Call Recording Quick Start Guide

TELESPHERE CALL RECORDING
QUICK START GUIDE

» Log In - An email is sent from supportftelesphere.com that
contains the link and your log in credentials. Click on the link
https://cr.telesphere.com/SmartRecordAX/ and enter your
Username and Password. [recommend copy/paste from email)

User Credentials

This service is only available to registered users.
Please enter your user name and password to log on.

User Name:

Password:[ ]

» Change Password - Click on “Change Password” in upper right
hand corner. Enter old password (copy/paste from email) Enter new
password twice.

» Quick Start - Tutorial of the tab/section that is
currently displayed.

For a complete user’s guide section by section
click on the question mark.

» Desktop Notifier - Sends automated notifications of new alerts
to user.

» Recent Alerts - Displays up to 20 new alerts.

» Home Tab

Telesphere Hosted Call Recording - Dashboard 8
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» Dashboard of Activity - Lists the following topics:

Calls by Category | Frequent Callers | Calls by Locations
Agent Summary | Active Agents | System Statistics

To minimize a section click the arrow in the upper right hand corner
of that section. Each section can be viewed as text or a graph by
clicking the link in the bottom left corner.
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» Recorded Calls - Displays log of incoming/outgoing
calls recorded.

Results Per Page: | 20 |+ | Delete | Download | Export | Export All

» Delete - Click on the box(s) next to call you want to delete. To
select all currently displayed click on the box next to the “Number”
column; click Delete.

» Download the Recorded MP3 File - Click on the box(s) next to the
call; click Download. To select all currently displayed click on the
box next to the “Number” column; click Download. File Download
window appears; click Save and select the destination; click
Save again.

» Export the Columned Information - Click on the box(s) next to the
call. To selected all displayed click on the box next to the “Number”
column; click Export File Download window appears; click on Open
or Save. CSV file format

» Export All - Transfers the complete list.

» Categories - To create a category click on Manage Category; type
in the name and click Add; To apply a category to a call click inside
the box next to the call, click the drop down arrow and select the
category then click Apply Category.

|_[No Category) | % | Apply Category | Manage Categories | CRM Client Settings | Select Columns

» CRM Client Settings - To upload a call to a CRM click the link and
select the CRM from the dropdown arrow, type in the URL, User
Name and password; click Save.

» Select Columns - To select which columns will be displayed click on
the link and click next to the box of the column; click Update.

» Recording - To listen to a recorded call click the arrow,
Save, select a destination, then click Save. Click Open
to listen.

» Annotate - To add a note or attach a document to a call
Bt click the notepad.

» Email - To send an email that contains the link to a

Email
= recording click the envelope, enter an address and
click Send.
Commenss| » Comments - To add a comment to a call click the plus

g sign. Note: Comments appears in Recorded Calls, Calls
in Progress.

For more information, www.telesphere.com - Learning Center | 1.888.MYSPHERE
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303 Recorded Calls

Numoer Day Date Time From Number  From Caller D To Number  To Caler 1D Duation  Recording  Annotate
K, 4802788532 Thu 7/29/2010 113220AM 4802788532  TarwooRum 4803857045 00:0003
K_ 4802788532 Thu 7/29/2010 113031AM 4802788532  TarooRum 4803857045 0000:03
W, 4802788532 Wed 7/28/2010  416:53PM 14806295653 4502788532 Tattoo Rum 00:00:15
W, 480278852 Wed 7/28/2010 1S323PM 14802897402 4802788532 Tattoo Rum oooL11
W, 4802788532 Wed 7/28/2010 LSLA9PM 14802897402 4502788532 Tattoo Rum 00:0007
W, 4802788532 Wed 7/28/2010 14149PM 14802897402 4802788532 Tattoo Rum 000148
W, 4802788532 Tue 7/27/2010 83142PM 16025706859 4802788532 Tattoo Rum 00:0231
K 4502788532 727200 53744 480278853 Tawookum 8520 AtendantAwo 00:00:04
®_ 4802788532 727200 S3505PM 4802788532 TawooRum 8520 AtendantAwo 00:00:28
K 4502788532 727200 S1638PM 4802788532 Tawookum 8520 AtendantAwo 000014
K 4802788532 727200 1233147M 4502788521 TawooRum 2166501845 00:00:17
%, as02788532 72772010 1232127M 12166501845 4802788532 Tattoo Rum 0000:05
®_ 4802788532 7277200 122337°M 4802788532 TawooRum 4802788520 00:0002
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» Applying a Filter - To enter criteria to narrow down search results
click on Filter, select the search filter, enter the data, click Apply
Changes. Note: Filter appears in Recorded Calls, Recycle Bin
and Reports.

» Each report displays activity from the last 30 days and can be
exported to Excel and saved on your own PC.

|,§ Export m Chart Chart items: | 5 | 3 é ufi % |

T —— — S Newn e
S lum : . . » Alerts - Create notifications based on specific call conditions. To
:D::: lc.,mm,m : create a new alert click New, enter/select criteria, click Save. The
Per— ' New Alert will appear under the Alert List. To enable/disable an

ouner 3 acen serch Crteria A Encered alert after it has been added click on the box next to the alert in

Apply Changes | Reset All

the Alert History box. This will also display an Alert History at the
bottom of the screen.

I Alert Lis N
Calls section. ID T 1 =
Name: Test
O Test View| cerpion:
# Training Call View ey

Event Type: Call Initiated

Results Per Page: I: 20 |3 :I | Recover Selected Calls | Download | Delete Selected | Empty Recycle Bin Enabled: [

Apply = —

ISun [IMon [1Tue MWed [IThu [JFri [JSat

Time Zone: (GMT) Greenwich Mean Time : Dublin, Edinburgh, Lisbon, London
Notify By: ¥/ web Application | Email

» Recovered Selected Calls - To recover any deleted calls click on the
link and the deleted calls will appear in the Recorded Calls section.

Delete Edit | New
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» Download - Click on the box(s) next to the call; click Download.
To select all currently displayed click on the box next to the
“Number” column; click Download File Download window appears;
click Save and select the destination; click Save again.

» Users- In order to view recordings users must first be added by
an Admin to the app and have numbers assigned to them. When a
user is added, an email is sent automatically containing a password.
When the Users Tab is clicked upon a list of users is displayed. To
add a user click on Add New User, enter the Profile information,
select numbers assigned to the user, click Add User.

» Deleted Selected - To permanently delete calls click the box next to
the call and click the link. A warning window appears asking if you
are sure you want to delete.

User Maintenance

» Empty Recycle Bin - Clicking this link will empty the bin in [ — el Addese E— — g
its entirety. (A TE) | ] [ ] | N ] (A2
W LEIB llow@telesphere.com O
_____________ ._________________________ ! ﬁrslf‘rzv__l of 1 Next Last

» Calls in Progress - Displays current calls :

1 Restrict User Access to Certain IP Addresses | CRM Client Settings Add New User
Minitor » Monitor — To monitor a call click on the headset that 1
(3) corresponds to the call, click Save, select a destination, '

click Save, then click Open to listen.

|

I » Numbers - Numbers are assigned by an Admin when the group
1 . , . . . .
: is created. To update a number’s recording criteria, click on the
1
1
1
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Swereconing > SAVE Recordl.ng - To SENE & recordlng_ of a call e & number, select/enter information, click Update Number. Until
g number that is not configured to retain all recordings,

click on the box. alternative recording criteria is selected, all calls are recorded
______________________________________ " by default.

Agent Activity
Caling Locations

| ====__ ., Reports - There are 8 reports that identify statistical
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Copy Number Details NamheT Results Per Page: | 10 4|

Do Not Retain Recording Number Description

4088902930

ey g Home tab; view as text or graphical. 2

User Detaik.

4802788532

Artpev i JorlNextiss

@ TELESPHERE

BUSINESS TELECOMMUNICATIONS. SIMPLIFIED "

For more information, www.telesphere.com - Learning Center | 1.888.MYSPHERE




