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From within the Mitel Connect software, click Connect at the top of the window 
 

 
 
Then click Settings… 
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Select the Call Routing tab on the left side. You may run the wizard which will take you through all the 
steps, or you may just select Record to skip to the greeting part.  
 

 
 
From the drop box where Available is listed, choose the appropriate availability state you wish to set a 
greeting for. Then click Record. (This will not start a recording yet) 
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Please see the screenshot below for information on the recording page.  
 

 
 
If you have any questions or need assistance, please contact the IT Department.  


