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How to Create/Update Auto Attendant Prompts

1. Login to the admin portal, go to “Extensions,” and open
up your auto attendant.

2. Once you have the auto attendant open, double click on
the menu that we want to create/update the prompt for.

Name Training Auto Attendant

Extension 4003

Owner [Max
Default Menu Afterhours - @
Dial by Extension None - @

Answering Schedule

Priority Name Phone Menus
1. Business Hours M-F Business Hours
2. Business Hours Saturday Business Hours
3. Business Hours Sunday Business Hours

Phone Menus

Phone Menus
Business Hours

Afterhours

3. Once you open up the menu, you want to click on the
“Edit” button on the top portion of the menu, it is next to
the “Delete” button.

4. This will bring up the add a recording screen, which
gives you 3 options:

a. Text to Speech: type in the text you want for your
prompt into the text box. Choose a voice below
the text box (there are 6 options), and press save.
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The system will generate the prompt with a
computerized voice.

b. Call Me and Record: This option allows you to
have the system call you, and you can record a
custom greeting. Just follow the prompts, and
press “Save” on the recording window in the
portal once finished.

c. Upload a .wav file: This requires you to have the
prompt you want on your auto attendant saved as
an audio file on your computer. It needs to be in
.wav and mono file format with a sampling size
from 8bit to 32bit, and a sampling rate of either
8khz or 16khz.

Edit a Recording

@ Use a Text-to-Speech recording
Text [Thank you for calling Eden Hazard's school of Belgian Wizardry. Please wait on the
line for the next available representative.
Voice Female - Kate (UK English} -

~ Call me and record

” Upload a .wav file as my recording

Save

5. Once you press save, your prompt has been created or
updated.
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