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Load the Auto Attendant wav File 

Load the Auto Attendant wav File 
Before you begin, you should have your wave file (format: CCITT u-Law Attributes: 8.000 kHz, 8 
Bit, Mono 7 kb/sec ) recorded and saved locally. See Document “Recording a WAV File”  
  
 
Log in to Broadsoft as the administrator.                

 
From the Options Menu  

• Select Profile  
• Then Select Groups  

 

 

 
• Select Edit for the group the Auto Attendant is associated with  
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Load the Auto Attendant wav File 

 

From the Options Menu  
 

• Select Services  
• Then select Auto Attendant  
• Select the Hyperlink “Business Hours Menu”  

 
 

 
 

From the Business Hours Menu  
 

• Select the radio button for Personal Greeting  
• Select the Browse button and navigate to where you have your wave file saved  
• Select the WAV file and then Open  
• Select OK  
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Load the Auto Attendant wav File 

The name of your wave file should now appear after the work Greeting  
 

• Test by calling in your main number  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


