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BASIC FIRST TIME SETUP INSTRUCTIONS:

Your Easy Attendant allows you two menu options to choose from:
1. Business and Non-business Hours
2. Single

When deciding which option to use its important to think about what you need your menu to say.

An Example of Initial Greeting for your Auto Attendant:

Thank-you for calling Bob's Tire. If you know your party’s extension, press 1. To dial by name, press 2. To hear
our business hours, press 3. If you would like to speak to a service technician press 4. If you have a question
about your bill press 5.

EASY ATTENDANT SETUP USING WEB INTERFACE (Recommended)

STEP 1: To use web interface to set up the dialing tree on the easy = o ek
attendant, go to https://voice.btcbroadband.com/login/bg/#b S S ye
M Please log in below.
Enter your Business Group (BG) Admin phone number and r——
password.
Password: | ‘
-OR-

Go to https://voice.btcbroadband.com/login/#login.html

Enter the phone number of the auto attendant and password. Skip to step 4 if logging in with auto attendant
number.

STEP 2: Under All Lines, click on the Attendants icon. |RESEEEEEEETE 5

o @ e @
un
1o
o ‘e @ .
Aftendants
Services
i
Department: Account Extensions Call

STEP 3: Click on the drop-down arrow next to

N N N Attendants
Actions, and select View Attendant Settings.
Telephone Number Ext. Name
Search for... in any field
(918) PILOT Actions ¥ ‘
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STEP 4: Click on Open Attendant Settings.

STEP 5: When you first log in, you will have to
choose between using a schedule to configure
business and non-business hours menus or
using a single menu.

STEP 6: If you Click on Schedule, you will see the following
options, it's recommended to click on an example schedule you Main
can customize. If you chose single menu, skip to Step 8.

STEP 7: This will bring up a grid. The blue
boxes are your business hours. Click inside
the box to change your business hours. Once
your hours are set, click Apply to save your
business hours. Then click on the Business
Hours Menu, skip to Step 9.

STEP 8: If you choose the option to use a
single menu, click on Easy Attendant Menu.
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STEP 9: Select your options for

each number key, according to the Assign functions o each key on the callers phone Record inftal reeting

directions in your initial greeting, then Fiey Anouncarment .«a record This announcement welcomes your calkers, and

click Apply. s . , i i sopspimrpi g koo e
l;::;om?;w : ~ = (unﬁ‘gured in the parve‘l 10 the lent |

For example, if your initial greeting Daoy Name v e g

states: “Thank-you for calling Bob's Unaseigned d 9 record

Tire. Our store hours are Monday- — -

Friday 10 am to 7 pm, and Saturday Unassioned .

from 9am to 6 pm. If you would like to serigned i

hear directions to our store, press 1.

If you would like to speak to a service technician, press 2. To leave a voice message to be returned on the
next business day press 3. If you know your party’s extension, press 4. If you would like to dial by name, press
5."

Note: Dial by Name and Dial by extension must be assigned to an option. You cannot say “if you know your
parties extension enter it at any time.”

To set up your menu for the greeting above, select Play Announcement for option 1. For option 2 select
Transfer to Phone, then select the number from the drop down. For option 3 select Transfer to Voicemail
then select the number from the drop down. For option 4 select Dial by Extension, for option 5 select Dial By
Name. Click on Apply to save.

STEP 10: Before you can activate
your easy attendant, you must

record your initial greeting, and any
announcements you choose to play as

Assign functions to each key on the caller's phone Record initial greeting

Q record This announcement welcomes your callers, and
telis them what options they can select from

Play Announcement

Transfer to Phone

part of your menu. It's recommended Transior o Vocamai ]| [ e

to record from the phone (instructions e g 9. "Welcome o Bobs Tires. Press 1 for .. (sce
—Lod L] full example

can be found below). pr— S

@ recorad

Unassigned

Unassigned

You can record from your PC if you ===
have a good microphone. Don't forget Unassigned

4 4 4 4 4 4 4 a4 4 a

to click Save after recording. You can
also have a professional announcement recorded. See note below on .wav format needed.

Note: If you do record from a PC or opt for a professional recording, the format must be WAV (8Khz, Mono,
a-law). If you do not have the option to save in that format, go to www.g711.org, choose the a-law option,
check optimize audio for Phone, and click submit. Once the converter is done, you will have to click on the link
to download your file.

RECORDING THE INITIAL GREETING FROM A PHONE:

1. Dial 918-364-0994. System will ask you to enter the 10-digit phone number.

2.  Enter Easy Attendant phone number followed by #.

3. Voicemail system will ask you to dial a PIN. Enter your PIN.

4.  Follow the prompts to edit your Easy Attendant and record your announcements. The system will let you listen, delete and re-record
until you are happy with your recording.

STEP 11: If you choose the Schedule option, Line Status \
Click on Off-Business Hours. Repeat Steps 9 Ty o e T
and 10.
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STEP 12: When you are done setting your
menu options, and recording you initial
greeting(s) and announcement(s), click on the
Main tab.

STEP 13: Skip to Step 16, if you are not using dial
by extension. If you are allowing your callers to dial
by extension, make sure all extensions used are
programmed on the Extension Tab. If they are not
showing up, log into you Admin Portal (https://voice.

b 4
broadband.

Line Status

» Main Easy Atiendant Menu

Line Status

| Main ] Easy Attendant Menu ’ Extensions
Your Easy Attendant is currently off and callers will be told that this number is
unreachable

btcbroadband.com/login/bg/#bg/login.html), using the phone number designated as the BG admin.

Follow the instructions in the BG Admin video, click on Adding Extensions.

STEP 14: Optional: You have the option to manually add extensions
to numbers outside your business group. Enter the 3-digit extension
you want to use, the name of the person/business, and the phone

number. Click Add.

Add Extension

Name and Number

Extension:

First Name:
Last Name: Broadband

Telephone Number: 918-366-8000]

Record Spoken Name

Upload Spoken Name

(==

STEP 15: Once you have all your extensions programmed, click on the Main tab.

STEP 16: If you are not using the Dial by Name option, skip to Step 17. If you selected the Dial by Name
option, the system will only transfer calls to phones that have voicemail set up and have a name recorded.
When a user first logs into their voicemail inbox, the system will walk them through recording their name.

STEP 17: Click Turn ON to turn allow
customers to use your Easy Attendant, then
click the drop down in the upper right corner to
logoff.

For additional assistance, please call:

(918) 366-8000

Line Status
[ Mam ]

o

Easy Attendant Menu Extensions

Your Easy Attendant is currently off and callers will be told that this number is
unreachable

Easy Attendant Menu
Configure the menu your callers
o’ will hear.
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