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Welcome!

 Welcome to AirePBX

* This Premium Attendant User training Is
designed to help you get comfortable with
your new Cloud Hosted IP PBX.

« With an amazing number of features the
AirePBX System will empower your
Business to be more efficient in day to day
activates.



airespring’ Ready Start!

» AireSpring created this Ready Start! Guide
to assist you with the initial setup of your
new AirePBX Premium Attendant User.

e Setup Announcements.

 Overview of Premium Attendant CommPortal
functions.



airespring Resources

» User Information Page.

« Anumber of documented resources linked to this
pager like phone guides and CommPortal training.

* Airespring.com/ip-PBX-customer

e CommPortal

* Online web based portal to manage your business
announcements and call management.

e https://commportal.airespring.com/#login.html

e Customer Care
. 888-288-5010
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AirePBX Components

* The Phones

« There are a number of different phone options with the
AirePBX.

« Quick guide reference information for your specific
model can be found on the user information webpage

« CommPortal

* Online web portal which allows you to:
» Configure weekly and holiday call menu schedules.
» Record and manage announcements callers will hear.
« Manage extensions callers can transfer to.
« Configure default action for keys a caller can press.
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Logon to CommPortal

a‘ ‘[ & httpifcommportal.airesp.. 0 ~ & X H & Airespring Phone settings ‘ ‘ #

File Edit ‘iew Favorites Tools Help

° G O t O: % v Home - Smartsheet ] Web Slice Gallery v
http://commportal.airespring = AirePBX" " Aire foring
.com/#login.html

* You will be prompted for:

 Number

* Premium Attendant i |
Telephone number

« Password

customer support.
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CommPortal Basics

Premium Q'\ ; ' & http:/fcommportal.airesp... 0 ~ & xl @ Ajrespring Phone settings % ] {0} %5 593

—

Att d t File Edit ‘iew Favorites Tools Help ACCOU nt
en an ) aTabs v Home - Smartsheet g]"-ﬂ-"eh Slice Gallery v

b Settings Tab

Main | Schedule | Menus | Announcements | Extensions | Advanced

Activation Status Tt

T~
e} Configure your weekly'Sahedule and
holidays, so that different can be

played based on time and day.

Your Premium Attendant is currently on.

Turn OFF —

Define the menus that your callers will be
offered, and the actions they can choose

Activation

_ from.
Service Status S b Ta bS
Stat u S Your current period is All other times, and callers -
are being played your Main Menu menu. @ b R‘:Ic:’"d the announcements your caller
will hear.

Manage the extensions your ca an
transfer to.

@ The configuration contains no errors.

o Configure the advanced settings that

apply across all your menus. S h O rt Cuts to

Service Status Sub Tabs
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Schedule

Configure your weekly schedule and holidays, so that different

menus can be played based on time and day.

AirePBX"

Schedule Sub 8187387220
Tab

Main | Schedule | Menus

Periods

Weekdays
Weekend

All other times

List of e
periods

Add,
Rename, ([add e Perod | [_Rename ] [_pekte |

Delete
Periods

mAirefpr/'ng"

Weekly
Schedule
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New Period
appears,
needs menu
selection

2. Enter new
period name

Schedule

AirePBX"

8187387220

Add New Period

lnr'Aireﬁpr/'ng"

(o]

Main | Schedule
Periods

AAfter Hours
Weekdays
Weekend

All other times

1. Click Add
New Period

Menus | Announcements | Extensions | Advanced

After Hours

During this period, use this menu: Main Menu v

[ b
-
- 2
o

9om
10 om
11 om

2 Zoom In

Add New Perioﬂ[ Rename ][ Delete ]

3. Select

Menu for
new period

4. Click cell
to selected
period , drag
to change
several calls.



airespring- Schedule

Add, Manage Public Holidays and Special Days

AirePBXm " Aire Spring _
Add Public

8187387220 re| Holidays Pop
Up. Scroll and

Main | Schedule | Menus | Announcements | Extensions | Advanced Se I ect
e 2pcchl boys to choose
i i riod i : Mai v ==
Weekdays - During this period, use this menu: Main Menu =3
Weekend [ ) Click a date on the calendar to make it a special day, or click an existing spedial
) day to make it normal again
2 All other times [B=
Select SpECIaI November 2012 December 2012 e
Special Days ﬁ Mon Tue Wed Thu Fri Sat Sun||/Mon Tue Wed Thu Fri Sat Sun . —
D d yS v = on o o oo 01. US Public Holidays 2012
\ 5 6 7 8 9 10 11 3 4 5 6 7 8 9 02. US Public Holidays 2013
« 12 13 14 15 16 17 18 10 11 12 13 14 15 16 03. English and Welsh Public Holidays 2012
20 24 2 2 4 5 17 1 13 20 21 22 23 04, English and Welsh Public Holidays 2013
MR B B ME R S 05. Northern Irish Public Holidays 2012
31

Scroll months
and click to

select a (LAdd New Period ] [ Rename ][ Delete |

specific day

Clear 41l | [ Add Public Holidays
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Define the menus that your callers will be offered, and the actions
they can choose from.

Eil E W g Favornte Tool Help
e Edit View Fawe 5 lools  Reip

File Edit \iew Favorites Tools Help

5% ©]Tabs v Home - Smartsheet & Web Slice Gallery v 55 ©]Tabs v Home - Smartsheet & ] Web Slice Gallery v

nHAIeg:ngr}Zt:qi . - 2. Enter Name
AirePBX of new menu,

and
Select
announcement Wtz
announcement

settings

ensions vances Main chedule nus S ensions

General | Keys | Timeout | References

General | Keys | Timeout | References

i|z This menu has not been set up.

+ | Name [ Main Menu Main M 4 |
ame Enter name...
Description A
1. Click Add
Menu announcemen t Welcome

New Menu

Add New Menu

Current

menus 3. Click Apply
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& http://commportal.airesp. O v & X

& Airespring Phone settings
File Edit View Favorites Tools Help

Favarites

Tools  Help

s 21 Tabs  Home - Smartsheet £ Web Slice Gallery v

bme - Smartsheet E:} Web Slice Gallery v

1. Select

AirePBXm " Ai ™ Schedule Tab

| 3. Select new
8187387220 - SI/3 2 menu

Main | Schedule | Menus | Announcements | Extensions | Advanced

Main | Schedule | Menus

Announcements | Extensions | Advanced
Menus

General | Keys | Timeout | References

Periods All other times
/\ This menu is not currently referenced.
VALEN

Weekdays 0= During this period, use this menu: Main Menu =

R AR ; IAfter Hours
Main Menu

Weekend

descrintion. .. All other pi
Weekend o

-
w
3

Menu announce

5 3 3

=]
2

2. Select
Period

£
it
5

New Menu appears but
not associated with a
schedule Period

" Apply || Cancel |

4. Click Apply
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Associate New Menu with Key Functions

bl S| T NP/ Commportalairesp... 9 T Arespring Phone settings < A2 A httpfcommportalairesp.. 9O X Ajrespring Phone settings T
File Edit View Favorites Tools Help

File Edit ‘iew Favorites Tools Help
s &) Tabs v Home - Smartsheet &) Web Slice Gallery v L 5 Tah Home - Srartsheet & | Web Slice Gallery v

3. Define Key

Function by

selecting from
drop down

i . 1. Select Keys
AirePBX " Aire Gpring Sub tab

8187387220 -

Main | Schedule | Menus | Announcements | Extensions | Advanced

8187387220

Main | Schedule | Menus | Announcen® Extensions | Advanced

Menus General | Keys | Timeout | References Menus General | Keys | Timeout | Refergfites

|\ No keys have been configured. Callers who reach this menu will W Use Default ~ | Do Nothin
- VAN hear the opening announcement and the call will terminate shortly - 2 Do Nothing
...... ST afterwards. Transfer to Phone Z
Main Menu 3 |Transfer to Voicemail Do Nothin:
Dial by Extension Do Nothi
Weekend &) |Dial by Name Letathing
Voicemail by Extension Do Nothing
&Y |yoicemail by Name
) Transfer to Operator Do Nothing
Intercept Mailbox Do Nothi
2 |GotoMenu Do Nothing
Return to Previous Menu Do Nothing
& Replay Menu
Announcement - Return Do Nothin
Menu announcement W Announcement - Hang up I
0 |Hangup Do Nothin:
() Use Default v Replay Menu
~ (K) UseDefault v Return to Previous Menu

| Apply H Cancel |

Key functions associated

4. Click Apply

associated
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Key Functions

AirePBX" " Aire §pring

(o]

Keys Sub tab

Main | Schedule | Menus @ AnMSWgggments | Extensions | Advanced

Menus General | Timeout | References
Search for 1) Transferto Phone v | (818) 7382222 -
After Hours “ 1 G2) Replay Menu v
w3 Replay Menu v
. . Weekend &) Replay Menu a
Highlighted @) Replay tenu -
; @) Replay Menu - Numbers calls
Menu S «Z Replay Menu ad W|” be
current Key o
: transferred to
fU nctions (D) Transfer to Operator v @) 7387220
# ) Intercept Mailbox v @ (818) 738 7222 W h en key
~ | X) Use Default v Return to Previous Menu

selected

[ Add New Menu || Delete | |_apply || cancel |
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Timeout & References

File Edit View Favorites Tools Help
55 ©]Tabs v Home - Smartsheet 2] Web Slice Gallery v

Timeout )
Sub tab Aire (pring

8187387220 E°Ad

Main | Schedule | Menus | Announcements | TWgpsjpns | Advanced

Menus General | Keys | Ta '] References

[7] override timeout behavior.

After Hours -

B s 1 Set timeout durationto | 10~ | seconds.
Main Menu

. ..... After timeout, perform the following action

Highlighted Menu’s

current Timeout settings

File Edit ‘iew Favorites Tools Help
55 ©)Tabs v Home - Smartsheet 2] Web Slice Gallery v

References )
Sub tab Aire (pring

8187387220 |52~

Main | Schedule | Menus | Announcements | Extens

Menus General | Keys | Timeou

This menu is referenced by these menus and periods.
After Hour.s = The Weekdays period

" """""""'“'""""""" = The chial Days period

e A, o Shortcuts to
Schedule

Highlighted Menu’s

associated Periods
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Announcements

Announcements
tab

List of current
announcements

Main | Schedule | Menus | Announcements | Extensions | Advanced

[ Name Description

l Search for name, description or announcement number... I

'\ i 101 weekend Closed for the weekend e -

Play or Edit
announcement
Pop Up

ring Demo. If you know your party's
it at any time. For Extension 101 Please
ctory Please Press 9. For the Operator

[ Add New Announcement
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Announcements

Record new announcement
Download Recording Report

New » AirePBXm W'Airejprl'”g" " Recording

Announcement — - Report

Pop Up Download Pop
Reco rd’ N slile Main | Schedule | Menus | Announcements | Extensions ' Advanced U p ex po rtS
and DeSCFIptlon E Name Description | Announcements
l Search for name, description or ement number... I
- : Number Names,
E |[ 101 weekend dosed for the weekend o ' . .
[ ‘ ’ w 100 Welcome Thank you for calling Airespring Demo. If you k... 6 D es C rl pt I O n
Record Pla Announcement
Lo
o J[ conce |
[ Add New A ement ] | Delete | [ Download recording report...
| add |
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Extensions

Manage the extensions your caller can transfer to.

AirePBXm bﬁAireJFP”'”gm Spoken Name

Recording
L2 Pop Ups

' - Record, Edit or
Business Group e e e e ,

. siness Group Extensions | Additional Extensions U p I (o)) d user
EXte n S I O n S [[] extension Name Telephone Number Department Spoken Name n a m e a u d iO fl | e

Extensions tab

S u b ta b | Search for entry by extension, name or telephone number...

[l 8187387220 (818) 738 7220 None ;}: record

= Alrespcing. fle... (818) 238 1230 None :}: record Edit Business Group Spoken Name: 81873872.

m[i'loz 8187387223 (818) 738 7223 None ;}: recor, Record Spoken Name 00:00 / 00:00
Edit Business Group Spoken Name: 8187387223 4\ bt O ERIREVAE -]

i i If your computer does not have a microphone, dick here.
Existing BG ® Recond sookenrome

i i m"arhas:een:::r:‘:‘e Upload Spoken Name
Extensions List @ Usload spoken teme Ce—s) 51024 Spoken tame

Record your announcement as a G.711 (CCITT) 8 kHz 8 Bit Mono
u-Law WAV file and then upload it below.

New Business Group Bxt "1l

Browse...

| Mark As Included || M{ Current fie:
No file currently uploaded

Cance ‘ﬁ [A Delete Spoken Namegr'[’:Save I’AL Cancel ]:

r Delete Spoken Name vr’[isave HA Cancel j
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Extensions

Manage the extensions your caller can transfer to.

Extensions tab

Additional
Extensions
Sub tab

Rules and
requirements for

additional
extensions

AirePBX" " Aire Gpring

L2

Main | Schedule | Menus | Announcements | Extensions | Advanced

Business Group

[] Extension Name Telephone Number Spoken Name

If you have configured your menu to offer callers the option to Dial by Extension,
Dial by Name, Voicemail by Extension or Voicemail by Name, you may define
additional names and extensions they can dial on this page. For each entry, you
must choose an extension number between 1 and 7 digits, and the phone
number that a connected call should be transferred to. If you have configured
Dial by Name or Voicemail by Name, you must also record a name for each person
you wish to be contactable.

These extensions are different to any "internal” extension numbers you may use
for dialing colleagues within your business group.

To configure the extensions within your Business Group, click on the "Business
Group Extensions” tab.

To configure additional extensions, click on the "Add extension button” below.

Add Extension

These launch the same

Add Extension
Pop Ups
Name, Number,

Extension
Record, Edit or
Upload user
name audio file

Add Extension

@ Name & Number

SO —

R —
R —
O —

@ Record Spoken Name
6 name has been recorded.

@ Upload Spoken Name

b i Delete Spoken Name l” Add ";”Cancel :‘

Pop Ups as previous slide
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Advanced

Configure the advanced settings that apply across all your menus.

AirePBX" " Rire Spring

|

Advanced tab

Main | Schedule

Announcements | Extensions | Advanced

Error Handling ' ing | Other settings
Timeout
Sub tab

Menus

Call Transfer

Menus time out if a caller doesn't press a key within If a call transfer fails: Returntothe menu v N um be r Of

10 ¥ seconds. =
After 3 call transfer failures:

Errors Selection
Drop Down
Menu

After 3 ¥ menu timeouts:

System announcement then hangup ~

Current
Ti m eo ut’ Ca I I Unknown Input Invalid Extension

1f the cajg®®elects an unassigned key 3 v times: If the caller dials an invalid extension 3 ¥ times:
Transfer,

Transfer to Operator - 1 Transfer to Operator ad Acti on
818) 738 7220 [Transfer to Phone
Unknown InpUt @( ) @TransfertoVoicemail

Selection Drop
Down Menu

D
Intercept Mailbo ———
Replay Menu F ,CEL':I,

and Invalid
Lersien e

Hang up

settings !




alrespring

Advanced

Configure the advanced settings that apply across all your menus.

AirePBXm W'Airefpring" Extension,

Mailbox
transfer
function match
configuration

Advanced tab |
E°Ad

Other Settings ondlipa e seiingd
When a caller dials the name of an extension or mailbox they wish to transfer to, First and last names v
S U b ta b match against configured extensions based on:

(818) 738 7222 ‘ Number for
Intercept

The Intercept Mailbox action directs your callers to the voicemail account:

Voicemail
Mailbox

(7ot J((corce |




alrespring

gi\ | @ http:/fcommportal.airesp., 2 ~ & X I & Airespring Phone settings % .

File Edit View Favorites Tools Help

< £]Tabs v Home - Smartsheet 2 Web Slice Gallery v

AirePBX’

8187387220

Account
Settings tab

Premium Attendant

Account | Calls

General

Ca I |S S u b Ta b The call transfer number is set to (818) 738 7220
Withhold caller ID when making calls ]
Display caller name for incoming calls

Display caller number for incoming calls ]

" Aire Spring’

EAd

& Apply “‘ Cancel |

Settings

Caller ID and

Number
settings
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Additional HELP!

(<&

@ http:/fcommportal.airesp.. 0 ~ & X ” & Airespring Phone settings '

File Edit View Favorites Tools Help

55 £]Tabs v Home - Smartsheet 2 'Web Slice Gallery v & Airespring Phone settings

AirePBX"

8187387220

Activation Status T~

(
|
Your Premium Attendant is currently on. ‘ \

‘ —

Service Status

Your current period is Weekdays, and callers are
being played your Main Menu menu.

@ The configuration contains no errors.

" Aire Spring

Main | Schedule | Menus | Announcements | Extensions | Advanced

Configure your weekly schedule and
holidays, so that different menus can be
played based on time and day.

Define the menus that your callers will be
offered, and the actions they can choose
from.

Record the announcements your caller
will hear,

Manage the extensions your caller can
transfer to.

Configure the advanced settings that
apply across all your menus.

Onboard Help PopUp

(& Help - Premium Attenda

osoft Internet Explorer provided by AireSpring E

Pairespring.com;session207ab2a67293eeal/line/help-premiumattendant.html

Premium Attendant

Settings
Tutorials

Changing your account
password

Please choose from the following help topics.

Introduction to Premium Attendant

Setting up Premium Attendant for the first time

Working with the Premium Attendant interface

Configuring your Premium Attendant schedule periods
Configuring your Premium Attendant menu(s

Creating announcements for your Premium Attendant menus
Recording announcements

Configuring the extensions callers can dial

Changing default settings for your Premium Attendant menus and keys
Turning Premium Attendant on/off

Forwarding calls when Premium Attendant is turned off

Introduction to Premium Attendant

Premium Attendant is a self-managed automated attendant receptionist service
allowing you to configure a flexible set of TUI menus for callers to your business.
When turned on, it answers your calls automatically, and offers your callers a list of
options (a "menu”) that you define. You can allow your callers to listen to messages
(such as your opening times) , to leave a message, or to be transferred to a real
person. For example:

Welcome to Bob’s Tires. We are open for business right now. To hear directions to our
store, press 1. To hear our opening hours, press 2. If you know the extension of the
person you require, press 3, and then enter the extension followed by the pound key.
If you know the name of the person you require, press 4, and then enter their name
followed by the pound key. Or, for any other enquiries please press 0.

You can create different menus for different times of the day and week that play
according to the pre-defined schedules that you have created.

Welcome to Bob’s Tires. Unfortunately we are currently dlosed. To hear directions to
our store, press 1. To hear our opening hours, press 2. If you wish to leave a
message, press 3, and we will get back to you as soon as possible.

Once you have set up Premium Attendant with these schedules and menus and
recorded the necessary announcements, it will automatically play callers the correct
menu depending on when they call.

Setting up Premium Attendant for the first time

You may find it helpful to map your Premium Attendant menu and schedule period
structure out on paper first, particularly if you will have several schedule periods and
complex menu options. You should refer to Working with the Premium
Attendant interface for a description of the common behavior of aspects of this
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