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CAA Ministries
WORKING TOGETHER FOR KINGDOM GROWTH!
CONGRATULATIONS!

You’ve made an intelligent decision by choosing CAA Ministries & PATLive as your communications partner.  You’ll be able to focus your time and energy more effectively, which will advance your ministry’s purpose, grow your church and enhance your church’s image. We’re sure you’ll find our combination of Real People and Complete Communications to be unlike anything you’ve experienced.

With the 24/7 Church Receptionist Auto Attendant, you can:

· Promote & Advertise Your Church: 
        Enhances your church image and demonstrates that you care by always being available 24/7.

        Eliminates Church members or potential members from not being informed.24/7

        It allows for an immediate response to critical needs 24/7.

       Gives you peace of mind that all calls are answered and handled professionally and properly 24/7 

        Saves money by eliminating your need to pay salary and benefits for a full-time receptionist.
· Answer commonly asked questions: Directions how to get to the church and when you services start, or when your next special event will be.  Record it as an Information Message for easy 24/7 availability. 
· Utilize Online Services:  Access your account via http://my.patlive.com.  You can update your contact information, change system configurations, re-route your calls on the fly, check your voice mail messages, and so much more! 

Again, thank you for choosing the 24/7 Church Receptionist as your unified communication tool.  We welcome the opportunity to help you succeed.

If you have Set-Up or Technical questions, please call CAA Ministries Account Manager, Cyvellis Vidal (C.V.), at 1-800-400-9961 or email cvidal@patlive.com. 

For General Product Information, please call CAA Ministries at 1-888-598-8934
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Set Up Your 24/7 Church Receptionist– It’s as easy as 1, 2, 3 . . . 

1. Dial your toll-free number. 

2. When the greeting begins to play, press *0. This identifies you as the owner of this PATLive Auto-Attendant system. 

3. Enter your four-digit passcode. You’ll find this on your welcome letter.  If you have previously activated this system, you will have chosen your own unique passcode.  Please contact PAT if you are unsure what number to use.
Follow the prompts to: 

· Record Main Greeting: This is the greeting callers will hear immediately upon calling your toll-free number.

· Change Passcode: This is a four-digit passcode that you choose, different from the temporary passcode originally assigned to your system.
· Record IVR Option Menu: IVR stands for Interactive Voice Response. This recording plays directly after your welcome greeting.  This is where you should instruct the caller which numbers to press for each option available to them.
· Record Information Message: This is a greeting in which you provide additional information to the caller such as your business hours or office location.  After this message plays, the caller will return to your IVR Option Menu again. 
Here are sample Main Greetings to help you: 

Sample 1 

"Hi, you’ve reached ABC Church. For service times, please press 1. For up-coming special events, please press 2. For questions about our ministries and programs, please press 4. For the ministry staff, press 5. If you are calling with an urgent need or request, please press 9” 

Sample 2
"Hi, you’ve reached First Baptist Church. If you know the extension for the person you are calling please enter it now. For our staff directory, please press 1. For General church information, press 2. For service times and direction, press 3.  If you need to speak with an Operator, please press 0." 

Sign up for Web Access: 

Once you have setup the phone portion of your 24/7 Church Receptionist Auto Attendant, you will need to visit http://my.patlive.com to create your online account.  You must setup web access so that you can configure your option menu.

Click on Register, enter your PATLive Auto Attendant toll-free number and your passcode, and then click on Next.  This information was included on the initial Welcome Letter and Activation Forms.  If you no longer have this information, please contact PAT. 

You will be asked to create a Username and Password for your Web Access account.  Once your online account has been created, you will be taken to the home page.  From here, you can update your contact information, review your billing, or configure your option menu.

Make Updates to your 

24/7 Church Receptionist Auto-Attendant System

Once you have activated your system using the instructions on page 3 of this guide, you will need to follow the directions on this page to make additional system changes.
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Update By Phone 

1. Call your toll-free number as listed on your PATLive Card.

2. Press *0 when you hear the recorded message.

3. Enter your four-digit passcode.  

4. You are now at the Main Menu of your 24/7 Church Receptionist Auto Attendant.  

To change your Welcome Greeting:

· Press 1 from the Main Menu to review or edit your welcome message.

· Press 1 to change your welcome message.

· Now follow the voice prompts to record your greeting.

To change your IVR Option Menu:

· Press 2 from the Main Menu to review or edit your information message.

· Press 1 to change your IVR option menu.

· Follow the voice prompts to record you new message.

To change your Information Message:

· Press 3 from the Main Menu to review or edit your information message.

· Press 1 to change your information message.

· Follow the voice prompts to record you new message.

To change your Passcode:

· Press 4 from the Main Menu to change your passcode.

· Follow the voice prompts to change your passcode.

To change your Fax:

· Press 5 from the Main Menu to change your fax.

· Press 1 to change your fax.

· Follow the voice prompts.

To check messages on your Extensions:

· Please see the directions listed on page 6 of this user guide.
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1. Go to http://my.patlive.com.  

2. Enter your username and password.  

3. Click on the mailbox link.

4. Click on a mailbox name to log in.

5. Enter your passcode.  You may choose to have the system memorize your passcode so that you do not need to enter it every time you access your account.  Your system must allow cookies in order to use this feature.

6. Click on the configure link to change how the call is handled from the Options Menu.  Each number can be configured individually.  Your options are as follows:

· Direct Dial – this will transfer the caller directly to the number you provide. This is useful when you have multiple offices, or when a department has a direct line that you do not want to publish. 

· Information – This message is typically used to relay information that is fairly static.  Its most common use is to play office hours and locations.  Upcoming seminars or public service announcements might also be listed here.  While you may have more than one IVR option connected to the Information greeting, the same recording will play for each of those options. 

· Fax – You may upload any frequently requested document that you would like to provide for your callers.  While we recommend you limit the fax to 3-5 pages in order to avoid any transmission errors, you can store a fax of up to 15 pages. You might want to load a map of how to reach your office, or items a patient should bring with them for their appointments.

· Mailbox – any additional mailboxes on this account may be connected to the Auto-Attendant.  You may have a standard voicemail box or even an Appointment Scheduling service that you want to bridge together.  You must contact PAT to have these additional mailboxes added to your account if you have not previously selected these services. 

· PAT – this will send the caller to a Live Operator.  In order to choose this option, you must complete a Script Form so that PAT will know what to offer your callers.  This service is commonly used for the “0” option of your IVR. This service does carry additional fees.
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Retrieve Extension Messages

Auto-Attendant Extensions are the only place that you will have messages to retrieve.  You may review your messages from the website, http://my.patlive.com by simply logging in to the mailbox.  To check them using the phone, follow these steps: 

1. Call the toll-free number for your 24/7 Church Receptionist Auto-Attendant.

2. Press the option that will transfer you to the extension mailbox.

3. Press *0 when you hear the voice mail greeting begin to play.

Note: A prompt will notify you of the number of messages that you have.  If you hear that there are no new messages, press # and the call will be logged as a free call.

4. Enter your four-digit passcode.

5. You are now at the Main Menu of your Auto Attendant Extension.

6. Press 3 to listen to your messages.


Retrieve Deleted Messages

1. From the Main Menu, press 4 for User Options.

2. Press 7 to access Undeleted Options.

3. PATLive Messaging will walk you through retrieving your deleted messages.
Any Additional Features

For any other services or configurations, please contact PatLive Account Manager, Cyvellis Vidal (C.V.), for assistance at 1-800-400-9961 or by e-mail at cvidal@patlive.com. 

PATLive, 2024 North Point Boulevard, Tallahassee, FL  32308



PAT: 1-800-775-7790 ● Fax: 1-800-800-6126 

pat@patlive.com ● www.patlive.com
CAA Ministries, P.O. Box 433 Dahlonega, Georgia 30533

1-888-598-8934 ● Fax 706-864-5628

service@caaministries.net ● www.caaministries.net 
Message Options:


Delete Message 


Save Message 


Repeat Current Message


Get Caller ID 


Reply to a Message (reply to caller ID or enter another number to reply to message)


Rewind 5 seconds and Resume Play


Pause (press again to resume play)


Fast Forward 5 seconds and Resume Play


#       Skip Current Message 


04	Decrease Volume of Current Message (repeat to adjust volume)


05	Reset to normal volume (repeat to adjust volume)


06	Increase volume of current message (repeat to adjust volume)


07	Slow down the speed of current message (repeat to adjust speed)


08	Reset to normal speed (repeat to adjust speed)


09	Speed up current message (repeat to adjust speed)


* 1	Back up one message


**	Return to the Main Menu…………………………………………………………………………………………………….**
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