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Changing Routing Box Recordings 

1. Log onto the routing box owner’s mailbox - __________ 

2. Press 3 for options 

3. Press 2 for greetings 

4. Enter the Routing Box Number – _____________ 

5. Press 2 to record the greeting 

6. When prompted, enter the number of the greeting to be recorded or press * for the current 
greeting.  

 
7. Press # when done and hang up. 

 
Instructions For Switching What Greeting Will Play 

1. Follow steps 1-4 from above 
2. Press 5 to change the greeting 
3. Enter the number of the greeting you want the caller to hear (0-9) (see step 6 from above) 
4. Press # when done and hang up. 


