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Step 1 – Holiday Call Group

• Go to Call Groups (at the bottom left menu, just above Phone Inventory)

• Add a Broadcast Group
• Call the group Holidays 
• Keep all default configuration and add no members to this group
• For Call Coverage, click on the circle next to Auto Attendant
• Select your main after hours Auto Attendant from the list
• Save 
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Step 2 - Holiday Auto Attendant

• Go to Auto Attendant in the left menu panel
• click on the Add button
• Enter the Auto Attendant Name (for this example I have created a Holiday Monday Auto Attendant)

• Click on Main Menu
• Make all the keys “Invalid Key”   (this prevents users from hitting a key and getting dead air)
• In the Introductory Prompt enter the text you wish to record (If you require more space you can use the Wording for Prompt section)
• At the bottom, configure the Auto Attendant to play 1 time 
• Select Call Group and select the “Holidays” Call Group from the list
• Save

Step 3 – Recording the Auto Attendant

• Click on Auto Attendant in the left menu panel
• Click on the name of the Holiday Monday Auto Attendant
• At the bottom of the page you will see record – click this
• A page will pop up (pop-ups must be enabled) – enter your extension and click “Call”
• Follow the prompts – when you are done recording press # to eliminate a long silence after the recording. When you are satisfied with 

the recording
• Save

Step 4 – Routing the Auto Attendant

• Click on Incoming Call Routing in the left menu panel
• Click on the phone number you would like this to take effect
• Scroll to the bottom of the page to the Special Hours section
• Click on the circle next to Auto Attendant
• Select the Holiday Monday Auto Attendant from the list
• Save

*NOTE: This will play your holiday Monday greeting and then go directly to your regular after hours Auto Attendant. *

mailto:sales@bluarc.ca
mailto:sales@bluarc.ca


Canada Customer Support
Telephone: +1.855.279.1812 Opt. #2

Email: customercare@bluarc.ca

Step 5 – Setting up the Holiday Hours

• Click on Business Hours in the left menu panel
• Select the business hour profile associated to the phone number you are making the changes for
• Under Special, for Monday’s routing, enter your regular business hours
• Save (Note that these will need to be removed before the next business Monday) 

*NOTE: The system reads these times from right to left. The special hours in this example will override the regular business hours. If you want 
the message to play for the whole day, including off hours, you would put the hours in Special as 00:00 to 24:00.*
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