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Schedules that point to voicemail only: 
 
Set up an agent (does not have to be a real agent; could be voicemail agent) 
 
 

1. Click Agents from 
Navigation Pane 

2. Enter Agent First Name 
3. Enter Agent Last Name 
4. Enter Username 
5. Enter Password 
6. Conform Password 
7. Select permission level 

(Agent) 
 

Recommend you enter agent name/password and username relating to HouseMasters (the 
actual customer) 

 
 

NOTE: Since this agent is intended for voicemail only, only need to fill in top portion of Profile 
screen.  For documentation purposes, we entered voicemail for agent first and last name, vmail 
for username and vmail for password and confirm password. 
 

 
1. Click Email Tab. 
2. Enter an Email address for 

new Agent 
This is a required field, but 
does not have to be a real 
email. 
For documentation 
purposes we entered 
voicemail@pass.com. 

3. Click OK 
 
Recommend you enter 
email address relating to 
customer. 
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1. Click phone tab for new agent 
and select no phone (voicemail 
only) 

2. Enter a phone extension (does 
not need to be an actual working 
number). 

3. Select No Phone (voicemail only) 
4. Click OK. 

 
 
 
 
 
 
 
 
 
 
 
 
Creating Project and defining to go to Voicemail  
 
 

1. Click Projects from 
Navigation Pane. 

2. Click Add (to create 
new Project). 

3. Enter New Project 
Name. 

4. Enter Project 
Description. 

5. Click OK. 
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1. Click Phone Tab 
2. Click Enable Phone 

Project 
3. Enter Project Phone 

Number  
4. Select Agent in Route 

caller to 
5. Select New Voicemail 

Agent from drop down 
list. 

6. Click Apply 
 
 
 
 
 
 
 
 
NOTE:  You need a project for EACH schedule you create. 
 
 

1. Click Schedules from Navigation Pane. 
2. Click Add (to create 

new schedule). 
3. Enter a Schedule 

Name. 
4. Enter Description for 

new Schedule. 
5. Select default Project 

from drop down menu. 
This is the project you 
want to change to go to 
voicemail. 

6. Select Scheduled 
Project from drop down 
menu in Default section. 
This would be the new 
voicemail project. 

7. Select time Zone 
8. Select Start Time. 
9. Select days of week for 

this project to be activated. 
10. Click OK. 

 
NOTE:  You need to create a schedule for each project you want to identify different working 
days/hours. 
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