
Greeting and Auto-Attendant Configuration - Main Line 

For configuring your main line greeting or auto-attendant please review the following information. 
We strongly recommend using one of the following auto-attendant templates which can be adapted 
to your business’ requirements. However, you can also design your own auto-attendant*. It is 
necessary for us to receive a written copy of your design via email or fax to implement it. If the space 
provided below is not enough, feel free to use any other document you prefer and send it to us.

* Some restrictions may apply due to technical limitations. 

Instructions: 
- From the list of templates below select the one that better adapts to your business. 
- Right down the template chosen: TEMPLATE # ____. 
- Provide the MAIN NUMBER (if known) (____) ____-_________. 
- Please enter the text you would like for the main greeting as well as the options (selections) and 
extensions you would like to list on it. This will help you to record your auto attendant after set up. 
I.e.: You can type the text and options like “Press 1 for the sales department” 
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For questions and assistance, please contact Technical Support at 1-866-6396491 or 
support@nexogy.com



8001 8

Simple Auto – Attendant
For Small Business

Thank you for calling XYZ Corp., if you know your 
party’s extension you may dial it at any time.

- For John Doe please dial extension 8001
- For Judith Doe please dial extension 8002
- For Mike Doe please dial extension 8003
- For Operator please press 0
- If you want to leave a message please press 8

John Doe
8001

Judith Doe
8002

Mike Doe
8003

Judith Doe
8002 Voicel Mail

8002 8003 0

For questions and assistance, please contact Technical Support at 1-866-6396491 or 
support@nexogy.com

Main Number
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Simple Auto – Attendant
With Working & Non – Working Hours

For questions and assistance, please contact Technical Support at 1-866-6396491 or 
support@nexogy.com

Main Number

John Doe
8001

Judith Doe
8002

Mike Doe
8003

Judith Doe
8002 Voicel Mail

8002 8003 0

Thank you for calling XYZ Corp., if you know your 
party’s extension you may dial it at any time.

- For John Doe please dial extension 8001
- For Judith Doe please dial extension 8002
- For Mike Doe please dial extension 8003
- For Operator please press 0
- If you want to leave a message please press 8

IF
Regular Working Hours (9.00 am – 6.00 pm)

Ring one line (Front Desk or Attendant) for a 
specific time and if it’s not answered

THEN

IF
Non - Regular Working Hours 

(6.00 pm –9.00 am and weekends)

Thank you for calling XYZ Corp. Our Offices are 
currently closed. If you know your party’s 

extension you may dial it at any time.

- For John Doe please dial extension 8001
- For Judith Doe please dial extension 8002
- For Mike Doe please dial extension 8003
- If you want to leave a message please press 8



1

Auto Attendant with Departments
( Without hunting or ACD Queuing )

Thank you for calling XYZ Corp., if you know your party’s extension you 
may dial it at any time.

- To place an order / For sales please press (1)
- For question on an existing order or cancel an order please press (2)
- For customer support an all other inquiries please press (3)
- If you want to speak with the operator please press (0)

Sales
John Doe

8001

Existing Orders
Judith Doe

8002

Customer Service
Mike Doe

8003

Operator
Judith Doe

8002

2 3 0

For questions and assistance, please contact Technical Support at 1-866-6396491 or 
support@nexogy.com

Main Number



1

Auto Attendant with Departments
( With hunting or ACD Queuing )

Thank you for calling XYZ Corp., if you know your party’s extension you 
may dial it at any time.

- To place an order / For sales please press (1)
- For question on an existing order or cancel an order please press (2)
- For customer support an all other inquiries please press (3)
- For the company directory please press (4)
- If you want to speak with the operator please press (0)

SALES HUNT GROUP
Ringing Method: All Ring / 

Round Robin / One first 
then the others

SALES SUPPORT HUNT GROUP
Ringing Method: All Ring / Round 
Robin / One first then the others

CUSTOMER SERVICE HUNT GROUP
Ringing Method: All Ring / Round Robin / 

One first then the others

Operator
8008

2 3 0

For questions and assistance, please contact Technical Support at 1-866-6396491 or 
support@nexogy.com

Main Number

DIRECTORY
4 First letters or last name of 
the person you are trying to 

reach
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Mike DoeJohn Doe

Judith Doe Alex Vera Phil Duncan

David Fox Tim Collins Steven Ray


