How to do a Closing Early Custom menu change
-go to schedules on left column
-select the Closing Early item and edit date and time (this example is 10/07/2016)
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Adding Holidays or editing existing hours of operation are done in the same way.













Editing the existing Message in Auto Attendant
-Go to Auto-Attendant on left Column
-Select the Auto-Attendant you want to edit (this example Main AA)
[bookmark: _GoBack]-Select the greeting you want to alter (in this example it is the Custom tab, see the arrow is pointing down)
-Click record button and when finished recording click OK and go to top of screen and hit SAVE
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Thank you for calling PAH. You have reached us after hours today as
we have closed carly for a monthly staff meeting. We will be back
open tomorrow with our regular hours. If you have an emergency,
please call United Veterinary Specialty & Emergency in Campbell at
408-371-6252 or in San Jose at 408-578-5622. Our regular business
hours are M-Th 7am — 8pm and Fri & Sat 8am — 6pm. If you'd like to
leave a non-urgent message for Carol, our practice mgr press 1, for
Daryn, our operations supervisor press 2, or leave a non-urgent
message in our general voicemail box at the tone. We will return
your call on our next business day. If you would like to be
connected directly with United Emergency in Campbell, press 7, or
United Emergency in San Jose, press 8. If you would like to be
connected to SAGE Emergency & Specialty, press 9. Thank you again
for calling.
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