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How to close down early

37 Steps
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Dial *301 from softphone or desk phone

Follow the instructions to listen to your recording and save the recording.

E Communicator - Business
& Phone File Tools Help
Default Caller ID

Michael

No notificatit

*301| 4
[P]

Phone Meeting GCall Parking

Q Search contacts

m‘

Go to (yourserver).yourbluewave.com

Alternatively, you can also click on Self Care if you have been set up by the CARE team.

Servers: blucom.yourbluewave.com, blucoml.yourbluewave.com, blucom2.yourblue-
wave.com, blucom3.yourbluewave.com
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https://blucom2.yourbluewave.com/?app=pbxware&t=dashboard&server=45
https://blucom2.yourbluewave.com/?app=pbxware&t=dashboard&server=45

STEP 3

Click on System
>
> Now O
> Last Hour 3
> Today 3
>
>
>
>
Extensions Online gloCOM Users
0 0

STEP 4

Click on Sound Files

Code:
Token: Token de
& Test
Files
Resources: = Recordings x Voicer
Folder Name: bluewave
Music on Hold -
Filename Date Format:  Mar 20 2023
Routes
LCR Filename Time Format: 24 Hour Format
Apps
Upload Older Than:  All
Convert to MP3: ‘
Network
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https://blucom2.yourbluewave.com/?app=pbxware&t=system&v=rs&server=45

Remove the letter "a" and replace it with "g"

mers - & Michael Tucker @ @ Q (& o

Delete . Download X upload © Listen

Search

g )

Select your recording

The recording from the greeting will have the date of the recording.

greeting-closed-today

@ greeting-monday-march-20
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https://blucom2.yourbluewave.com/?app=pbxware&t=system&v=sounds&server=45

Rename your Greeting.

When renaming the greeting, do not use spaces, use hyphens. For example greeting-ear-
ly-closure.

greeting-closed-today

—

a[ greeting-monday-march-20|
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Click on Rename

Make sure the greeting is still selected and click rename.

999 — Redcliffe Demo for customers M

] Convert ,:J/ Delete &, Download X upload © Listen

directory Search
/ h g
greeting-closed-today-open greeting-closed-today
greeting-default-attendant a greeting-monday-march-20

greeting-thursday-closure
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STEP 9
Click on DIDs

Find the main agency number and locate the destination. The destination should point to
aring group or an IVR

999 — Redcliffe Demo for customers

+ Renamed 'greeting-monday-march-20' successfully.

[) Convert (& Rename % Delete & Download o

Directory Search

/ h g

greeting-closed-today-open

greeting-default-attendant

¥V V¥V VvV vV VvV VvV VvV V v

STEP 10

Find Your main number that is labeled Agency Main

DID/Channel « Name Provider

Generic SIP

4 previous

>
>
>
>
>
>
>
>
>
>
>

Ia 7 of 22


https://blucom3.yourbluewave.com/?app=pbxware&t=dids&v=dids&server=6&query=&rpage=2

STEP 11
Click on IVR

STEP 12

DID/Channel a

4708664660 @

4708664661 @

4708664662 @

4708664663 B
4708664665 @

4708664667 @

4708664668 @

Click on your IVR that is for your closure.

This is typically an IVR that is labeled Holiday, Closure, etc...

Multi-digit IVR codes
PIN-based IVR

IVR Tree

IVR Tree Graph

I3

Name

Daytime Closure

Name
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https://blucom2.yourbluewave.com/?app=pbxware&t=dids&server=45
https://blucom2.yourbluewave.com/?app=pbxware&t=auto_attendants&v=auto_attendants&server=45

Click on greeting drop down and choose the greeting you renamed.

IVR Name: Holiday

IVR Number: 1024

Greeting[ greeting-monday-march-20 v ]

IVR Type: Standard IVR M

Destination

Click on greeting-monday-march-20

tination Type
lease select..
lease select

lease select..
lease select..
lease select..
lease select..

lease select..

lease select..

I3

IVR Name:  Holiday v
IVR Number: 1024 v 4
Greeting:| greeting-monday-march-20 M v

IVR Type| Please select ...
greeting-closed-today

greeting-closed-today-open
greeting-default-attendant

greeting-monday-march-20

greeting-thursday-closure

9 of 22


https://blucom2.yourbluewave.com/?app=pbxware&t=auto_attendants&v=auto_attendants:ext&id=8125&server=45&rpage=1&query=

Scroll down on the page and locate Greeting Options

Determine how many times the greeting should play.

T
General Settings
Response Timeout (sec): 4
RTP Delay (sec): 1
Digit Timeout (sec): 1
Rings to Answer: 1 v
Fax Email:
Greeting Options
Play Greeting: (1 time ) - v
Timeout Destination: 1017 — demol17 T
Is Voicemail: ~ Yes No Not Set
Operation Times
(o] Operation times
Ringing Type
Ringing Type:  Generate Ring MR 4
Music On Hold:  Please select - v
Custom Ringtone:
Select your time
KIF pveidy (sec): L
Digit Timeout (sec): 1
Rings to Answer: 1 vy
Fax Email:
\ptions
Play Greeting:| 1 time - v
" ~
Timeout Destination e
1time
Is Voicemaill
2 times
Times
3 times
4 times
2e
Ringing Type 5 times ~|| ¢
\ J
Music On Hold:  Plesse select y v
Custom Ringtone:
g
local/network destinations: Ve No Not Set
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Select the Time Out Destination dropdown

After your message plays, where do you want the caller to go? This can be agency voicemail,
an agent's voicemail, or another IVR.

Response Timeout (sec): 4
RTP Delay (sec): 1
Digit Timeout (sec): 1
Rings to Answer: 1 v
Fax Email:

tions

Play Greeting: 2 times

Timeout Destinarinn{ 11017 — demo17 - ]

ENlcanel Please Select ...

: 1000 — MASTER EXT
imes

1001 — My Archway
1002 Chance Perry
Ringing Type:| 1003 — Smart IT Services v

Music On Hold: 1004 — Darin Cooper

Custom Ringtone:

If you select a voicemail, please select Is Voicemail.

Fax Email:

‘eeting Options

Play Greeting: 2 times
Timeout Destination: 1017 — demo17

Is Voicemail Yes No Not Set

peration Times

(O] Operation times

nging Type

Ringing Type:  Generate Ring

Ia 11 of 22



STEP 19

Click on Save

STEP 20

Click on Ring Groups
») DAV

Multi-digit IVR codes

PIN-based IVR

IVR Tree

IVR Tree Graph
Queues

Voicemail

I3

[ v Save ] €« Go back

999 — Redcliffe Demo for customers

€ Add IVR

Name
Daytime Closure

Holiday
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https://blucom2.yourbluewave.com/?app=pbxware&t=auto_attendants&v=auto_attendants&server=45

STEP 21

Select the ring group that the main number points to

YYY — Redchite Demo for customers

€ Add Dial Group

Group Name

PPP

201

Enhanced Ring Groups

IVR

STEP 22

Click on Operation times

Custom ringtone:

Replace Caller ID:

Call Rating Extension:  Please Select ...

Local destinations PBD skip: ~ Yes No Not Set
e original Caller ID for external calls:  Yes No Not Set
[ (o] Operation times ]
r:cording
Record calls:  Yes No Not Set
Silent:  Yes No Not Set
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https://blucom2.yourbluewave.com/?app=pbxware&t=enhanced_ring_groups&v=dial_ring_groups&server=45
https://blucom2.yourbluewave.com/?app=pbxware&t=enhanced_ring_groups&v=dial_ring_groups:edit&id=8116&server=45&orderby=ext&ordertype=

Click on Add Time Range

Date From

Mar 02 2023 =

Mar 20 2023 £

Mar202023 £

Greeting

None

Date To

Mar 02 2023

Mar 20 2023

Mar 20 2023

Name your Closure in Description

B

Default Destination

Closed Dates:

Description

Thursday Closure

Monday Closure

Monday Closure

Custom Destinations:

Destination

Open Days:

.

& csVUpload X CSV Download

Destination

1222

1024

1024

o Days

Time From
= 12:00
= 09:00
B 09:00

Time from

.". Download CSV Template

Greeting
None
Date From Date To
Mar022023 &= Mar 02 2023
Mar 202023 &= Mar 20 2023
Mar202023 = Mar 20 2023
Mar 202023 2= Mar 20 2023

Time To

13:00

17:00

17:00

Time tn

Current date: Mar 20 20

Time From

& 12:00

=] 09:00

=] 09:00

=] 00:00

Time from

Time To
13:00
17:00
17:.00

00:00

Time to
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https://blucom2.yourbluewave.com/?app=pbxware&e=&t=enhanced_ring_groups&v=dial_ring_groups:opening_times&aa=8116&noshowheader=1&noshowfooter=1&server=45

STEP 25

Enter the name of the IVR for closure.

Closed Dates:

Description Destination Date From Date To
Thursday Closure 1222 Mar 02 2023 =] Mar 02
Monday Closure 1024 Mar 202023 £ Mar 20
Monday Closure 1024 Mar 20 2023 = Mar 20
Monday Lunch Closure [ 1024] ] Mar 20 2023 = Mar 20

Custom Destinations:

Destination (o] Days

STEP 26

Click on date and select the date

€ March 2023 >

Mo Tu We Th Fr Sa Su Time From Time To
27 28 1 2 3 4 5

& 7 8 9 10 11 12 3 = 12:00 13:00
13 14 15 16 17 18 19
21 22 23 24 25 26 B = 09:00 17:00
27 28 29 30 31 1 2

3 4 5 & 7 8 9 I3 £ 09:00 17:00

[fE

00:00 00:00

[ Mar 202023 £ ] Mar 20 2023
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STEP 27

Select the date
€« March 2023
Mo Tu We Th Fr
27 28 1 2 3
6 7 8 9 10
13 14 15 16 17
B 22 2 23 24
27 28 29 30 31
3 4 5 6 7

Mar 202023 2

STEP 28
Select the to date

Date From

Mar 02 2023
Mar 20 2023
Mar 20 2023

Mar 20 2023

I3

-)

Sa Su

4 5

11 12 B =

18 19

25 26 3 =

1 2

8 9 BB £

Mar202023 &=
€« March 2023
Mo Tu We Th Fr
27 28 1 2 3
6 7 8 9 10
13 14 15 16 17
B) 2 22 23 24
27 28 29 30 31
3 4 5 6 7

[Mar202023 a]

Time From

12:00

09:00

09:00

00:00

Time from

Time

13:

17:

17:

00:

Time To

13:00

17:00

17:00

00:00

Time to
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STEP 29

Click on 20
< March 2023 E)
Date From Mo Tu We Th Fr Sa Su
27 28 1 2 3 4 5
Mar022023 & 6 7 8 9 10 11 12
13 14 15 16 17 18 19
Mar 202023 £ 21 22 23 24 25 26
27 28 29 30 31 1 2
Mar 202023 2 3 4 5 6 7 8 9
Mar 20 2023 &« Mar 20 2023 = 00:00
STEP 30
Select the From Time
What time does it start
m Date To Time From Time To
22023 = Mar 02 2023 & 12:00 13:00
12023 2= Mar 20 2023 & 09:00 17:00
12023 = Mar 20 2023 & 09:00 17:00
12023 = Mar 202023 & ‘oo:oo ‘ 00:00
00 : 00
Time from Time to
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STEP 31
Type the hour

This is in Military time

)23 = Mar 02 2023 - 12:00 13:00
223 = Mar 20 2023 = 09:00 17:00
223 = Mar 20 2023 = 09:00 17:00
)23 = Mar 20 2023 - 12:00 00:00
00
Time from Time to
STEP 32
Click on Time To
This is in Military Time
m Date To Time From Time To
22023 = Mar 02 2023 = 12:00 13:00
2023 £ Mar 20 2023 2 09:00 17:00
) 2023 = Mar 20 2023 = 09:00 17:00
) 2023 = Mar 20 2023 = 12:00 ‘ 00:00 ‘
00 : 00
Time from Time to
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Type "13"

323
323
323

323

il

Mar 02 2023

Mar 20 2023

Mar 20 2023

Mar 20 2023

Double-check your work.

I3

X csvupload

HE

Operation Times

Inherit

Default Destination

Closed Dates:
Description
Thursday Closure
Monday Closure
Monday Closure
Monday Lunch Closure

Custom Destinations:

Destination o

Open Days
Description

9 AM -5 PM

. Csv Download

12:00

09:00

09:00

12:00

Time from

Destination

1222

1024

1024

1024

Days

Days

& Download CSV Template

Date From

Mar 02 2023

Mar 20 2023

Mar 20 2023

Mar 20 2023

13:00

17:00

17:00

Time to

Greeting

None

Date To

Mar 02 2023

] Mar 20 2023

=) Mar 20 2023

Mar 20 2023

Currer

Time From

12:00

09:00

09:00

12:00

Time from

Time from

09:00

00

date: Mar 20 2023 08:14

Time To

Time to

Time to

17.00
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Click on Save

Destination 0] Days
Open Days:
Description Days

9AM -5PM

o=

Click on Close

%)

Current date: Mar 20 2023 08:14 EDT

Greeting

None
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https://blucom2.yourbluewave.com/?app=pbxware&t=enhanced_ring_groups&v=dial_ring_groups:edit&id=8116&server=45&orderby=ext&ordertype=&popup=Lz9hcHA9cGJ4d2FyZSZlPSZ0PWVuaGFuY2VkX3JpbmdfZ3JvdXBzJnY9ZGlhbF9yaW5nX2dyb3VwczpvcGVuaW5nX3RpbWVzJmFhPTgxMTYmbm9zaG93aGVhZGVyPTEmbm9zaG93Zm9vdGVyPTEmc2VydmVyPTQ1

Click on Save

I3

ot Set

ot Set

times

ot Set

ot Set

[ v Save ] = Go back
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https://blucom2.yourbluewave.com/?app=pbxware&t=enhanced_ring_groups&v=dial_ring_groups:edit&id=8116&server=45&orderby=ext&ordertype=&popup=
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