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AUTOMATED ATTENDANT  |  QUICK REFERENCE GUIDE

You can quickly 
access your 
active schedule, 
messages and 
emergency 
override from the 
options on the left 
side of the home 
page.

Organizations can use this Quick Reference Guide to create an automated answering point for a specific department or the entire organization. Callers 
will be answered by a personalized greeting (recorded by you) and offered a menu of options (“Press 1 for Service”, “Press 2 for Sales”, etc.) to route 
themselves to the appropriate department or individual. The system offers the option to configure different greeting and routing options based on the 
day of the week and time of day. Special options can also be defined for holidays or closures.

Open a web browser and enter the service’s address from KBS Admin Provision/Profile Location for the Virtual Receptionist Portal or Edit the Automated 
Attendant from KBS Admin Provision/Subscribers and click MSG PORTAL on the action menu.

Follow the Setup 
tabs provided 
to set up your 
service in three 
easy steps. Select 
each and follow 
the instructions 
provided on each 
page.

Quick links are 
provided to easily 
access Messages, 
Notification 
settings and 
Greetings.
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AUTOMATED ATTENDANT  |  DIRECTORY

Select the Import 
tab to easily add 
many employees 
to the dial by name 
directory at once 
- the menu will 
guide you through 
uploading a file.

To export the Directory, select 
the Directory tab and follow 
the instructions.

Navigate to the Directory 
tab using the Directory 
Setup link on the home 
page or by selecting the 
Directory tab from the top 
navigation bar.

Select Add Entry 
to manually input 
employees.

Choose how callers can 
search for employees.
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AUTOMATED ATTENDANT  |  SCHEDULES

To provide a 
Holiday greeting, 
select the Holiday 
tab, enter dates 
and click the Add 
button.

To remove, 
highlight a date 
and click the 
Remove from list 
button.

Navigate to the 
Schedules tab by 
using the Schedule 
Setup link or by 
selecting the 
Schedule tab from 
the top navigation 
bar.

Select the In 
Hours tab to set 
up schedules for 
business operating 
hours.

Enter business 
hours for each day 
via the drop-down 
menus. Select 
Update when 
complete.
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AUTOMATED ATTENDANT  |  MENUS

Navigate to the Menus 
tab using the Menus link 
on the home page or by 
selecting the Directory tab 
from the top navigation 
bar.

Set up the business hours 
menu by navigating to 
the In Hours tab on the 
top navigation bar and 
entering the extension 
name.

Select call routing options 
for each extension by 
added by selecting a call 
treatment option from the 
drop-down box.

A variety of call hunting 
options are available 
and can be specifically 
set up according to your 
business’s needs.

Depending on 
the options 
selected, you may 
be prompted 
for call routing 
details. Select 
options from 
the drop-down 
menus and/or 
enter appropriate 
telephone 
number as 
prompted.

Select Update 
to save your 
selections.

Optional call 
treatments provided.
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Navigate to the Submenus 
tab by selecting Menus 
from the top navigation 
bar.

Greetings can be recorded 
for each submenu.

Set up an In Hours 
menu by navigating to 
the In Hours tab on the 
top navigation bar and 
entering the extension 
name.

Each menu can have 
up to seven submenus. 
Each submenu 
and extensions are 
updated using the 
same prompts and 
settings available at the 
menu level.

Submenus are a good option if an organization has large numbers of potential routing options. Typically 
it’s good practice to limit the main menu to no more than five choices. Instead, use submenus to offer 
additional routing options.

AUTOMATED ATTENDANT  |  SUBMENUS
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AUTOMATED ATTENDANT  |  OPTIONS

MAILBOX GREETINGS

Navigate to the Mailbox 
Greeting tab by using 
the Greetings link on 
the home page or by 
selecting the Options tab 
from the top navigation 
bar. Next, select Mailbox 
Greeting and click the 
Change button. You can 
also record a greeting 
by clicking the Record 
button on the In Hours 
tab.

A common mailbox is assigned to each automated attendant so callers have the option to leave a message if 
no one is available. Add a personal greeting so callers know what department or team they have reached and 
when they can expect their call to be returned.

To record 
a mailbox 
greeting, enter 
the phone 
number where 
you would like 
the system to 
reach you.

Select Call Me 
to have the 
system call you 
to record a 
greeting.

Once you 
have recorded 
your greeting, 
press the # 
key to save the 
recording.

An Edit Voicemail Greeting wizard 
will guide you through recording 
a greeting or uploading a pre-
recorded file.

To upload a pre-recorded 
greeting, select the Choose File 
button and hit OK to save.



9

AUTOMATED ATTENDANT  |  OPTIONS

MAILBOX NOTIFICATIONS

Navigate to the 
Options tab 
and select the 
Notifications option.

Select how you 
would like to be 
notified by checking 
the appropriate box 
and entering your 
email address and/or 
phone number.

Select when you would like 
to be notified by checking the 
appropriate Days boxes and 
entering the time of day using the 
scheduling tools provided. Click 
Update to save.

It is good practice to set up notifications for the general mailbox. This ensures that any messages left are handled promptly. It may be helpful to create 
an email group in order to notify multiple employees simultaneously.
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AUTOMATED ATTENDANT  |  OPTIONS

CALL ANNOUNCE

Navigate to the Options tab and 
select the Call Announce option.

Select how you would like to 
receive call announcements by 
checking the appropriate box.

Once complete, click Update to 
save your settings.
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