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How to Set Up a Holaday Message
You can also use these steps to set up an out-of-office message.

1 Navigate to https://voice.succeed.net/portal/home

2 login as an office manager.

3 Click "Time Frames"

https://voice.succeed.net/portal/home
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4 Click "Add Time Frame"

5 Click this text field.
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6 Type "Thanksgiving" or any holiday.

7 Click "Specific dates or ranges"
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8 Click here.

9 Click the starting date
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10 Click here.

11 Click the ending date
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12 Click Save

13 Click Auto Attendants
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14 Click "Add Attendant"

15 Click name field
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16 Type "Thanksgiving" or any holiday

17 Click extension field

18 Type "500" every extension needs to be unique so the next would be 501, 502, and
so on.
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19 Click this dropdown.

20 select the time frame that goes holiday
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21 Click save

22 Click "greeting manage" to recored your message
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23 Click the "Record" field.

24 Enter a Description
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25 Type "Thanksgiving"

26 Click call me at and enter your phone extension or a cell phone number to record
the message
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27 Click this button.

28 Our extension or phone will ring and follow the prompt to record your message.
click done after you are done with the call
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29 Click Save

30 Click Users
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31 Click the "Enter name, extension, site or dept." field.

32 Type "Time Routing"
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33 Click "Time Routing" you will only have one

34 Click "time routing"
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35 Click "Answering Rules"

36 Click "Add Rule"
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37 Click Time Frame dropdown. and select the Thanksgiving Time Frame

38 Click the "Always" field.
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39 Click the "Extension, number or phone" field.

40 Type "Thanksgiving"



Made with Scribe - https://scribehow.com 20

41 Click "Auto Attendant - Thanksgiving (500)" or the Auto Attendant you just added.

42 Click save


