Announcement Repository Quick Guide DUHBPLJQ

The Announcement Repository allows you to upload and save multiple announcements or greetings that can then be
selected and applied to the services and features that use them including Auto Attendants and Music on Hold. There is
an Announcement Repository on both the group admin and end user level.

Note: Forinformation regarding accessing and navigating the VolP Portal, please refer to Managing Your Hosted
PBX Services.

There are two primary methods for adding an audio file to the Announcement Repository:

e Record the greeting directly into the Announcement Repository.
e Record the greeting outside of the VolP Portal and then upload it to the Announcement Repository.

Record the Greeting Directly into the Announcement Repository

Note: You'll need to connect a microphone to the computer from which you are accessing the portal. Also, you may find
it helpful to script out your custom greeting(s) prior to recording them. If recording an announcement for an Auto
Attendant, make sure the options on the greeting exactly match what is programmed in the Auto Attendant menu.

1. From the Dashboard, selec.t Group i Group Profile
Profile from the menu options on (UCEP_TEST_Q2_2018_E)
the left.

SITE INFO TIME SCHEDULES HOLIDAY SCHEDULE DIAL PLAN POLICY ANNOUNCEMENT REPOSITORY

P_TEST_HOSTEd
(UCEP_TEST_HOSTED) Location Info

2. Select Announcement Repository

in the top right. Group Profile

. Group Information
The Announcement Repository

page is displayed.

Dashboard

‘ﬁ Group Profile UCEP_TEST_HOSTED 5 bullseyevoip.net

| * Departments

Note: If logged in on the end user level, the Announcement Repository will be one of the main menu options on
the left. These announcements or greetings can then be selected and applied to end user features such as
Music On Hold or Greetings.

The Announcement Repository holds 1GB of file space. Over time it [Asouncement Repository
will indicate the total size of files added to the Announcement

Repository. m

Total size of files 6.121MB of 1GB is used

Any announcements added will be listed below. You can use the
Show drop down field to select to view 25, 50, 100 or All entries on
the page. You can also use the First, Previous, Next and Last
buttons to page through the list of announcements. NAVE & TYPE s SIZE

Al -

LargeMP3-name change test Audio 1883KB
Normal MP3 Audio  2132KB
Normal WAV Audio  2082KB
test -ap record Audio 24KB

Showing 1 to 4 of 4 entries

3. To add an announcement, click Add.
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The Add New Announcement pop-up is displayed. Add new announcement %

* indicates required field

Dinner Specials

*File(?)  |BY| Choose File | Dinner Spec.wma UPLOAD

Add new announcement x
4. Enter a Name for the announcement. Make surethe
name specifically identifies the announcement. *Heheets et Al
| =hame Dinner Spccxatsl

5. Click the microphone icon a to display the recording

menu. *Fileq) E_Choose File | Dinner Spec.wma UPLOAD

6. When ready, click the red Record button.
E nad narennal greeting: | Choose File | No file chosen

A timer will appear.

7. Read aloud your prepared script.

8. When finished, click the Stop button.

u | nad narennal greeting: | Choose File | No file chosen

oo

9. To play back the recording, click the Play button.

ul aad narennal greeting: | Choose File | No file chosen

10. To upload the recorded greeting, click Upload.

11. Click Save to save the new recording to the
Announcement Repository.

Add new announcement x

* indicates required field.

* Namx o,
Name Dinner Specials

* File (?) Rec-060218-1558-02.wav was uploaded to the server. Click Save to
commit the change.
File was automatically converted to applicable format (Check converted

file)

u Browse. . UPLOAD

SAVE CANCEL

Note: If applicable, repeat this process for any additional greetings you would like to add.
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Record the Greeting outside the VolP Portal and upload it to the Announcement Repository

Note: You'll need to connect a microphone to the computer. Also, you may find it very helpful to script out your custom

greeting(s) prior to recording them.

-

HelpLul
Tips

Some Things to Know!

most any recording software application can be used.
e The audio file must be saved as .WAV or WMV format.

1. In Windows, click on Start.

2. Based on your operating system, you may search for your sound
recorder or click on AllPrograms.

3. Click on Accessories.

4, Click on Sound Recorder.

5. Begin recording by clicking Start Recording.

%\ Sound Recorder

\ @ Start Recording 0:00:00 @ -

5

6. Read aloud your prepared script.

NOTE: The maximum audio length is 5 minutes for your Auto
Attendant greeting.

7. When the recording is done, click Stop Recording.

8. Select the destination folder for the file.

9. Give the file a unique File name and clickSave.

Note: If applicable, repeat steps 5-9 for any additional
greetings you would like to record.
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¢ The following procedure uses Windows Sound Recorder. However,

Accessories
1l Calculator
E¥ Command Prompt

@ Connect to a Network Projector

B Connect to a Projector
| Getting Started
& Math Input Panel
/| Notepad
&) Paint
%, Remote Desktop Connection
5/ Run
Sticky Notes
@ Sync Center
4 Windows Explorer
=l WordPad
Ease of Access
System Tools
Tablet PC
Windows PowerShell

Back

Computer

Control Panel
Devices and Printers
Default Programs

Help and Support

\\ Sound Recorder

S\, Save As
@uv » Libraries » Documents » Greefings « [ 43 || search Greetings
Organize ¥ New folder - @
¢ Favorites Documents library , .
- Arrangeby: Folder ¥
B Deskiop Greetings
< Recent Places N Ty
9 Documents
@' Music ms matck 3
8 Downloads
4 Libraries
~ T RN b »
LY Rl usiness Hours Greeting] %
Save as type: |Windows Media Auio File -
Contributing artists: Specify contributing art.. Album: Specify album
< Hide Folders save | [ Cancel
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10. From the Dashboard, selec.t Group oz Group Profile
Profile from the menu options on (UCEP_TEST_Q2_2018_E)

the left. SITEINFO~ TIME SCHEDULES HOLIDAY SCHEDULE DIAL PLAN POLICY I ANNOUNCEMENT REPOSITORY
UCEP_TEST_HOSTEd
(UCEP_TEST_HOSTED) Location Info

11. Select Announcement Repository

in the top right. Group Profile

Group Information

Dashboard

Group Profile UCEP_TEST_HOSTED 5 bullseyevoip.net

Departments

12. TO add an announcement, CI'Ck Add Announcement Repository

The Add New Announcement pop-up is displayed.

ADD

Total size of files 6.121TMB of 1GB is used

Show 25 ¥ entries
NAME + TYPE ~ SIZE ¢
13. Enter a Name for the announcement. Make sure the P .
name specifically identifies the announcement.
* indicates required field.
14. Click Browse and then browse for and select theaudio || meme 0 specay | X

file you want to upload to the Announcement

Repository. o o

15. Click the Upload.

16. Click Save to save the new recording to the
Announcement Repository.

Add new announcement x

* indicates required field.

* Name
Dinner Specials

* File (?) Tom's AA Greeting.wav was uploaded to the server. Click Save to
commit the change.

NOte: |f applica ble, re peat thls process for File was automatically converted to applicable format (Check converted
oy . . file)
any additional greetings you would like A Browse...
to add.

SAVE CANCEL
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