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What Is The “Automated Receptionist”?

The 410-474 Capitol Avenue Complex utilizes an automated (auto) receptionist. The automated receptionist guides you through voice messaging procedures by providing step-by-step instructions whenever you or your callers enter Voicemail. The automated receptionist feature makes the Voicemail system a user friendly system. The automated receptionist can also be used to: 

1. Call an extension 

2. Directly access someone's mailbox 

3. Directly access your own mailbox 

The telephone number for the automated receptionist is (860) 418-6199. You can access the automated receptionist from an internal extension number or an outside line. 
Each time you access your mailbox, the automated receptionist will automatically inform you of the number of messages you have waiting. You will also be provided with the following options: 

· Press "P" to Play your messages (played or unplayed) 

· Press "M" to Make a new message 

· Press "U" for User Options (Change your greeting, change your name, change your passcode, change a distribution list, change call schedule options, access the tutorial, or exit user options) 

· Press "X" to Exit the system 

· Press "O" to return to the Attendant (Staff person) 

· Press the "#" key to Dial an Extension 

To hear a set of options or instructions repeated, remain on the line. Additionally, the automated receptionist will also guide you through "subset" menus.

For more information about how to use your telephone to its maximum potential, check out Telephone Tutor on the Intranet: http://www.ct.gov/opmathome/cwp/view.asp?a=3266&Q=399336&opmathomePNavCtr=|#47922 
