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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

Options:

ST Profile
Resources Basic Advanced
CHIES) Groups Voice VPN

Add, modify, or remove groups. lanage the enterprise virtual private netwark.

Users

Display all users inthe enterprise
Profile

Display or modify prafile infarmation.

Administrators
Add, modify, ar remove administrators,

» Select Edit for the group the Auto Attendant is associated with

Options: GI‘DLI'JS
P Profile . -
Resources A new grolp or manage existing groups.
Lilies ok | Add Add Group Wizard Cancel
Group 1D [a] Group Name User Limit Edit
Q032900001 Welocity Metwaorks 3 Edit
[Page 1 0f1]
GrouplD x| | Starts with =] | Find  Find Al

ok | add | AddGowpWizad | Cancel




Load the Auto Attendant wav File

From the Options Menu

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

Options: Auto Attendant Modify

Profile

Eesources
b Senvices 0K, I Delete I Cancel I

AcctiAuth Codes

Ltilities

hodify an existing auto attendant.

Auto Attendant ID: 00001 _auto@vel.net Change User |D (Also saves current screen data)

* Mame: IMa:Ln Auto Attendant

* Phaone Mumber: |949?43E|E|5'I 'l Extension: I

* Calling Line 1D Last Mame: ISD_Lut:LDns * Calling Line 1D First Mame: ID:Lverse

Departrment: INDne vl T Language: I English VI
*Husiness Hours: IEvery Diay All Day Vl T Haoliday Schedule: I MNone Vl

Business Hours Menu After Hours Menu
(Also saves current screen data) (Also saves current screen datad
= Tirme Zone: I(GMT—D?:UU) US/Pacific LI

I~ Restrict name dialing to departrment

Mame Dialing Entries: & | astMame + FirstMame © LastMame + FirstMame and Firstiame + LastMame

Ok I Delete I Cancel

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

Options: =
- Business Hours Menu
rofile
EosaEEE Configure the automated receptionist greeting prompt and dialing menu to be used during husiness hours.

P Senices ok | cCancel |

Acctiquth Codes
Litilities

Greeting:
* Default Greeting © Personal Greeting

Browse for a new greeting:
I Erowse... |

Menu Options:

¥ Enable first-level extension dialing

Key Description * ction Phone Number
0 |Operator |Transfert0 operatar j|1nnn

1 I=ale= [ Transfer withrut cramnt =1 [Tann



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

Options: Business Hours Menu

Frofile
Ep— Zonfigure the automated receptionist greeting prompt and dialing menu to be used during husiness hours.

P Senvices ak, I Cancel |

Acctiauth Codes
Lttilities

Greeting:  JiclientsWelocityWolP AAOTAr wav
" Default Greeting  Personal Greeting



