numbers. Identifying each line to an individual employee or
department helps with the ongoing management of the Advanced Voicemail settings. Once complete, select “Continue”.

Set up voicemail

1l Foedback ©

3 boxes 4.Confirmation

1.Add names 2 users

Name each phone number
Us @ b - $,andL.

(Optional step)

972850.8040 - Primary phone number 728031405

Devan Burris Cathy Squires

phone numbers on your account.

728031582 9728031891

[ Conan Weber| ]

conet

LaraEwing
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8. Tab 2 “Add subaccount users” is where an individual sub-mailbox can be assigned to the subaccounts you've created:

- Click the “V” next to each subaccount user
- Create a PIN'that is between 6-10 digits

Tab 2 is also where sub-mailboxes are assigned a unique keypad number? for callers to select for their message. This is
required if you want to use the Company Greeting arrangement. Refer to page 14 for more information.

» Example: “Thank you for calling. Press 1to leave a message in the general mailbox, press 2 to leave a
message for Sales, press 3 to leave a message for Billing, etc.”

After you have assigned the PIN(s) and key pad numbers needed, select “Continue”.

If you need to create additional subaccounts, you can click the “Add new subaccount users” link from this screen to
return to the Establishing subaccounts section.

Set up voicemail Set up voicemail

Add subaccount users

Authorize voicemail access and create PINs Assign keypad numbers Authorize voicemail access and create PINs Assign keypad numbers

people.

people.

& U
!

& T
!

9. Tab 3 configures how each line will be designated for its voicemail configuration.

« The (Private) option ties a specific line to a specific sub-mailbox. Callers dialing that line number directly will reach
a private voicemail box to which that line is being forwarded. This voicemail box is not tied to the main, primary
business line or shared with other users.

« The (Shared) option directs messages for this number to your main mailbox and shares the main phone number’s
greeting . This means callers leaving a message at this number are leaving a message in the main mailbox. Callers
may also hear the main number’s greeting, including the Company Greeting that offers the assigned key pad number
options as well (if they are turned on).

» Note: You must designate private or shared for each additional AT&T Phone line on your account. The Primary
business line will not be displayed on this page.

1. When choosing your PIN, do not use your telephone or mailbox number (or any part of the telephone or mailbox number). In addition, don’t use repeating digits (e.g. 444444), sequential
digits (e.g. 123456) or any easy to-guess numbers (e.g. zip code, street address, etc.). Treat your PIN as you would your ATM PIN. The PIN requires at least six digits. For added security, you
should change your PIN and check your greetings periodically.

2. If you do not want the sub-mailbox to be accessible in the Company Greeting menu via a key press, select NONE in the key press drop-down. Remember to assign one of your
non-Primary AT&T Phone numbers to sub-mailboxes that are not assigned a key press, and use the Call Forwarding features on that line to enable callers to reach the box.

10
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- After selections are made, click “Save”.

Set up voicemail

1 Feedoack ©

1.Add names 2 user 3 icemail 4.c

Choose private or shared voicemail

user who didn't get akeypad number instep2.

728031405 728031582

Shared voicemail v Shared voicemail v

7258031891

Your Name (Private) v

cancel

9. Tab 4 “Confirmation” will confirm how your voicemail has been setup and lets you know it’s ready to use.

Set up voicemail

1.Add names 2 users 3. boxes 4.Confirmation

 Fesdback ©

@ Your voicemailis ready to go

assigned PIN. call prompts. You'
authentication code in case you forget your PIN.

Looking to Forward voicemail for Business Attendant

Advanced voicemail setup for

972.850.9040 - Primary phone number
Devan Burris

972.8031405 - Shared voicemail
Cathy Squires

972.8031582 - Shared voicemail
Lara Ewing

972.8031891 - Your Name (Private)
Conan Weber

Callers can now leave voicemail messages for your business, designated employees and/or departments.

Next, you (and other sub-mailbox owners) may personalize your voicemail boxes by recording their Greetings, including the
main Company Greeting which directs callers to each sub-mailbox as well as individual greetings for each sub-mailbox.

After the company greeting is turned on, each assigned voicemail user will need to call into the voicemail system to set
up their voicemail box (including setting up their greeting). Refer to page 13 for Greetings Section.

1
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Voicemail Setup using your AT&T Phone Business Line
Basic Voicemail

Using your phone to set up Basic Voicemail is easy. Remember, to set up Advanced Voicemail initially you must log into
your account (www.att.com/mybusiness).

1. From any of your AT&T Phone for Business lines on your office phone press *98.
- It may take 5to 7 seconds to receive a response
2. When prompted, enter a new PIN, and then press the pound key (#).

- Note: Your PIN must be at least 6-10 digits long. If you make a mistake when entering your PIN, press the star
key (*) to start over.

3. Follow the instructions to set up your authentication code. You'll use the authentication code if you forget or need
to reset your PIN.

4. Next, you'll be prompted to record your name. Say your name after the tone, and then press the pound key (#).
- If you're happy with the recording, press 7
- To record again, press 2
- If you need more time, press 8 to pause the recording
» To resume, press any key
5. Next, you'll be prompted to record your personal greeting or use the defaulted pre-recorded system greeting.

To access' the voicemail system from any touch-tone phone, call your office phone number, and then press

the star key (*) at any time while your greeting is being played. When prompted, enter your PIN.

Important: For added security, we require that you use an authentication code for your voicemail box. Authentication
codes use an 8-digit, MM/DD/YYYY format. Use a date that’s easy for you to remember.

- If you forget your authentication code and/or need to reset your PIN, go to the Change PIN section of the
Voicemail settings tab. Refer to page 17.

1. When you call in to your voicemail box remotely, you may incur additional access charges for non-local calls, hotel service charges, or wireless charges.

12
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Greetings Section

AT&T Phone for Business offers the ability to record a greeting for each/any unique telephone number associated with
your service.

- Create separate greetings

» Although most callers reach a business by dialing their published business number, there are exceptions
where callers may directly dial other telephone numbers in the business. In this case all voicemail messages
will be deposited into your primary voicemail box.

- Use the primary voicemail box main greeting

Each telephone number can be handled differently and can use any of the following Greeting options. This includes any AT&T
Wireless numbers you have chosen to integrate into your AT&T Phone voicemail. Refer to page 19 for more information.

Recorded Name

The first time you access your voicemail box you will be prompted to record your name. This is an optional recording
but we recommend doing so as some callers will have the opportunity to hear your name announced.

- Itis heard when you choose the pre-recorded greeting option

- Itis heard when other AT&T Phone subscribers leave you a voicemail message or when you leave them a
voicemail message

» Examples of Recorded Names: “Jack Smith ” or “ABC Company”

Pre-Recorded Greeting
The pre-recorded greeting is the basic system greeting associated with AT&T Phone for Business voicemail. In the
absence of a personal greeting this option allows callers to hear one of 3 pre-recorded greetings.
« A pre-recorded greeting that includes your company name (Recorded Name)
» “ABC Company can’t take your call now.”
- A pre-recorded greeting that includes your telephone number (default)
» “Telephone Number xxx.xxx.xxxx can’t take your call now.”
- A generic pre-recorded greeting that does not include your name or your phone number
» “The person you have dialed can’t take your call now.”

Personal Greeting

Recording a personal greeting ensures your callers know who they have reached when leaving a message. It is the
greeting callers hear when you are not available.

If you choose to use a personal greeting, it will replace the pre-recorded system greetings. You can change your
personal greeting or use a pre-recorded greeting at any time.

» Example of a Personal Greeting: “Hello, you've reached Larry at ABC Company. Please leave a message.”

13
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Apply Primary Number Greeting on Additional Numbers

As explained on the prior page, each telephone number in your service can have a separate greeting. This setting
applies the same greeting you have recorded on your main published number to any of your other AT&T Phone for
Business telephone numbers you designate.

» Example: ABC Company has 3 AT&T Phone lines with most calls dialing the main published number with line 2
as a rollover. These 2 lines will share the primary greeting. However line 3 is used for Accounting and receives
inbound calls independent of line 1and may elect to have a different greeting.

Extended Absence Greeting

This greeting may be used as a temporary greeting to be played for seasonal closures or an extended absence. If your
Extended Absence Greeting is on, you can switch to your personal greeting without having to re-record it.

You also have the option of receiving or not receiving voicemail messages when the Extended Absence Greeting is in
use. If this greeting is active, you will be notified upon signing in to your mailbox that the Extended Absence Greeting is
on and whether messages are being received or not.

» An example Extended Absence Greeting: “This is ‘Come Fly With Me Travel Agency’ We are currently out of
the office on vacation for the next 2 weeks. Please leave your message and we will call you back after the 15th.
Thank you.”

» An example of Seasonal Absence Greeting: “This is the Jolly Holiday Tree Farm’ We will be open for the new
season beginning November 12. This mailbox will not accept any messages during this time. Please call back
after the 12th. Thank you.”

Company Greeting

If you elect to use Advanced Voicemail with sub-mailboxes the Company Greeting will be used and will act as a general
menu-type message that callers will initially hear when they call your primary business number. The greeting directs
callers to specific sub-mailboxes.

» Example Company Greeting: “You have reached ABC Company’. To leave a general message press 1. To leave a
message for Sales, press 2. To leave a message for Customer Service, press 3.”

When pressing 1, callers will hear the greeting you have selected to use for your primary business number mailbox.

When pressing 2 or 3, they will hear the sub-mailbox greeting associated with each of these key pad numbers.
If the caller doesn’t press a key, messages will be left in the main mailbox, which is the same as if they pressed 1.

14
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Managing Your Voicemail
Using myAT&T

AT&T Business

Now that your voicemail boxes are fully configured, we’'ll review a few ways AT&T Phone for Business can help you

manage your messages.

mlooking for Q| spot | @ | ausness

(@
i

Signin to manage your account

ML(AT&T

UseriD @

YourUsername

Password

Saveld
Cons

For
Don't

Just need to make a payment?
Continue vithout signingin

S =

Welcome, Your Name

Updated abouta minute ago
Al of your ATET. One user ID. Link another account

Total balance

AT&T Phone for Business

Phone | Account:289980863

30daysleft
a

Omins. of unlimited used

$0.00

Fmooking or. a W Quiv | e —

AT&T Internet for Business

arar |

30days eft
a

© Coudntgetusageinfo. =

AT&T Support Center

1.“Sign in” to your myAT&T account.

2. Expand AT&T Phone for Business section by clicking

the “+’.

My Phone Service

AT&T Phone for Business My WatchTV

Phone | Account: 262819764 AAT&T Phone Unlimited North America

you ; . ;

25days eft TV, movie, or t $000 My discounts

— WatchTVsMservice—at no extra charge! E—.

0 mins. of unlimited used. &
St ot o ecrtnon s
ety

-
s
Plan Details Features

(O mins.of unlimited used 25caysieft K AT&T Support Center

Unimied calng i the US. and o US,
Setupyour equipmentor service,  Canaca

arores, e an

troubleshootand resolve ssues, and
getanswers about your account, .
+ Callwaitng & cat 1D

Viow and manage alATAT Phons features

Manage my plan) Gethelp

(GET THE MOST FROM YOUR PHONE SERVICE MYVOICEMAIL& PHONE FEATURES.

Name MemberID. Name. Mamber D

4. Once on the My Phone Service page, click the
“Manage voicemail settings” link.

3. Select “Manage my plan” from the expanded section.

You will be taken to the area where AT&T Phone for Business features are managed. Across the top section you can
select the different tabs to view Voicemail Messages, Call History, Address Book, Phone Features or Voicemail Settings.

15
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Voicemail Settings

For detailed information on the Phone Features tab, please review the AT&T Phone for Business User Guide located on
the myAT&T website at www.att.com/mybusiness.

The Voicemail Settings tab has three sections: General Preferences, Voicemail Preferences, and Notifications.

Let’s take a closer look at each one.

Return to Account Overview/Voicemail Settings

Voicemail Settings

Voicemail 3 NEW
Messages General Preferences
Missed Calls 0 TODAY
.......................................... P Voicemail ON Messages are being received
System Messages! (OINEW. P Set Number Of Rings Before Voicemail 4 Rings (24 Seconds)
Make a Call P Change PIN
Enter Phone Number ‘
P Save Messages Don't save copy in my Sent Items, Don't Check new voicemail before logout
Call...
............................................ P Voicemail Setup
Contacts
Contacts Voicemail Preferences
Personal Groups g
3 P Security Medium - PIN required
Search Contacts
........................................... ’ Urgent Playback °N
Quick Settings
P Autoplay OFF Choose from options menu to play
Voicemail on
All Call Forwarding Off P Message Forwarding OFF
Gall' Brotect Ol P Message Transcription ON
Do Not Disturb Off
UBEste M& off P Message Details Content, Date & Time
Sequentiall UGG off » Manage Greetings For Phone #: 470-305-7950, 470-305-7952, 470-305-7953
470-305-7950 included? Yes
Flexible Calling Line I On P Add/Remove Wireless Number Voicemail integrated for 0 wireless numbers.
More Features »
............................................ Notifications
Help
P Phone Notification ON Notifications for 3 phone numbers
Voice Help and
Troubleshooting P Email Notification OFF
P Pager Notification OFF
P Message Groups
P Notification Group
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General Preferences

AT&T Business

You can turn voicemail ON/OFF, set number of rings, change your PIN, change message settings and more. Click to

expand each setting.

Voicemail
This setting confirms your voicemail is turned on or off.

You will need to check the voicemail on/off status on
each number on your AT&T Phone for Business service.

To do this, select each phone number from the
drop-down menu and click “View”.

If you make a change remember to click “Save”.

Set Number of Rings Before Voicemail

This is where you set the number of times your phone
will ring before forwarding the caller to your voicemail

On your AT&T Phone for Business service you have the
option to change the number of rings for each line.

To do this, select each phone number from the
drop-down menu and click “View”.

If you make a change remember to click “Save”.

Change PIN

This is where you change the access PIN that you use
when calling into your voicemail box over the phone.
Both Basic voicemail users and Advanced
sub-mailbox users can change their PIN here.

If you have forgotten your PIN this is where you can
set a new one.

If you make a change remember to click “Save”.

Save Messages

Here you can specify if you want the system to
notify you when you have new messages before
you sign out. You can also indicate whether you
want to save a copy of all your manually forwarded
voicemails in your Sent Items folder.

Voicemail Setup

Need to configure voicemail for more than one AT&T
Phone number?

Use our Wizard to easily view and customize your
messaging options on all of your phone numbers in
one place.

972-803-1582
972-803-1405

«972-550-9040 i

Voicemail 142 NEW
Messages

Missed Calls 3 ToDAY
System Messages 0 NEW

Contacts
Contacts
Personal Groups

Search Contacts

Quick Settings

Business Attendant orr

Voicemail off
Al Call Forwarding off
Do Not Disturb on

Voicemail Settings

Voicemail Messages (3) Call History Address Book Phone Features Voicemail Settings

General Preferences

¥ Voicemail

ON Messages are being received

4 Voicemail is ON. Based on your Phone Feature settings, messages are being received in your voicemail
mailbox. Turning Voicemail OFF will stop messages from being received.
Voicemail ON allows you to receive messages in your voicemail mailbox

©oN OFF

Call Forwarding Settings

No Answer Call Forwarding
Busy Call Forwarding

Safe Call Forwarding

All Call Forwarding

ON  Forwarded to: Voicemail
OFF
OFF
OFF

To change your Call Forwarding Settings individually, go to the "Call Forwarding" section under the "Phone

Features" tab

W Set Number Of Rings Before Voicemail

4 Rings (24 Seconds)

Select how long your phone should ring before forwarding the incoming call to voicemail.

4 Rings (24 Seconds) B

DouitSave

¥ Change PIN

Enter a PIN to use when you access your voicemail. Your PIN must be 6 to 10 digits long. Don't use your
phone number or voicemail box number.
All fields below are required.

New PIN:

Reconfirm PIN:

Don't Save

V¥ Save Messages

Don't save copy in my Sent Items, Don't Check new voicemail before logout

Use the checkboxes below to select different settings when sending and reviewing new voicemail messages

online.

Save a copy in My Sent Items folder of all voicemails that I have received then forwarded.
) Check for new voicemail messages in my Inbox before I log out of the website.

Don't Save Save

W Voicemail Setup

Launch the Voicemail Setup Wizard to set up your voicemail configurations:

Change Voicemail Settings
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Voicemail Mailbox Preferences

Choose Security levels, Urgent Playback, Auto-play, Message forwarding.

Security

This section gives you different Security levels for
accessing your voicemail when calling from the AT&T
Phone for Business line in the drop-down. You can select:

High — After entering *98 you will enter both your
phone number and PIN to access your voicemail.

Medium - After dialing *98 only your PIN is required
(recommended).

Low — After dialing *98 no PIN is required. Anyone
dialing *98 from the number listed will gain
immediate access to your voicemail.

You can set this option on a per phone number basis.

Urgent Playback

If you want Urgent voicemail messages played first,
this setting should be set to “ON”.

If someone leaves you an urgent message, it will be
played ahead of non-urgent messages.

You can set this option on a per phone number basis.

Autoplay

Turn Auto-play “ON” and save time!

Hear your new messages play immediately once you
access your voicemail box.

This option can be set on a per phone number basis also.

Message Forwarding

With Message Forwarding you can send voicemails
left in your voicemail box to a preferred email
address. The voicemail message will appear in the
email as an attached WAV (sound file).

To use this feature select “ON” then select an action
in the drop down menu:

- Forward incoming messages and delete original

- Forward incoming messages and keep original

Enter the Email Address (addresses can only be up to
30 characters).

AT&T Business

Voicemail Preferences

W Security Medium - PIN required

Select the security levels required for accessing your voicemail from your business phones or the AT&T
wireless phones associated with this voicemail box. Accessing this mailbox from a phone not associated
with it always requires the highest level of security to log in and asks for both the phone number and PIN.

A sub-account user (secondary Member ID) can modify all settings except the security settings. If you
select the Low (no PIN required) security setting, anyone with access to your business phone or the AT&T
wireless phone associated with this voicemail box can retrieve your messages. Using this option reduces the
security of your service and makes your voicemail vulnerable to unauthorized access. We recommend that
you always require a PIN to access your voicemail.

() High - Phone Number and PIN required
© Medium - PIN required

Change Settings for : | 470-305-7950
’7 ") Low - No PIN required

Don't Save Save
{ ¥ Urgent Playback ON
Play Urgent voicemail message before any other messages.
Change Settings for : = 470-305-7950
’V ON () OFF
Don’t Save Save

¥ Autoplay OFF

Choose from options menu to play

Change Settings for : = 470-305-7950

Ourn Autoplay ON and play the voicemail messages automatically when I log into voicemail
mailbox over the phone.
©Turn Autoplay OFF and let me choose what to do from the options menu when calling for

messages.
Don't Save Save
W Message Forwarding OFF
Message Forwarding allows you to send your voice messages to an email account.
OON © OFF
Action:
Email Address:
Include message management links in forwarded message
Don't Save Save
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Voicemail Preferences

In Voicemail Preferences you can choose security levels, Message Transcription, Message Details, Manage Greetings, as
well as add/remove wireless numbers.

Message Transcription

Sometimes it’s not convenient to listen to a voicemail
message; you want the ability to read your messages.

Message Transcrl ptlon’ also known as VOICemaII to Message Transcription allows you to create a text transcript of new voice messages for AT&T Voicemail
text, transcribes your voicemail messages so they can Viewer App and forwarded messades.
be read in your email or on your voicemail viewer app. oo o

This feature is always set to ON, and is used within
the AT&T Voicemail Viewer mobile app (refer to page
23 for more info) and Message Forwarding feature
described above.

W Message Transcription ON

Don'’t Save Save

Message Details

Customize the information included with each
voicemail message for each phone number. ¥ Message Details Content, Date & Time
Here you can specify the information you want to
hear when you check your voicemail messages over

| Caller's name or number
the phone. Date and time of voicemails

Body of voicemails
For example specify caller’s name/number if
available or the date and time of the voicemail. Dont save || save

This can help save time when retrieving messages and
give you as much detail about a message as possible.

What information do you want played when you are checking a voicemail message?

Change Settings for : = 470-305-7950

Manage Greetings W Manage Greetings For Phone #: 470-305-7950, 470-305-7952, 470-305-7953
This section allows you to manage your greetings el S
for each number associated with your AT&T Phone = B
for Business service. Click the drop down next to (SR e
“Change Settings for” to select which phone number S e e T i i e Gramting
you want to manage. e R s e R
Extended absence greeting | b
Depending on what you have already recorded, this e oo (o el o e i e e e e
section may not reflect all of your greeting options. )
Refer to page 23 for greeting options. S it o el s
To record or re-record you must access your e
voicemail over the phone. Don't Save J|_Save

Add/Remove Wireless Number

In this section you can combine up to 2 AT&T
Wireless phone numbers to your AT&T Phone for

Business voicemail box. All voicemail messages left W Add/Remove Wireless Number el ] o D e e
on your business phone or wireless number(s) will be Combine messages fromI2IATIT witcless numbers witilyo U ATST fione volcemal. o begin) clck Add
deposited into one voicemail box allowing only one rumen s e e peTe

place to check messages. eI

Once you click on “Add number” follow the set-up

wizard to complete.

In Advanced voicemail set up, each sub-mailbox can also
have two wireless numbers associated with the mailbox.
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Notifications

AT&T Business

In this panel you can set up Phone, Email, and Pager Notifications as well as Message and Notification Groups.

Phone Notification

This section controls the message waiting indicator (an
interrupted dial tone and/or light on certain telephone
models) on all numbers associated with your AT&T
Phone for Business account.

In the drop down next to Phone Number you may
select which number(s) will receive notifications and the
type of messages for which you will be notified.

After your selections remember to click “Save”.

Note: If you have Advanced voicemail set-up, notification
is not sent to the phone numbers when messages are left
in Sub-mailboxes.

Email Notification

To avoid missing messages, turn this option “ON”
to be notified by email when a message is left. You
can assign up to 3 email addresses to receive the
notification.

In the Add Email field, enter the email address, then
choose what type of message to be notified of then
click “Add”.

After all email addresses are added click “Save”.
Note: The email address may only be up to 30 characters.

Page Notification

If you want to be paged when a new message is left
in your mailbox, select “ON”. You have two options
from which to choose.

The first option is to use an email address associated
with your pager. Your mailbox will send an email to
your pager advising you of the message left. If you're
not sure if you have an email address associated with
your pager, ask your pager service provider.

The second option is to have your mailbox page your
pager number directly. This option works similarly

to someone calling your pager number directly and
then keying in a phone number.

Notifications

i W Phone Notification ON

Notifications for 3 phone numbers_:

When a new message arrives, you're notified by an interrupted dial tone or message-waiting indicator. To
turn off this feature, select Off.

O on off

You can send notifications to any of your AT&T Phone lines and up to 2 AT&T wireless numbers. Numbers
that appear in the list are set up for notifications.

Want to combine your wireless number and AT&T Phone voicemail? Go to Add/Remove Wireless
Number and follow the prompts.

Phone Number :( 470-305-7950

Notify for: @ All voicemail messages Add/Update »

Number Voicemail Notification

" Urgent voice messages only 470-305-7950 ALL
" Never for voice messages 470-305-7952 ALL

470-305-7953 ALL

W Email Notification OFF
Email notification allows you to assign up to 3 email addresses that will receive notification when a
voicemail message is left in your voicemail mailbox.
OON © OFF
- - Email  Voicemail Notification Group
W Pager Notification OFF
Pager Notification gives you the option having your pager notify you when voicemail messages are left in
your voicemail mailbox. Follow the steps to activate Pager Notification.
OON O OFF

—Send to Pager's : Email Address ¢

ALPHANUMERIC ¢

Don'’t Save Save
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Message Groups

If you want to send the same voicemail message to a
group of people all at once, set up a Message Group.
Only the numbers of AT&T Phone customers are
allowed in your group.

W Message Groups

To add a g rou p, CliCk “Add New” a nd type a Groups are an easy way to organize contacts by a familiar name and forward voicemail messages to
name that describes your group (ex: Sales Team, e e e (2 ercrssem e oroup i e
Management Team, Everyone, etc.). Next to Add

Number, enter the phone number(s) you want to oS

add and then click “Add”. After all your numbers are

added for your group, click “Save”. You can have up B e e rou by entering belors

to 15 groups with 25 numbers in each. Add Number: SG)

Notice the number in parenthesis given to your
group in the drop down. This is the number you will
use when sending the voicemail message to your ,

group from the phone. i

See also Group Distribution Lists on the voicemail
telephone menu on page 25. In addition, you can
forward messages to the group after listening to the
message from the Voicemail Messages tab.

Notification Group

A number listed in your Notification Group is for
someone you would want to be notified of right
away if they leave you a message. Adding someone
in this list allows you to receive email notification
and/or pager notification whenever this person
leaves you a message, even if Email and Pager

Notification are set to OFF. \/ e G

If your email and pager notifications are set to OFF, B e L s s S
you will only be emailed or paged for voicernail i
messages left from the number(s) in this group, not P D A B

for every voicemail message. GRS = ()

To add a number, enter the 10-digit number in the

Add Number field and click “Add” to move it to your
list. Once you have entered all of your numbers, Don't save
click “save”. .

After your numbers are added to the Notification
Group, go up to Email Notification/Pager Notification
and select the Yes radio button next to the
notification group members link. Then click “Save”.
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Voicemail Messages

Under Voicemail Messages-Inbox you can see who'’s called, play or save messages, add contacts to your Address Book
or delete messages.

To listen to the voicemail message, select the play icon ( » ). A new window will open to play the message.

Can’'t play the message? Download a media player like Windows Media® Player from microsoft.com or RealPlayer®
from real.com.

Or, save the voicemail message to your computer. Right-click your mouse and select “Save”. From the pop-up
window, designate the location to save the voicemail message and select “Save”.

This screen also displays your Inbox, Sent Items, and Trash folders. To customize your voicemail box, you may also set
up additional personal folders. You may add up to 15 personal folders. All new messages are displayed in bold in order of
the date/time received. As you get close to the maximum amount of space available in your voicemail box, the meter in
the upper corner of your voicemail box will turn red.

Return to Account Overview/Voicemail Messages

Voicemail Messages - Inbox | Refresh

470-305-7950 ; View  Voicemail Messages (3) Call History Address Book Phone Features Voicemail Settings

Voicemail 3 NEW

Messages Inbox || SentItems || Trash Folders W USAGE: 0.63MbofsoMb [ ]
Missed Calls 0 TODAY Delete || Movetow || More Actions W .
Buttons on the right
System Messages 0 NEW [ Type From Number When ~ Size Actions under ACtionS:
O WIRELESS CALLE 469-995-0871 08-14-19, 07:03 PM 94 kb ( : —=
Make a Call PIay
Enter Phone Number ‘ O ATT 800-924-1743 06-04-19, 10:37 AM 368Kb » {:)—-i— —— Add to Address Book
Call... —
o ASANN SNOW 678-308-6965 11-01-18, 06:03 PM 186kb b o —— Delete
Contacts
Contacts
H H i Personal Groups
Quick Settings is P

Search Contacts

on the left. This
is where you can
see if Voicemail is

= Quick Settings

Voicemail on
turned on or off. Al Call Forwarding off
Call Protect off
Do Not Disturb Off
Locate Me Off
Sequential Hunting off

470-305-7950 included? Yes
Flexible Calling Line ID On

More Features »

Help
Voice Help and
Troubleshooting
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Voicemail Viewer

AT&T Voicemail Viewer is an application (app) for iOS and Android devices that makes it easier to stay on top of your
voicemail messages.

You may check your voicemail messages visually, and even choose the order in which you listen to them. Messages are
automatically delivered to your wireless device; there is no need to sign in to your myAT&T account.

Visit your app store to download the AT&T Voicemail Viewer app. For more detailed information visit att.com/vmviewer.

This is an ideal app if you are not able to check for messages from your online account or by calling in over the
telephone. Simply go to the Voicemail Viewer App from your wireless device.

If you have Advanced Voicemail with sub-mailboxes, instead of using your subaccount to sign in to your myAT&T
account to check for messages, you can download the app and check messages for your sub-mailboxes directly from
your wireless device.

There are two ways you can sign in to the app for a sub-mailbox:

- Use the sub-mailbox number (Example: 2025550163-1).

- Use the primary number, and then select the sub-mailbox from the drop own list.

Note: The sub-mailbox number may be different than the assigned “key press” number callers use to reach your

sub-mailbox. It depends on the order in which the sub-mailbox was added to your account

To confirm which number to use as the sub-mailbox number in the VMV app, check the list order in the My Voicemail
Section of your online account and the position of the subaccount.

My voicemail

Want to access your voicemail inbox from your home phone? Just enter *98.

Create or manage voicemail accounts | Set up voicemail | Change my PIN | Manage voicemail settings

Name Member ID

Your Name Your User ID (primary) (141) New View voicemail

Devan Burris dburris123 Msgs. unavailable

Cathy Squires csquires456 Msgs. unavailable
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AT&T Business

Accessing Voicemail using your phone

Here are a few quick tips for managing your voicemail using voice prompts over any telephone line.

Voicemail Access

From your AT&T Phone for Business line(s)
- Dial *98 or call your business phone number

From any other phone:
- Dial your business phone number,
Press the * when you hear your greeting

- Enter your PIN

Change PIN for Voicemail

Your PIN must be 6-10 digits in length and should not be
your phone number or voice mailbox number.

From your AT&T Phone for Business line(s):
- Dial *98 to access your voicemail

- At the Main Menu, press 4

- For Administrative Options, press 2
- For Security and Hands Free, press 2
- To change PIN, press 1

From any other phone:
- Dial your business phone number,
Press the * when you hear your greeting

- Enter your PIN
- Follow prompts as stated above

- If you incorrectly enter your PIN, the system will
prompt you to enter your Authentication Code.
Once you have entered your Authentication Code,
follow the prompts to reset your PIN and access
your mailbox

Change Voicemail Greeting

Access your voice mailbox
- At the Main Menu for Mailbox settings, press 4, then
for Greetings press 3.

- If you have sub-mailboxes and need to turn on the
Company greeting, after pressing 3 at the greetings
menu press 4.

Combine your AT&T Wireless and AT&T
Phone for Business voicemail

You can add up to two wireless phone numbers from
AT&T to your AT&T Phone for Business voicemail and
receive all your voicemail messages in one place.

Access your mailbox
- At the Main Menu, for Mailbox Settings, press 4

- For Administrative Options, press 1
- For Additional Settings, press 6
- To add a Wireless Number, press 2

When prompted, enter your 10-digit wireless phone
number. Then enter the last 4 digits of your Social
Security Number or Tax ID for verification purposes.
The last 4 digits of the Social Security or Tax ID entered
must match the last 4 digits of the Social Security
Number or Tax ID on the wireless account being added.

Note: There may be a brief delay while confirming your
wireless information.

Voicemail to Text

The line needs to be sending calls to voice mail. (Call
forward or No Answer).

To enable this feature:
- Inthe Voicemail Settings tab, go to Voicemail
Preferences block.

- Open Message Forwarding and Set Message
forwarding to ON.

- Select an action from the drop-down (Forward
incoming messages and keep original), set a desired
sent to Email Address and then “Save”.

- Also on the Voicemail preferences, go to Message
Transcription, set it to ON and then “Save”.
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AT&T Business

Quick Reference Guide
Visual Chart

Send
Messages

Mailbox
Settings

Get 1
Messages

Begin Recording
After Tone

End Recording Notifications

Enter Ten Digit
Phone or Last

Number then #

Rewind _n
Pause Send
Message
Fast Forward Cancel
Number
Slow Down Repeat Helpful Administrative

Hints Options

Header

Speedup

Forward a Copy I());Itl:l:rg _n fenew

Call the Sender
—n Re-Record

Delete

Reply 2 Reply to Message

Save 3 Reply to All

Helpful Hints —B Delivery Report
Skip —B Read Report
M'Zfﬁ"&'lﬁﬁ —n Future Delivery*

—B Send

AT&T Phone for Business Voicemail Main Menu

Reminders  Deleted Another Future Helpful
Messages  Subscriber  Delivery Hints
Queue Sign In Queue
Landline/Wireless Pager* Email*
Notification Notification Notification

Security and n n B B n
Hands Free*
Change Fast PIN  Authenticaton
PIN Signln  Skip Code
Group 8 n n B
Distribution Lists
Add Edit Review
Message ﬂ n
Settings*
Voicemail
Additional _E n
Settings*
Wireless Broadcasts

Extended
Absence

Personal or Name

Prerecorded

Return to Main Menu

*Notes: Not all features are available
to all customers.

Hit the STAR key at anytime to
return to the previous menu
or exit voicemail

Greetingsa—n B ﬂ ﬂ m n

Company  Additional ~Use this greeting  Helpful To Exit
Greeting Lines* on additional Hints
numbers*

Additional Play Message Options:

(1) [11] Play Previous Message

(2) [4] key. Slow down during message play,
replays message at the end of message

(3) [5] key. Speed up during message play

(4) [5-5] Volume Control

(5) [9-9] Marks Message New (when saved)
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Text Chart Send Messages
AT&T Phone for Business Voicemail Main Menu Press 2 to Send Messages, then begin recording after

Press 1to Get Messages. the tone. .
Press 2 to Send Messages. Press #to end the recording.

Press 4 for Mailbox Settings. Enter your ten digit phone or last number, then press # again.
Press 5 for Reminders. Press 1 for Delivery Options.

Press 6 for the Deleted Messages Queue. Press # to send the message.
Press 7 for Another Subscriber Sign In. Press *to cancel the number.
Press 9 for Future Delivery Queue. Press 0 for Helpful Hints.
Press 6 for Helpful Hints.

Press * at anytime to return to the previous menu or Delivery Options

exit voicemail. If you pressed 1 for Delivery Options...
Press 1to renew.

Get Messages Press 2 for urgent.

Press 1to Get Messages, then play a message. Press 3 for private.

Press 1 again to rewind the message. Press 4 to re-record.

Press 2 to pause the message. Press 5 for the delivery report.

Press 3 to fast forward the message. Press 6 to read the report.

Press 4 to slow down or repeat the message. Press 7 for future delivery*.

Press 5 to listen to the message header. Press # to send.

Press 6 to speed up or forward a copy of the message.
Press 7 to delete the message.

Press 8 to reply to the message.

Press 9 to save the message.

Press 0 for Helpful Hints.

Press # to skip the message.

Press * to return to the Main Menu.

Reply to Message

If you pressed 8 to reply to the message...
Press 1to call the sender.

Press 2 to reply to the message.
Press 3 to reply to all.

Additional Play Message Options
Press 1-1to play the previous message.

Press 4 to slow down during message play. This will
also replay the message at the end of the message.

Press 5 to speed up during message play.
Press 5-5 for volume control.
Press 9-9 to mark the message as new when saved.

*Note: Not all features are available to all customers.
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Mailbox Settings Greetings
Press 4 for Mailbox Settings. If you pressed 3 for Greetings...
Press 1 for Notifications Press 1 for personal or prerecorded.
Press 2 for Administrative Options. Press 2 for extended absence.
Press 3 for Greetings Press 3 for name.
Press * to return to the Main Menu. Press 4 for company greeting.
Press 6 for additional lines*.
Notifications Press 7 to use this greeting on additional numbers*.
If you pressed 1 for Notifications... Press 0 for Helpful Hints.
Press 1 again for landline/wireless notifications. Press * to exit.

Press 2 for pager* notifications.
Press 3 for email* notifications.

Administrative Options

If you pressed 2 for Administrative Options...
Press 1 for security and hands free*.

Press 2 for group distribution lists.

Press 4 for message settings*.

Press 6 for additional settings*.

Security and Hands Free

If you pressed 1 for security and hands free...
Press 1to change your pin.

Press 2 for fast signin.
Press 3 to skip your pin.
Press 4 for authentication code.

Group Distribution Lists

If you pressed 2 for group distribution lists...
Press 1to add.

Press 2 to edit.
Press 3 to review.

Message Settings

If you pressed 4 for message settings...
Press 1 for voicemail.

Additional Settings

If you pressed 6 for additional settings...
Press 1 for wireless.

Press 4 for broadcasts.

*Note: Not all features are available to all customers.

©2019 AT&T Intellectual Property. All rights reserved. AT&T, the Globe logo, and all other marks contained herein are trademarks
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