
How to Order an AI Receptionist for AT&T Office@Hand 

 

Admins can purchase an AI Receptionist to add to their company’s AT&T Office@Hand account. Once you 

purchase these items, you can manage and assign them to users. 

To purchase AT&T Office@Hand AI Receptionist:  

1.​ Sign in to the Admin Portal. You must be an authorized admin user to proceed with the next steps. 

2.​ In the Home tab, (a) click Buy AI Receptionist, and you will be directed to the AI Receptionist under 

the AI tab. (b) Then click Buy Now. Then, a pop-up window will appear to purchase the AI 

Receptionist. 

 

 

https://service-officeathand.att.com/


 

 

Alternatively, you can proceed to the AT&T Office@Hand Billing Portal and navigate to the Purchase 
tab. 

 

 

 

3.​ In the AT&T Office@Hand Billing Portal, search for the AI Receptionist, then click Buy Now. A pop-up 

window will appear to proceed with your purchase. 

4.​ Click Next. 

https://billing-officeathand.att.com/


 

 

5.​ (a) You can select the Cost Center to which you would like to assign it, or (b) click Assign to all. The 

quantity of the purchase may vary depending on the number of cost centers you have to assign to the 

AI Receptionist 

 

6.​ Click Next. 



7.​ Review your order and check the box at the bottom to acknowledge that all items are correct. Then 

click Confirm to complete the purchase. 

​

 

 

 

Adding AI Receptionist Bundle Minutes 

After purchasing AI Receptionist, Admins can add AI Receptionist Bundle Minutes in the Billing Portal. 
 
In the Billing Portal: 
 

1.​ Go to Purchase > Licenses, then click AI.  

https://billing-officeathand.att.com/


 
 

2.​ Look for the AI Receptionist 100-minute bundle, enter the quantity you want to purchase, and then 
click Buy now. 
 

3.​ Select the bundle, then choose the (a) Cost Center you want to assign, or (b) click Assign to all. 
 

 
 

4.​ Click Next. 
5.​ Review your order and check the box at the bottom to acknowledge that all items are correct. Then 

click Confirm to complete the purchase. 
 



 
 

6.​ When you use up all allocated minutes from your current AI Receptionist bundle, a banner notification 
will show up at the top and indicate that your bundle has run out. You can click Add minutes bundles 
to manage your subscription or add-ons. 
 

 
 
Note​
Entry points to purchase (licenses and/or bundles) will also be located on your Billing page in the Admin 
Portal. 
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