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AT&T Phone for Business

Welcome

AT&T Phone for Business provides powerful, convenient voice communication tools that you can access at any time to
keep your business running smoothly. From the AT&T Phone for Business web portal, you can review and make real-time
changes to your features and services, easily and quickly.

Contact and Support

For additional assistance, contact the AT&T Business Services Center at:

. - isi
b 1-800-321-2000 Visit att.com/contactus/smb/
Lh

Accessing AT&T Phone for Business

If you are already registered, log in at www.att.com/login/ Before you can log in, you must register a username
and password.

Log in to manage your account

mthT&T

useriD @
| | l< Enter User Name & Password
Save User D e Uncheck if on public
computer
Password 0 Show password
Click Log in; Once your account is

A

verified, the myAT&T overview
page will appear.

Forgot User ID or Password?

Don't have anID?' Create one now !:

If you are not registered create
a new user ID now.
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Accessing AT&T Phone for Business (continued)

How to Register

If you're not registered, you can create a new User ID by clicking Create one now. You can also register at

www.att.com/registermybusiness

Create ID

1. Select/verify account 2.Choose ID &password 3. Confirmation

Welcome

Let's get started by finding your account.

Enter your AT&T phone number or AT&T account number

AT&T phone number

A

or

Account number

8illing ZIP code of account you want access to

5-digit zip code

Caneel

Enter the phone number and zip

code. Follow the prompts to complete
the registration.
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Accessing AT&T Phone for Business (continued)

Now that you have successfully logged in you will see the overview page. The overview page will show your
Total balance and services. These sections and their placement will vary based on which services you have.

Welcome to the new myAT&T

Quick tip: Use the + icons to open each section and see your account details.

Total balance $000.%0 My Internet

T dayseft

© Coudntgetusageinfo.

My digital phone
PHONE | Account: 000000000 Wt"“’zg:ndmbewrt

T daysleft

0mins. of unlimited used

MYPLAN

PHONE

SUPPORT

MYUSAGE

O ‘mins. of unlimited used T1daysleft K AT&T Support Center

Set up your equipment or service,

troubleshoot and resolve issues, and
getanswers about your account.

Seeallmyusage Manage my plan Gethelp

GET THE MOST FROM YOUR PHONE SERVICE MY VOICEMAIL & PHONE FEATURES.

Name Member ID

John Smith jsmith@attnet  (primary)

%

Support
Center

Check or manage voicemail & features

Find out how to
‘manage your
digital phone

account.

Gethelp

Check or manage voicemail & features

Click the blue circle in the bottom
right of the box to view more
details of AT&T Phone.

\4

Scroll down to access phone features
and voicemail.

Click here to access phone features
and voicemail.
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Accessing AT&T Phone for Business (continued)

Now that you have access to your AT&T Phone for Business features, let’s go over each of them in more detail.
The portal will open on the Voicemail Messages tab with the rest of the services listed in the adjacent tabs. The
phone portal gives you an overview and access to all your phone services. The highlighted sections below are
similar to the pages you will see in the portal.

000-000-0000 In order to manage phone features you must first select the

000-000-0000 telephone number you wish to manage.
000-000-0000
000-000-0000 Some features can only be turned on, off or changed on the

000-000-0000 main number.

Voicemail Messages (0) Call History Address Book Phone Features Voicemail Settings

Each tab displays additional information when selected.

Account Overvigw | My Services | Bill & Payments | Usage & Recent Activity | Message Center | My Profile | My Orders]

Logged in as:

Quick Settings

Voicemail Messages - Inbox | Refresh |
Business Attendant
\’ﬁ‘\\m\ Voicemail Messages (0) Call History Address Book Phone Features Voicemail smlnns] Voicemail
Voicemail 0 NEW All Call Forwarding
Messages Inbox || Sentitems | Trash Folders ¥ usaGe: 1a3Mbofsoms [ ]
Missed Calls o ToDAY Delete | Move tow More Actions W Do Not Disturb
............... Vv Tyl P
System Messages O NEW O Type From Number When + Size Actions
s = Sequential Hunting
0 JOHN SMITH 000-000-0000 07-26-17, 01:18 PM 43K0 (p @
Eatecs 5 included? Yes
Contacts O JOHN SMITH 000-000-0000 07-18-17, 06:40 AM 7560 » W (@)
- More Features »
FeCRanE S & JOHN SMITH 000-000-0000 04-07-17, 02:12 PM soke ) & @
Search Contacts
0 JOHN SMITH 000-000-0000 04-07-17, 02:10 PM sk » & @
QUlEgSEngs o sorm swiri ooasocoon  04-07-17, 204 e 5 & @ Quick settings provide a snapshot
Business Attendant on =
O JOHN SMITH -000- 03-05-17, 12:42 PM 42 Kb [C)] i
vacemsi of © » & @ of your current feature settings.
Al Call Forwarding ol 0O JOHN SMITH 000-000-0000 01-25-17, 10:08 AM wnw p @& @ .
kB onf pm = If you wish to make changes
0 JOHN SMITH 000-000-0000 01-08-17, 09:30 AM 76k0 » B (@
Locate Me ot = g
Sequential Hunting on (m] JOHN SMITH 000-000-0000 01-08-17, 09:28 AM 4a3k0 (p) B g to yOU I’ SettlngS, yOU Can Open
incuded? Yesf]
] JOHN SMITH 000-000-0000 11-25-16, 08:05 AM 78Kb (B (@)
e L up each feature on the Phone
(] JOHN SMITH 000-000-0000 11-25-16, 07:45 AM seio () & (@)

Features tab.
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Voicemail Messages

We will now explain each service from left to right, starting with Voicemail
Messages. From this tab, you can view and manage your voicemail messages.
The Voicemail Messages tab makes it easy to view missed calls, play or save The Voicemail Messages tab

messages, add to address book, or delete messages with a click of the mouse. keeps you up to date with any
messages your business receives.

The logs work like an Excel file;

-_---,,,eee oucensort ranyeobmn

Voicemail Messages - Inbox | refresh

|' 3” R | Voicemail Messages (0) Call History Address Book Phone Features Voicemail Settings

Voicemail o NEW
Messages Inbox || Sentltems || Trash Folders W UsAGE: 1.aaMbofsomb | |
Missed Calls 0 TODAY Delete || Move to w || More Actions W Cllck the Icon |n the Actlons Column
System Messages O NEW. ] Type From Number When - Size i to play the message add the number
3

o JOHN SMITH 000-000-0000 07-26-17, 01:18 PM 43Kp) [
Eects to the address book, or delete
P ® JOHN SMITH 000-000-0000 07-18-17, 06:40 AM 75 Kb
Personal Groaops (m] JOHN SMITH 000-000-0000 04-07-17, 02:12 PM 89 Kb the message
Search Contacts =

® JOHN SMITH 000-000-0000 04-07-17, 02:10 PM 83Kb
Quick Settings i —

[m] JOHN SMITH 000-000-0000 04-07-17, 02:04 PM 229 kb =
Business Attendant on =
Vool o | IO JOHN SMITH 000-000-0000 03-05-17, 12:42 PM 42Kb ) < P I ay
All Call Forwarding aor | | O JOHN SMITH 000-000-0000 01-25-17, 10:08 AM 30Kb %
Do Not Disturb on :

() JOHN SMITH 000-000-0000 01-08-17, 09:30 AM 76 Kb [ Add ress

o R
. Book

<— Delete

Call History

Now that we’ve shown you how to manage your voicemail messages, we will explain the next tab, Call History.
Call History makes it easy to stay organized and keep track of your calls — you can also dial and return calls with
the click of the mouse. The Call History tab will list all your received, missed, and dialed calls sorted by the time of
the call. This log can be resorted by the column headings as well.

CallHistoTyi-/AllTCalS! ik Quick Find allows you to search by

[ %) view| Voicemail Messages (0) Call History Address Book Phone Features Voicemail Settings entering the name or telephone

;:::;1 one Al Missed Calls Disled Calls Received Calls number of the incomin g or

Missed Calls oTopay  fQuick Find: |m‘.{ Dovniond Col History Search tal e fo} utg Oln g Ca” you want to ﬁnd.

System Messages 0 NEW Name Number When~ Length Actions

" [ 000-000-0000 09-07-17, 8:09 AM 0:00 2

Ferie) x 000-000-0000 09-01-17, 11:20 AM 0:00 &

Personal Groups (= 000-000-0000 09-01-17, 11:19 AM 0:00 i

B <— Received calls

Quick Settings

Business Attendant on

All Call Forwarding off m Mlssed calls

Locate Me off

Sequential Hunting on {+ Dialed ca"S
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Address Book

You now know how to use the Call History tab to review calls, and how to search

for calls with either a name or phone number. Next, we will explain the
Address Book tab. The Address Book tab is where you can find information
regarding your contacts.

Address Book

{78) Ccall History Address Book Phone Features Voicemail Settings

[ )| view
Voicemail 78 NEW
Thesssiges Address Book Home ~ Contacts m 3
Missed Calls 0 TODAY

Contacts
System Messages O NEW Add contacts or view and manage existing contact information found in the address book by selecting one of the links below.

<

Add | view Contacts
Contacts U‘ 4

Search for contacts in your address book by entering a first or last name or phone number. Partial searches are allowed
Contacts

(Example: Adam, 555-555-5555)
Personal Groups B [eo |y
e
Search Contacts (Example: Adam, 555-555-5555)
Quick Settings Groups
B Attendant off
peiness Artendent Add new greups or edit and manage existing groups by selecting one of the options below.

Voicemail oft

Add | View Contact Groups
All Call Forwarding oft
Do Not Disturb off | Add | View VM Message Groups
Locate Me ort

. - =

Sequential Hunting or  Managing and Sharing Groups
000-000-0000 included? Yes - Publishing and Subscribing rights are: ON Currently there are no invitations from anyone.

More Features »
Help

Voice Help and
Troubleshooting

)
N—l

You can quickly organize, add

and search contact information
from the Address Book tab.

Organize your contacts by creating
contact groups. After you create

a group, you can share the group
contacts with other address book users.

Click “Add” to add new contacts and
contact information.

Enter a name or phone number in the
search bar to search for a contact in
your address book.

©2017-2018 AT&T Intellectual Property. All rights reserved. AT&T, the Globe logo and all other marks contained herein are trademarks 8
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Accessing your Phone Features

Now that you know how to manage your contacts, let’s learn about managing Phone Features. The Phone
Features section allows you to customize your phone so that it meets your business needs. This section will teach
you what these features do and how to use them.

The Phone Features tab includes:
- Call Forwarding

- Call Filtering
- Feature Controls
+ Sequential Hunting

Remember, to manage phone features, you need to select the phone number you'd

like to work with. Some features can only be changed on your main phone number.

— Tip
Phone Features

This is where you can turn each

[ %|[ view | Voicemail Messages (0) Call History AddressBook Phone Features Voicemail Settings

feature ON or OFF.
Voicemail 0 NEW
Messages Call Forwarding
Missed Calls 0 TODAY gr—
_________________ P | No Answer Call Farward?ng ON
S e S » | Busy Call Forwarding oFF
Contacts P || safe Call Forwarding OFF
i » | ail cail Forwarding oFF
Personal Groups —
e e Call Filtering
Quick Settings T Call Blocking OFF
:usmess.lAtt!r\dant :ll ’ e A .
All Call Forwarding off b Call Screening OFF CIICk the arrows on the Ieft under
PRIHERSN o | » [ excuusive call Forwaraing ore each feature to expand the settings.
Locate Me off =
SIS O peature Controls This will provide a description of the
More Features » T Do Not Disturb oN feature. These featu res W|” be
Help | Prmmms el detion oS discussed in detail in the next section.
Voice Help and P | Locate Me OFF
Troubleshooting
» | call waiting OFF
—

Sequential Hunting

@ Sequential Hunting oN

©2017-2018 AT&T Intellectual Property. All rights reserved. AT&T, the Globe logo and all other marks contained herein are trademarks 9
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Accessing your Phone Features (continued)

Call Forwarding

From the Phone Features tab, you can expand the options under Call Forwarding
which include No Answer Call Forwarding, Busy Call Forwarding, Safe Call Forwarding,

and All Call Forwarding.

Voicemail 0 NEW
Messages
Missed Calls 0 TODAY

System Messages O NEW

Contacts
Contacts
Personal Groups

Search Contacts

Quick Settings

Business Attendant off
Voicemail on
Al Call Forwarding off
Do Not Disturb on
Locate Me off
Sequential Hunting on

included? Yes

More Features »

Voice Help and
Troubleshooting

Call Forwarding

—
¥ No Answer Call Forwarding ON Forwarded to voicemail 000-000-0000

No Answer Call Forwarding sends any phone calls that aren't answered to either voicemail or to an alternate phone
number.

©oN () oFF
After ringing my phone for [ 5 Rings (30 Seconds) ¢ | forward unanswered incoming calls to: =

(Q Voicemail. Voicemail Access Number: 000-000-0000

()Phone number:

* Calling charges may be incurred based on where you forward the number to (e.g., international forward to number will
incur standard international rates) or if you exceed time under a defined minutes-per-month plan.

Don't Save Save

—
¥ Busy Call Forwarding OFF

Busy Call Forwarding allows you to forward all incoming calls to another phone number when your line is busy.
T oN @ oFf

If phone is busy, all incoming calls will be forwarded to: *

) Volcemail. Volcemail Access Number: 000-000-0000

Phone number: g

* Calling charges may be incurred based on where you forwand the number to (e.g., international forward to number will
incur standard international rates) or if you exceed time under a defined minutes-per-manth plan.

Don'tSave || save |

—
¥ Safe Call Forwarding OFF

Safe Call Forwarding allows you to forward incoming calls to another phone number if your main phone line has a
service disruption.

T oN © oFF
All incoming calls will be forwarded to: *

<) Voicemail. Voicemail Access Number: 000-000-0000

Phone number: g

* Calling charges may be incurred based on where you forward the number to (e.g., international forward to number will
Incur standard international rates) or if you exceed time under a defined minutes-per-month plan

| Don'tsave || save

o "
W __All Call Forwarding OFF

All Call Forwarding allows you to forward all incoming calls to another phone number.
TJoN @ oFF
Al incoming ealls will be farwarded to: %

Voicemail. Volcemail Access Number: 000-000-0000
< Phone number: | 000-000-0000 g

* Calling charges may be incurred based on where you forward the number to (e.g., international forward to number will
incur standard international rates) or if you exceed time under a defined minutes-per-month plan.

| Don'tsave | save

This is where you can decide
how long your phone will ring
before forwarding a call to
voicemail or another number.

No Answer Call Forwarding:
Automatically sends unanswered
phone calls to voicemail or to a specific
phone number.

Busy Call Forwarding: Allows you to
forward all incoming calls to another
phone number when your line is busy.

Safe Call Forwarding: Allows you

to forward incoming calls to another
phone number if your main phone line
has a service disruption.

All Call Forwarding: Allows you to
forward all incoming calls to another
phone number.

©2017-2018 AT&T Intellectual Property. All rights reserved. AT&T, the Globe logo and all other marks contained herein are trademarks 10
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Accessing your Phone Features (continued)

Call Filtering

From the Phone Features tab, expand the services under Call Filtering. Scroll down

to screen and block unwanted calls and numbers.

Personal Groups

Search Contacts

Quick Settings
Business Attendant
Voicemail

Al Call Forwarding
Do Net Disturb
Locate Me

Sequential Hunting

Help

Voice Help and
Troubleshooting

off
on
off
on
off
on

included? Yes

More Features »

Call Filtering

‘W call Blocking OFF

With call blocking, you can prevent incoming calls from up to 100 numbers. Blocked callers hear this message: the
number you dialed will not accept your call. To unblock a number, find the number in the list and select X.
Note: You can't use call screening and call blocking at the same time.

) ON @ OFF

Block calls from numbers on this list:

Add Number: o A

Don't Save | Save

—
W call Protect oN

Reduce robocalls and other unwanted phone calls a couple of ways:

+ Autematic fraud blocking stops calls from scammers before they reach your phone.
+ Suspected spam eall warning helps you screen ealls from suspected spam sources, telemarketers, politicians, debt
collectors, and more.

Turn off Call Protect

Manage Call Protect

‘W call Screening OFF

Call Screening allows up to 20 select numbers to ring through while all other calls are blocked. Click on the 'X' to
remove a number from the list.
Note: Call Blocking and Call Screening can not be turned on at the same time.

) ON @ OFF

Only allow calls from numbers on this list:

Add Number: »‘é Add P

Don't Save Save

—
v Call Forwarding OFF

Exclusive Call Forwarding allows you ta forward up to 20 phone numbers from a list of specific incoming callers to an
alternate phone number. Click on the *X' to remove from the list.

) oN © oFfF

000-000-0000
000-000-0000

Exclusively forward calls from this list:

Add Number: ﬁ Add » 000-000-0000

000-000-0000

EX XXX

All incoming calls from the Exclusive Call Forwarding group will be forwarded to: *

+) Voicemail. Voicemail Access Number: 000-000-0000
Phone number: g

* Calling charges may be incurred based on where you forward the number to (e.g., international forward to number will
incur standard international rates) or if you exceed time under a defined minutes-per-month plan.

| Don'tSave | Save

The entries displayed in the
following example are the
default settings for the Call
Filtering feature, and apply to
the whole portal.

Call Blocking: Prevents incoming

calls from up to 100 numbers.

Call Protect: Reduces robocalls and
other unwanted phone calls.

Call Screening: Allows up to 20 select
numbers to ring through while all
other calls are blocked.

Exclusive Call Forwarding: Allows
you to forward up to 20 phone numbers

from a list of specific incoming callers to
an alternate phone number.

©2017-2018 AT&T Intellectual Property. All rights reserved. AT&T, the Globe logo and all other marks contained herein are trademarks n
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Accessing your Phone Features (continued)

Feature Controls

From the Phone Features tab, expand the services under Feature Controls. Scroll
down below the Call Filtering section to find Feature Controls. Select which features
you would like to use, including Do Not Disturb, Anonymous Call Blocking, Locate Me,

and Call Waiting.

Sequential Hunting on
included? Yes

More Features »

Help

Voice Help and
Troubleshoating

Feature Controls

¥ Do Not Disturb ON

Do Not Disturb gives you the option to prevent incoming calls from ringing your phone(s). This option can be turned
©On or Off either from the handset or from the user portal. When Do Not Disturb is tuned On, the caller will hear
either a busy signal or an announcement depending on the network from which the call is made, and the caller will
not be given the option to leave you a voicemail.

< ON OFF

Don't Save save |

—
¥ Anonymous Call Blocking OFF

Anonymous Call Blocking allows you to reject incoming calls from callers who block their Caller ID. The message “The
number you are calling does not accept unidentified calls. Your caller ID was blocked." will be played to the caller
indicating that you do not accept ananymous calls.

O oN () OFF

| Don'tsave || Save |

V¥ Locate Me OFF

Locate Me allows you to assign up to 5 phone lines to ring at the same time for incoming calls. Click on the ‘X' to
remove numbers from your Locate Me list.

O on ) oFF

Turning ON Locate Me will automatically turn OFF Business Attendant and Sequential Hunting.

000-000-0000 x
000-000-0000 %

Ring the following lines when T get a call:

Add Number: B e

= Calling charges may be incurred based on where you forward the number to (e.g., intemational forward to number will
incur standard international rates) or if you exceed time under a defined minutes-per-month plan.

| Dontsave | save |

—_—

—
¥ __Call Waiting OFF

Call Waiting plays an audible tone indicating that an incoming call is waiting to be answered. You have the option to
put your current call on hold and accept the other call. Or don't accept the call that's waiting and send the caller to
your voicemail mailbox. If you have Caller ID capability, then the number of the incoming caller will be displayed.

O oN O ofFfF

| Dontsave || save |

As a reminder this is where
you choose the features that
work on each phone number.

Do Not Disturb: Gives you the option
to prevent incoming calls from ringing
your phone(s).

Anonymous Call Blocking: Allows you
to reject incoming calls from callers
who block their Caller ID.

Locate Me: The Locate Me feature
allows you to designate up to 5 phones
to ring for each incoming call received
on your primary line. This makes it easy
to answer a call no matter where you
are, or for multiple people in various
locations to be answering calls.

Call Waiting: Plays an audible tone
indicating that an incoming call is
waiting to be answered. You have the
option to put your current call on hold
and accept the other call.

©2017-2018 AT&T Intellectual Property. All rights reserved. AT&T, the Globe logo and all other marks contained herein are trademarks 12
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Accessing your Phone Features (continued)

Sequential Hunting

From the Phone Features tab, scroll down to expand Sequential Hunting. This
allows you to set up a queue of phone numbers to receive incoming calls. If the first
number in the queue does not pick up the call, it will be forwarded to the second
number, and so on until the call is either answered or reaches the end of the queue.

—

Sequential Hunting

v

Hunting.

OoN

© oN

Order
1

2

) OFF e

Sequential Hunting lets you set up a call queue to receive incoming calls. If the call is not answered by the first
number, typically the primary number, it rings to the next available line in the queue, and so on, until it is answered.
If the call goes through all the phone numbers in the queue without being answered, the call will be terminated
according to the termination treatment (e.g. forward to voicemail) as defined by either the primary phone number, or
the last phone number in the queue, depending on the specific conditions governing the processing of the call.

Status

Main

Included

Phone Number
000-000-0000

| 000-000-0000 |

A

| 000-000-0000 |
| 000-000-0000 |

| 000-000-0000 |

| 000-000-0000 |

Turning ON Sequential Hunting will automatically turn OFF Business Attendant and Locate Me.

Select which phane numbers to include following the main number, and arrange them in order. Use the Time column
to set how long each number rings before advancing.

| Don't Save Save |

This is how you want your
phones to ring.

Sequential Hunting: You can
determine what happens if the
call is not answered (e.g. forward
to voicemail).

Turning ON Sequential Hunting will
automatically turn OFF Business
Attendant and Locate Me.

You can control the queue by enabling
or disabling the line in the Status column.

Remember to click Save for any feature changes.

©2017-2018 AT&T Intellectual Property. All rights reserved. AT&T, the Globe logo and all other marks contained herein are trademarks 13
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Voicemail Settings
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You've seen what is available in the Phone Features tab, now read on to learn about Voicemail Settings. Much
like the Phone Features tab, the Voicemail Settings tab contains three sections: General Preferences, Voicemail
Preferences, and Notifications.

Voicemail Settings

Voicemail 0 NEW
Messages
Missed Calls 0 TODAY

System Messages O NEW

Contacts
Contacts
Personal Groups

Search Contacts

{7 3” View | Voicemail Messages (0) Call History Address Book Phone Features Voicemail Settings

>

»
»
>
»

General Preferences

Voicemail ON
Set Number Of Rings Before Voicemail
Change PIN

Save Messages

Voicemail Setup

Save copy In my Sent Items, Check new voicemail before logout

Quick Settings

Business Attendant on
Voicemail Oon
All Call Forwarding off
Do Not Disturb on
Locate Me off
Sequential Hunting on

included? Yes

More Features »

Help

Vioice Help and
Troubleshooting

>

>
>
>
>
>
»
»

Voicemail Preferences

Security
Urgent Playback
Autoplay

Message Forwarding
Message Transcription
Message Details
Manage Greetings.

Add/Remove Wireless Number

Voicemail integrated for 0 wireless numbers.

»
>
>
»
»

"Notifications

Phone Notification
Email Notification
Pager Notification
Message Groups

Notification Group

Messages are being received
5 Rings (30 Seconds)
<
<
High - Phone Number and PIN required
ic Play on Log on @
Date & Time
Greetings for 6 phone numbers.
for 6 phone
<
<

Q

S

Just click on the arrows to expand
the settings.

©2017-2018 AT&T Intellectual Property. All rights reserved. AT&T, the Globe logo and all other marks contained herein are trademarks 14
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Voicemail Settings (continued)

General Preferences

From the Voicemail Settings tab, click to expand the options under General Preferences. Turn voicemail ON or
OFF, choose how long your phone rings before sending a call to voicemail, set a PIN to access voicemail, and more.

Voicemail Settings ﬂ

( g‘” o | Voicemail Messages (0) Call History Address Book Phone Features Voicemail Settings

Voicemail 0 NEW

Messages General Preferences . . . . 2

MiscICal  OTODAY (o . Voicemail: Turning Voicemail ON
........................... oz OFF Haszanes ane s belno) e enm

Syetem Messages 0 NEW allows you to receive messages in your

Contacts Voicemail ON allows you to receive messages in your voicemail mailbox. VO|Cema|l mallbOX

Contacts ©ON () OFF

Personal Groups Call Forwarding Settings

Search Contacts No Answer Call Forwarding oN
Busy Call Forwarding OFF

Ruick Sctings Safe Call Forwarding OFF

Business Attendant All Call Forwarding OFF

Set Number of Rings Before
Voicemail: Select how long your phone
_ should ring before forwarding the

included? Yes Select how long your phone should ring before forwarding the incoming call to voicemail. InCOmIng Ca” to VOICema”.
More Features »
[ 1Ring (6 Seconds) %]

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

All Call Forwarding tab.

Do Not Disturb | Don't Save Save

Locate Me

£888¢%8%

W Set Number Of Rings Before Voicemail

Help

Vaice Help and
Troubleshooting

| Dot Sava JL_Save Change PIN: Enter a PIN to use when
you access your voicemail.

= Change PIN

Enter a PIN to use when you access your volcemail. 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:

DS Ve Save Messages: Select different
W Save Messages Save copy in my Sent Items, Check new voicemail before logout. Settlngs When Sendlng and reV|eW|ng
Use the checkboxes below to select different settings when sending and reviewing new voicemail messages online. . . .

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‘tSave || save

—
¥ __Voicemall Setup

Launch the Voicemail Setup Wizard to set up your voicemail configurations: voicemai I Setu p: Set u p yo ur

[ Create New Voicemail Mailbox ] Change Voicemail Settings

voicemail configurations.

This button will allow you to
set up additional mailboxes.
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Voicemail Settings (continued)

Voicemail Preferences

Expand each section and you will find more options to customize your preferences. Manage voicemail security,
message greetings, message transcription and more.

Quick Settings Voicemail Preferences

Business Attendant

¥ Security High - Phone Number and PIN required
Voicemail

Select the security levels required for accessing your veicemail from your business phones or the ATET 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. Security: Select the Secu rity |eve| S
A sub-account user (secondary Member ID) can modify all settings except the security settings. If you select the Low . . . .
required for accessing your voicemail

All Call Forwarding
Do Not Disturb

Locate Me

£888¢%8%

Sequential Hunting

included? Yes (ne PIN required) security setting, anyone with access to your business phone or the ATBT wireless phone associated

with this voicemail box can retrieve your messages. Using this option reduces the security of your service and makes

HoraiTastirast, ::Jc;:al::lema\\ to access. We that you always require a PIN to access your from your bus'ness phones or the AT&T
Hel . . 5 o
S Change Sekings for 6030000080 wireless phones associated with this
Troubleshooting @ High - Phone Number and PIN required . .
O e e voicemail box.
-’t“ Low - No PIN required
Don't Save . Save
—V Urgent Playback OFF
Pl Urgent volemal message bfore any oer messases. Urgent Playback: Play Urgent voicemail
(“‘ i =———" messages before any other messages.
() ON @ OFF
[ Dont save |[_save
—V Autoplay OFF Choose from options menu to play . . .
e Sating o (BT Autoplay: Automatically play voicemail
T T e e o e e e B e e messages when you |og into your
the phone.
{© Turn Autoplay OFF and let me choose what to do from the options menu when calling for messages. VO|Ce ma || ma | I bOX over the p hone
Don't Save Save
¥ Message Forwarding oN
e e e e Message Forwarding: Allows you
il i to send your voice messages to an
Action: Forward incoming messages and keep original i .
o e email account.

Include message management links in forwarded message

With Message Forwarding you can send
ST R voicemails left in your AT&T U-verse
L voicemailboxtoa designated emai
address. Voicemail will appear in the
email as a WAV (sound file) attachment.
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Voicemail Settings (continued)

Voicemail Preferences (continued)

Scrolldown to find the rest of the available options.

W Message Transcription oN
and forwarded messages.

O on

() OFF

Message Transcription allows you to ereate a text transeript of new voice messages for AT&T Voicemail Viewer App

| Don'tSave ||

Message Transcription: Allows you to
create a text transcript of new voice

Save

[V Message Detalls

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

Date & Time

Change Settings for : o
) Caller's name or number

Date and time of voicemails

[_] Body of voicemails

messages for AT&T Voicemail Viewer
App and forwarded messages.

. Don't Save

| Save

—
‘W Manage Greetings

Choose the greeting callers will hear when they reach your voicemail mailbox.
Listen to a playback of your name announcement | j

Greatings for 6 phone numbers.

Change Settings for : [ 000-000-0000 &)
© System default greeting
Play Our Business Name in the system greeting
© Play Our Business Telephone Number in the system greeting
() Keep Our Name and Number anonymous in the system greeting
Recorded greeting
Extended absence greeting | b

Message Details: Allows you to choose
what information will play when you are
checking a voicemail message.

| Message Reception (for callers to leave messages when the Extended absence greeting is active)

Mote:To create or re-record a greeting, access the voicemail message settings using your phone. You may also use
the following access phone number fram any telephane to retrieve your vaicemail messages: 440-736-7900

| DontSave ||

Save |

—
P Add/Remove Wireless Number Voicemail

for 0 wireless numbers.

and then fallow the prompts.

Wireless numbers

Add number

Combine messages from 2 ATAT wireless numbers with your AT&T Phone voicemail. To begin, click Add number,

Manage Greetings: Allows you to
choose the greeting callers will hear
when they reach your voicemail mailbox.

Add/Remove Wireless Number:
Allows you to combine messages from
2 AT&T wireless numbers with your
AT&T Phone voicemail.

Remember to click Save for any feature changes.
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Voicemail Settings (continued)

Notifications

From the Voicemail Settings tab, expand the options under Notifications. Turn notifications ON or OFF, and choose
where you would like to receive notifications.

Notifications

_——
W Phone Notification on Notifications for 6 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.

©@on () off

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

Phone Notification: When a new
message arrives, you're notified by an
interrupted dial tone or message-
waiting indicator (stutter dial tone).

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

Phone Number : | 000-000-0000 |

Notify for: @ All voicemail messages | Add/Update b
) Urgent veice messages enly )
7 Never for vice messages

| Don't Save save

_—
¥ 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 veicemail mailbox.

Oon @ orr

Email Notification: Assign up to 3
email addresses to receive notifications
when a voicemail message is left in
your voicemail mailbox.

% Add »

| Don't Save save

—_—
¥ 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.

O on @ oFF

~Send to Pager's :  Email Address %)

[ ALPHANUMERIC |

Pager Notification: Have your pager

notify you when voicemail messages
are left in your voicemail mailbox.

| Don'tsave || save

'V Message Groups

Groups are an easy way to organize contacts by a familiar name and forward voicemail messages to multiple contacts

sl e Message Groups: Organize contacts by
et a familiar name and forward voicemail
messages to multiple contacts at one time.

Add Phone Numbers to this group by entering below, or
looking up in Address Book:

Add Number: ‘ | Add »

Don't Save Save

[V e ton : Notification Group: Create a group

,Z"“":t:‘:":“‘:mimm?m"“m“mm = of important contacts and receive
notifications whenever someone from

R e this group calls your phone number and

leaves you a voicemail message.

Add Phone Numbers ta this group by entering below, or
looking up in Address Book:

Dontsave || save
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Creating/Managing Sub-Accounts

In order to assign mailboxes to additional line numbers you first must create sub-accounts. Sub-accounts can be
created without assigning telephone numbers as well. These are simply additional email accounts.
Under Voicemail Settings-General Preferences: expand the Voicemail Setup feature.

Voicemail Settings

“ ”‘ i | Voicemail Messages (0) Call History Address Book Phone Features Voicemail Settings

Voicemail 0 NEW

Messages General Preferences
Missed Calls 0 TODAY

P Voicemail ON Messages are being received
SysmmNcssnet ONEW P Set Number Of Rings Before Voicemail 5 Rings (30 Seconds)
Contacts P Change PIN
Contacts

» Save Messages Save copy in my Sent Items, Check new voicemail before logout
Personal Groups
P {'W Voicemall Setup

Quick Settings

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

Business Attendant on [ create New voicemail Mailbox ) ¢ Change Voicemail Settings
Voicemail on
All Call Farwarding off Voicemail Preferences
Do Not Disturb on
e B P Security High - Phone Number and PIN required
Sequential Hunting on P Urgent Playback OFF
included? Yes
R P Autoplay ON Automatic Play on Log on
.................. ST on
Help
Voice Help and P Message Transcription ON
Troubleshooting
P Message Details Date & Time

My Services | Bill & Payments | Usage & Recent Activity = Message Center | My Profile | My Orders

Sub Account Creation: Sub Account Profile

ACCOUNT USER MANAGE
INFORMATION INFORMATION SUB ACCOUNTS

Manage Your Account -

[¥] Enroll in Paperless Billing
| »] Set Up AutoPay
(¥ View Your Bill

Account Owner: JOHN SMITH
Account Number: 229291111

Account Profile [ ¥] Pay Your Bil

Please complete the following profile information on behalf of the sub-account holder. <

Please enter the date of birth in this format: mm/dd/yyyy.
L Bill and Payment Support 3
Member ID |jsmith @att.net

Ordering Suppart 4

Password [sssesseces Strength: Good

Confirm Password [eemereneee | Password help
First Name John
Last Name Smith
Nickname |Jehnny
Contact Email Address  jsmith@att.net

Gender @ Male
) Female

Date of Birth |12/30/1570
ZIP Code 00000

Click here to create new sub-accounts.

Fill out the form and follow the prompts
to create each new sub-account. For
detailed instructions please refer

to the AT&T Phone for Business
Voicemail User Guide.
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Accessing your Phone Features by Phone

Can’'t get online to manage your phone features? No problem. You can access
and manage these features using star codes directly from your phone’s dial pad.

Anonymous Call Blocking

Reject incoming calls from callers who block
their Caller ID.

-onOOO®
OfFOEO®

All Call Forwarding

Forward all incoming calls to another number.

- On: Dial @@@ enter the number youd
like to forward to, then press

o OO

Busy Call Forwarding

Forward all incoming calls to another number
when your line is busy.

-On: @@@ enter a forwarding number,
then press@

-off. ()@

Call Blocking

Prevent up to 100 phone numbers from
ringing through to your phone.

- Block the most recent call: @@@
- On: @@@

-Oft:()(8)(0)

Caller ID Blocking

Hide your name and number when making
an outgoing call.

- On: @@@ dial number, then press @

Many codes start with the *
key and end with the # key.

Call Screening

Accept calls only from select numbers.
Designate up to 20 numbers online at:
att.com/mybusiness

- On: Activate online

-oft OE@®

Call Transfer

Place an existing call on hold and initiate a
second call; after the second party answers,
you can hang up and the two remaining
parties are joined together on the call.
Press the hook flash and listen for dial tone

- Dial the transfer-to number
- The two callers will now be joined, and
you can hang up

Call Waiting

Plays an audible tone indicating that an
incoming call is waiting to be answered. You
can put the current call on hold and accept
the other call, or don't accept it and send
the caller to your voice mailbox.

@ Press the “Flash” to activate during a call

Cancel Call Waiting

Allows you to cancel Call Waiting for a specific
call, for all calls, or during a current call.

- Per-Call Cancel @@@ +dial number #
- Deactivate for all calls: Off: @@@@@

- Reactivate: @@@@@

- Call Waiting Mid-Call Cancel: Press Flash +

@@@@ +Flash

©2017-2018 AT&T Intellectual Property. All rights reserved. AT&T, the Globe logo and all other marks contained herein are trademarks 20

of AT&T Intellectual Property and/or AT&T affiliated companies.



((©

Accessing your Phone Features

Safe Call Forwarding

by Phone (continued)

Do Not Disturb

Turn off the ringer on your phone. Callers
will hear a busy signal when Do Not Disturb
is turned on.

-on: OOE®
-oft OOO®

Exclusive Call Forwarding

Forward up to 20 phone numbers from
a list of specific incoming callers, to an
alternative phone number. Enter numbers
online at: att.com/mybusiness

- On: Activate Online

- Off: Deactivate online or

by dialing @@@

Locate Me

Don’t miss an incoming call again! Not
only will your Internet Voice number ring,
but up to four other numbers will all ring
at the same time.

Enter numbers in your “Locate Me” list
online at: att.com/mybusiness

- On: Activate Online

- Off: Deactivated online or

by dialing @@@@@

No Answer Call Forwarding

Sends any phone calls that aren’t answered to
either voicemail or an alternate phone number.

-on: (")(9)(@)(#) enter a forwarding

Forward incoming calls to another phone
number if your main phone line has a
service disruption.

-On: @@@@ enter a forwarding number,

then press (%)

o OOOO®

Three-Way Calling

Add a third party to an existing call.

- During a call, press Flash, dial the new
number, then press Flash again

Speed Dialing

Assign 2-digit codes to frequently called

numbers, with a maximum of 32 speed

dialing codes per phone line. Available

speed dial numbers are 20-51.

- Set up via phone: @@@ speed dial
code 20-51, phone number

- Example: *75 20 8178881234 would result in
20 as the speed dial code for 817-888-1234.

Transfer To Voicemail

Transfer a call directly into another user’s
voicemail box.

- During a call, press the hook flash (aka

switch hook) then @@@ followed by
the “transfer to” number

- Wait for the voicemail greeting to start
before hanging up to properly connect the
caller to the voicemail.

number, then press p » :
P @ Note: The “transfer to” number must be in
the same Internet account.
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How to Manage or Change Voicemail Settings

from your Phone’s keypad

The # key is not needed to
manage voicemail.

Voicemail Access

Listen to and manage voice messages.
From business phone:

- Dial @@ or call your business

phone number

From any other phone:
- Dial your business phone number and press *
when you hear your greeting

- Enter your PIN when prompted

Change Voicemail Greeting

Choose the greeting callers will hear when
they reach your voice mailbox.

1. Access your voice mailbox
2. At the Main Menu, for Mailbox settings, press (4)
3. For Greetings, press @

Change PIN for Voicemail

Change your existing personal identification
number (PIN) that is used to access your
mailbox over the phone. Your PIN must be 6
to 10 digits in length and should not be your
phone number or voice mailbox number.

From business number:

1.0l DE)E)

2. At the Main Menu, press @

3. For Administrative Options, press @

4. For Security and Hands Free, press @

5. To change PIN, press @

From any other phone:

1. Dial your business phone number and press
* when you hear your greeting

2. Enter your current PIN

3. Follow prompts as stated above

Note: If you incorrectly enter your PIN, you will

be asked to enter your Authentication Code.

Once you have entered your Authentication

Code, follow the prompts to reset your PIN

and access your mailbox.

Combine Your AT&T Wireless

and Internet Voice Mailboxes

Add up to two wireless phone numbers from

AT&T to your Internet Voicemail account and

get all your voicemail messages in one place.

Telephone Instructions:

1. Access your mailbox

2. At the Main Menu, for Mailbox Settings,
press@

3. For Administrative Options, press @

4. For Additional Settings, press @

5. To add a Wireless Number, press @

You will be prompted to enter the last four

digits of your Social Security Number or Tax

ID for verification purposes. The last four

digits of the Social Security or Tax ID entered

must match the last four digits of the Social

Security Number or Tax ID on the wireless

account being added.

Voicemail Viewer

View, manage, and listen to your AT&T
Internet Voicemail messages on qualifying
computers or wireless devices at att.com/
vmviewer Once set up, messages are
automatically delivered to your computer
or wireless device. This feature includes
voicemail-to-text functionality.

- Activated online at: att.com/vmviewer
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AT&T Phone - Additional Equipment Information

AT&T Phone for Business is also able to utilize other technology in addition to
your phone. Fax machines, credit card terminals/point-of-sale devices, and
remote monitoring systems can all be managed with AT&T Phone for Business.
The following pages provide helpful information on how to get the most out
of these services.

AT&T Phone works with your
existing analog telephones and
handsets. No need to buy new
equipment!*

% Fax

Fax machines were designed to work with traditional analog phone lines. Most fax machines, but not all, can be adjusted
to work with AT&T Phone for Business. We have provided suggestions below in order for you to determine if your fax
machine is compatible with AT&T Phone for Business.

Troubleshooting

e Some devices such as answering machines and caller IDs may interfere with the fax transmission.

¢ Change the transmission speed. Adjust the BAUD rate of the fax machine to 9600 bps or lower.

o Turn off or disable ECM (Error Correction Mode) or FEC (Forward Error Correction), a setting usually set
as the default.

o Connect the fax machine directly to the AT&T Phone for Business Gateway with your existing
phone cord. Remove any splitters or other devices on that line. Some devices may interfere with
the fax transmission such as answering machines and caller IDs.

o Enable overseas or international mode if available.

¢ Change the resolution setting to standard.

o If afax machine shares a line with a voice line equipped with voicemail, the stutter tone that
notifies the user of a new voicemail message may cause interference and confuse fax machines.
To clear the stutter tone, listen to any voicemails not previously heard. If you have more than
one line, you should consider putting your voicemail service on a line not shared with a fax machine.

o Plugthe power adapter (cord) directly into a wall socket, rather than a power strip or surge protector.

*Please check with your sales contact to evaluate compatibility or call 1-800-321-2000
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— | Point of Sale devices (POS)

If your merchant does not recommend connecting the POS device to your new IP-based voice network, the device may
work directly from a broadband connection.

Using POS devices over broadband connection

o[] May make transactions faster and save time for your business and your customers.
Allows you to process transactions without risk of disrupting a transmission if an

incoming call is received.

@ Allows transactions without having a dedicated voice line or waiting for a phone line
M to become available.

/| > Alarms/Remote monitoring systems

You must contact your alarm or remote monitoring system provider to determine if your service is compatible
with an AT&T Phone for Business IP-based network service as set forth in the AT&T U-VERSE® TV and AT&T PHONE
Terms of Service for Business. https://www.att.com/legal/terms.businessUverseAttTermsOfService.html

Congratulations! You now know how to use the AT&T Phone for
Business portal! This document was created to help you meet your

business communication needs. Additional contact and support
information is listed below.

Contact and Support

For additional assistance, contact the AT&T Business Services Center at:

. 1-800-321-2000 Visit att.com/contactus/smb/
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