Creating an Auto Attendant Recording through the Voice Portal
1.  Log into the enterprise as admin and go into the group level. Click on Services on the left. 

2.  Click on Voice Portal. 

3.  Enter in a numeric password in the Administrator Password field. 

4.  Dial into the extension of the Voice Portal using a phone that is built in the enterprise. 

5.  At the prompt, press the star key. 

6.  You will be prompted to enter your mailbox ID, enter in the extension of the Voice Portal 

7.  You will be prompted to enter your pass code, enter the password from step 3. 

8.  Select option 1, to change the Auto Attendant Greeting. 

9.  If there is more than 1 auto attendant in the enterprise, you will be prompted to enter the Auto Attendant number.  Enter in the extension of the Auto Attendant. 

10.  Follow the prompts to record the business hours greeting and / or the after hours greeting. 

 

NOTE: You can also call into the voice portal from an outside line if it has a DID assigned to it. Otherwise, you can also call the auto attendant and dial the extension of the voice portal. After this, continue from step 5 above.
