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Call Conductor 

Voicemail Message 

Call 101, Option 3 

When setting Voicemail it is a two step process.

1. Set the voice recording on the phone - Call 101 & follow prompts.

2. Use Call Conductor to transfer calls to the voicemail service.

Call Conductor log in details: 
https://portal.digitalbusiness.telstra.com/login (Shortcut called DOT on our Bookmarks Bar) Username: 
0249430998@digitalbusiness  
Password: TBC
Clear browser history if not working! 

There is also a standard way the system is set up so that when we are closed it goes automatically to our ‘out of 
business hours’ message and when we don’t get to the phone in time it goes to our ‘during the day message’. Please 
see page 2 for more details on how to set this up.

Voicemail message examples

1. Out of business hours’ message which must be set on line: (02) 4942 5454 (4943 0998 – TOP ONE)

Thank you for calling Sharpe’s Physio, we are either on another call or the office is closed. Our opening hours 

are: Monday-Thursday 7am-8pm and Fridays 7am - 5pm. Your call is very important to us so please leave us 

a message and we will get back to you as soon as we can – Thank you for calling. 

2. During the day message, which must be set on line: (02) 4943 3987 (BOTTOM ONE)

Thank you for calling Sharpe’s Physio, sorry we can’t get to the phone right now, we are on another call or with

patients. Your call is very important to us so please leave us a message and we will get back to you as soon as

we can – Thank you for calling. 

3. Out of the Office, which must be set on line: (02) 4942 5454 (4943 0998 – TOP ONE)
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– Then set Call Conductor to go straight to answerphone. Remember to change back again to voicemail no. 1

Thank you for calling Sharpe’s Physio, we are currently out of the office/we have just popped out to get some

lunch, we will be back this afternoon at **pm. Your call is very important to us so please leave us a message

and we will get back to you as soon as we can – Thank you for calling 

5. Holidays & Public Holidays which must be set on line: (02) 4942 5454 (4943 0998 – TOP ONE)

– Then set holiday hours in Call Conductor so it goes straight to voicemail in those set times
Thank you for calling Sharpe’s Physio, we clinic is closed for a short break/for the public holiday and we will re 

open on ****. Your call is very important to us so please us a message and we will get back to you as soon as

we return. 

Please word it, as you see necessary! 

Optional add on: ‘We will be checking our emails so you can also email us on info@sharpesphysio.com’ 

Always check that the voicemail has been set up correctly by calling to check just after closing time. 

Setting up Call Conductor 

When anyone calls our main business line it is set to go to the main line which is (02) 4943 5454 (Ext. 201). 

See below:
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Main Line 

02) 4943 5454 (Ext. 201)

For the main line this is how the settings should be, this means we have 5 rings to answer the phone before it 

diverts to the other number where it then has 4 rings before going to our ‘during the day message’ which tells 

the caller that we are on another call or with patients. It also means that if we are taking a call on this main 

line and another call comes through we have the option to hold the call on the 3987 (Ext. 202) line and answer 

the new call coming through on the 5454 (Ext. 201) line. We have 4 rings in which to answer that second call.  

Below is the way the settings should be as standard. These can be checked/amended in Call 
Conductor on the ‘User management’ Page and then click the phone icon.
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Secondary Line 

02) 4943 3987 (Ext. 202)

These can be checked/amended in Call Conductor on the ‘User management’ Page and then click the phone 

icon. For the secondary line, below is how the settings should be. This means we have 4 rings to answer the 

phone before it diverts to the answerphone were the voice message should be set as above to our ‘during 

the day message’, which tells the caller that we are on another call or with patients. 

Notes

• Always check that the voicemail has been set up correctly by calling our number

• If leaving the office at lunch or finishing early. Call Conductor can be used to divert calls to mobile




