
Auto Attendant Recording

1. Dial 1-646-351-8568.
2. Press 1 to record the Auto Attendant greeting.
3. Enter the prompt number provided by SCC, followed by #, and record your greeting.
4. When you are done recording the greeting, press # again and hang up.
5. To listen to your greeting, dial the previous number and press 2 to review your
greeting.

• Thank you for calling ____________. If you know your party’s extension, please dial
it now.

• To dial by last name, please press ___.
• For Customer Service, please press ___.
• For Accounting, please press ___.
• To reach the operator, please press 0.

Please note that to set up your auto attendant, you will first need to record your 
auto attendant and provide SCC with a distribution list detailing which 

employees are associated with each department.

Provide an audio message that directs callers to the correct department 
or extension, record an instructional greeting. When you have finished 
recording, please send an email confirmation to request programming.

To Record an Auto Attendant Greeting:

Sample Auto-Attendant Script:
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