


AutoVoice TutorialAutoVoice Tutorial
The following is an overview to assist you in The following is an overview to assist you in 
understanding how the understanding how the AutovoiceAutovoice system is system is 
managed. This system is easy to set up and managed. This system is easy to set up and 
use, and our help desk is available during use, and our help desk is available during 

business hours to assist you.  business hours to assist you.  



Step 1:Setting Dialing RulesStep 1:Setting Dialing Rules

ll Place your local area code in the box marked with red.  You can Place your local area code in the box marked with red.  You can 
also set up all different types of dialing rules such as dial 9 also set up all different types of dialing rules such as dial 9 first, or first, or 
area codes, least cost routing etc; area codes, least cost routing etc; 



Step 1:Setting Dialing RulesStep 1:Setting Dialing Rules

ll You can test the way your dialer will dial number by You can test the way your dialer will dial number by 
using the Test Phone Number function at the bottom. using the Test Phone Number function at the bottom. 

ll Enter the number then click convert. The number on the Enter the number then click convert. The number on the 
right will display how the dialer will call that number.right will display how the dialer will call that number.



Step 2: Contact ManagerStep 2: Contact Manager

ll Click the button labeled Click the button labeled Contact ManagerContact Manager
ll The Contact manager stores contacts used for outbound dialingThe Contact manager stores contacts used for outbound dialing
ll Click the arrow  to create your first Contact Group.Click the arrow  to create your first Contact Group.



Step 2: Contact ManagerStep 2: Contact Manager

ll The contact manager The contact manager 
allows you to import allows you to import 
phone numbers and phone numbers and 
records from Excel or records from Excel or 
any any ““flat fileflat file”” such as such as 
ASCII, text, delimited ASCII, text, delimited 
etc;  The contact etc;  The contact 
manager gives you manager gives you 
many fields for many fields for 
information. information. 



Importing numbers into Goldmine is straightforward and easy to dImporting numbers into Goldmine is straightforward and easy to do.  Or you can export to o.  Or you can export to AutovoiceAutovoice
for dialingfor dialing……..



Step 2: Contact ManagerStep 2: Contact Manager

You have now successfully imported your You have now successfully imported your 
first set Contacts you would like to market.first set Contacts you would like to market.
Now we must set up the prompt you would Now we must set up the prompt you would 
like a live person or answering machine to like a live person or answering machine to 
hear.hear.



Step 3: Prompt ManagerStep 3: Prompt Manager

ll The prompt is the message you intend to leave to your The prompt is the message you intend to leave to your 
group. group. 



Step 3: Prompt ManagerStep 3: Prompt Manager

ll AutovoiceAutovoice gives you 2 gives you 2 
options. Speaker/options. Speaker/MicMic
and Telephone Line. and Telephone Line. 
The quality of your The quality of your 
recording will be recording will be 
higher if you use the higher if you use the 
telephone line option.telephone line option.



Step 3: Prompt GroupStep 3: Prompt Group

ll Play Message Play Message –– This This 
prompt type will prompt type will 
broadcast a message to broadcast a message to 
all callers.all callers.

ll The Record Message The Record Message 
Prompt will instruct Prompt will instruct 
callers to leave a callers to leave a 
message.message.

ll A caller may also listen to A caller may also listen to 
the message they the message they 
recorded and rerecorded and re--record it record it 
if needed.if needed.



Step 3: Prompt ManagerStep 3: Prompt Manager

ll The Play Menu type  The Play Menu type  
allows callers to allows callers to 
choose options by choose options by 
pressing defined pressing defined 
keys.keys.

ll To record the To record the 
message you want message you want 
the client to hear the client to hear 
Press the Press the Record Record 
ButtonButton under the label under the label 
Message.Message.



Step 3:Prompt ManagerStep 3:Prompt Manager

ll The Do Not Call The Do Not Call 
Prompt allows the Prompt allows the 
user to enter their user to enter their 
phone number or phone number or 
phone numbers to be phone numbers to be 
added to your Do not added to your Do not 
call list. call list. 



Step 3: Prompt MangerStep 3: Prompt Manger
ll The Live Transfer Prompt Type The Live Transfer Prompt Type 

allows you to transfer a caller allows you to transfer a caller 
to a live person.to a live person.

ll For example: You have a For example: You have a 
prompt telling the caller if you prompt telling the caller if you 
would like to speak with us would like to speak with us 
now press 1(Play Menu Type now press 1(Play Menu Type 
with an key set to transfer to with an key set to transfer to 
the Live transfer prompt). Then the Live transfer prompt). Then 
the system will transfer the the system will transfer the 
caller to the number you caller to the number you 
specify in the box below Live specify in the box below Live 
Transfer Number. Transfer Number. 



Step 3: Prompt ManagerStep 3: Prompt Manager

ll This example will show you This example will show you 
how to record a basic message how to record a basic message 
for the caller to hear. for the caller to hear. 

ll Click the Click the AddAdd button next to button next to 
the label Add Prompt. Type in the label Add Prompt. Type in 
the name of the prompt you the name of the prompt you 
want to call this prompt.want to call this prompt.



Step 3: Prompt ManagerStep 3: Prompt Manager
ll Underneath the label Message Underneath the label Message 

you will see a button that says you will see a button that says 
RecordRecord. Click that button one time. . Click that button one time. 
You will hear a beep on your You will hear a beep on your 
phone. At that time, start recording phone. At that time, start recording 
the message you want the caller the message you want the caller 
to hear.  When you are done to hear.  When you are done 
recording click the button that recording click the button that 
says says StopStop. Now click the button . Now click the button 
that says that says PlayPlay, you will hear the , you will hear the 
message you just recorded. If you message you just recorded. If you 
are satisfied with the message are satisfied with the message 
then select the Next prompt you then select the Next prompt you 
would like for the system to would like for the system to 
perform by selecting it from the perform by selecting it from the 
drop down box under the label drop down box under the label 
Next Prompt.Next Prompt.

ll Click Click donedone..



Step 4: Dial ManagerStep 4: Dial Manager

ll The Dial Job links the The Dial Job links the 
Prompt group, the Prompt group, the 
numbers to be dialed, numbers to be dialed, 
and the lines all and the lines all 
together.together.

ll Click the button Click the button 
labeled labeled Dial ManagerDial Manager..

ll Before creating your Before creating your 
Dial job there are 4 Dial job there are 4 
questions you will questions you will 
want to answer first.want to answer first.



Step 4: Dial ManagerStep 4: Dial Manager

ll Which Prompt group will be played for Which Prompt group will be played for 
outbound dialing?outbound dialing?

ll Which lines you will have carry out the Which lines you will have carry out the 
dialing?dialing?

ll Which Dialing Method will be used: Which Dialing Method will be used: 
Number, Contact, or Test?Number, Contact, or Test?

ll What Dialing Modifiers are needed?What Dialing Modifiers are needed?



Step 4: Dial ManagerStep 4: Dial Manager

ll To create a Dial Job To create a Dial Job 
Click the Click the New buttonNew button
under the label Dial under the label Dial 
Job.Job.

ll Enter a name and Enter a name and 
description for the description for the 
Dial Job you want to Dial Job you want to 
use. For example use. For example 
purposes we have purposes we have 
used Instructions.used Instructions.



Step 4: Dial ManagerStep 4: Dial Manager

ll Under the new button you Under the new button you 
will see the dial job you will see the dial job you 
just made.just made.

ll It is time to set the It is time to set the 
Prompt for this dial job Prompt for this dial job 
and the Contact we are and the Contact we are 
going to call.going to call.

ll Under the dialing method Under the dialing method 
label, click the drop down label, click the drop down 
box and select Contact box and select Contact 
Group.Group.

ll Click on the Click on the SetSet Button.Button.



Step 4: Dial ManagerStep 4: Dial Manager
ll Now select the Contact Now select the Contact 

Group you would like to Group you would like to 
dial by clicking on it one dial by clicking on it one 
time.time.

ll Then Clicking the Then Clicking the àà
button. This will move the button. This will move the 
contact group from one contact group from one 
window into the other. window into the other. 

ll For information regarding For information regarding 
the options at the bottom. the options at the bottom. 
Refer to page 34 of your Refer to page 34 of your 
manual.manual.

ll Now click the Now click the DoneDone
button.button.



Step 5: DialersStep 5: Dialers

ll You can dedicate 1 You can dedicate 1 
phone line to the task phone line to the task 
(per project) or as (per project) or as 
many as you have the many as you have the 
software/hardware software/hardware 
for. It is very easy and for. It is very easy and 
flexible.flexible.



Step 4: DialersStep 4: Dialers

ll Click on the button on the Click on the button on the 
right of Line 1 labeled right of Line 1 labeled 
Options.Options.

ll You can set what day and You can set what day and 
times you would like the times you would like the 
AutoVoice to dial these AutoVoice to dial these 
numbers. By clicking on numbers. By clicking on 
the Checkbox next to the the Checkbox next to the 
day and putting in the day and putting in the 
times.times.

ll When done, just click dial When done, just click dial 
to start the dialer.to start the dialer.



llThere are There are 
a number a number 
of Reports of Reports 
available, available, 
and custom and custom 
reports can reports can 
be written be written 
upon upon 
requestrequest



REPORTSREPORTS


