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Set Up Guide for AdTrakker 


About This Manual
Thank you for ordering your AdTrakker Voice & Marketing system from FreedomVOICE.

This manual is a step-by-step chronological guide through all of the features of your AdTrakker.

You will want to begin using your AdTrakker Voice System as soon as possible, but please take the time to read this manual and plan the features that you will use. It will save time and possibly some frustration over the long run, and ensure that you make the best use of advanced features of your new AdTrakker toll free number. 

*** Keep in mind that aside from the voice recordings, most of the setup can be done on the Internet via our Web Interface call WebLINK. Instructions for its use are located on pages 9-11. 
What You Need To Begin
· FreedomVOICE AdTrakker Toll Free 800/888/877/866 Number

· Pin Number 

· Touch Tone Telephone

              FreedomVOICE Quick Guide
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What AdTrakker Looks Like 
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To record your Main Menu/Initial greeting:

1. Dial your toll-free number

2. When you hear the recording, press  *(STAR) 2
3. Enter your PIN followed by # (POUND)
4. Press 2 to record your greeting.  This is the first thing your callers will hear when they dial your toll-free number

5. Press any key when you’re done recording

· Press 1 to listen to the recording 
· Press 2 to re-record it 
· Press 3 to save it

To record your mailbox greeting:

1. Dial your toll-free number

2. When you hear the main menu greeting, press *(STAR)81 
3. Enter your PIN followed by # (POUND)

4. Press 5 to enter mailbox setup

5. Press 1 to enter greeting setup and press

· 1 to listen to the existing greeting

· 2 to re-record the greeting

· 3 to save the greeting

· 5 to delete the greeting

· 9 to exit without saving the greeting

Setting Up a List of Extensions

Description: This feature will keep you from cluttering your main menu with too many options. The caller will be able to choose from a list of extensions to go directly to a recording. 

1.   Dial your toll-free number

2.   When you hear the main menu greeting, press 8 *(STAR) 2    (8 * 2) 
3.   Enter your PIN followed by # (POUND)

4.   Press 2 to record your list of extensions
5.   Press any key when finished recording
· 1 to listen to the existing greeting

· 2 to re-record the greeting

· 3 to save the greeting

To record a 3 digit extension greeting:

1. Dial your toll-free number

2. When you hear the recording, dial the extension you’d like to record and then immediately press * (STAR) 2.  (For example, if you’d like to record ext. 101, you would dial 101*2)

3. Enter your PIN followed by # (POUND)

4. Press 2 to record your greeting  

5. Press any key when you’re done recording

· Press 1 to listen to the recording 

· Press 2 to re-record it

· Press 3 to save it

To load an extension’s fax on demand:

1. Load the documents in your Fax Machine

2. From your fax machine, dial your toll-free number

3. When you hear the recording, dial the extension you’d like to input the fax and then immediately press *(STAR) 3.  (For example, if you’d like to load a fax for ext. 101, you would dial 101*3)

4. Enter your PIN followed by #
5. The system will prompt you to press SEND on your fax machine

To retrieve your messages:

1. Dial your toll-free number

2. When you hear the main menu greeting, press * (STAR)1
3. Enter your PIN followed by # (POUND)
4. Press 1 to listen to new messages,

· Press 2 to listen to saved messages 

· Press 3 to listen to deleted messages

5. After listening to a message, you will hear a time/date stamp

6. Press
· 1 to delete
· 2 to save
· 3 to listen to the message again
· 4 to skip to the next message
· 5 to return the call
· 6 to hear date/time
· 7 to hear telephone number of caller
· 0 to place a call
· 9 to return to the previous menu
Changing Your PIN Number

I. How To Change Your PIN Number:
1. Call your FreedomVOICE  toll free number

2. When you hear the main menu greeting, press * (STAR)1
3. Enter your PIN followed by POUND (#)
4. Press 5 to enter mailbox set up
5. Press 2 to Change Your PIN
6. Enter your new PIN
7. Enter your new PIN one more time for confirmation

Setting Up Call-Forwarding 

Description: System places caller on hold whenever they dial a mailbox extension then forwards the call to a designated telephone number.

I. How To Set Up Call-Forwarding:

1. Dial your FreedomVOICE  toll free number

2. When you hear the main menu greeting, press * (STAR) 1 
3. Enter your PIN followed by POUND (#)
4. Press 5 to enter mailbox set up

5. Press 1 to Record a Greeting for the mailbox

6. Press 3 to access Call-Forwarding Set Up
7. Press 6 to Record a Name -(*optional see below for explanation)-

8. Enter Area Code and Telephone number followed by POUND (#)

9. Press 1 to Add the Telephone number

10. Press 2 to Delete the Telephone number

11. The system default is to call-forward 24 hours/7 days a week

· Press 1 to Modify the hours/days calls are forwarded

· Press 2 to Turn call forwarding On/Off for this number

· Press 3 to Change the Order this number is called in

· Press 4 to Delete this number

· Press 9 to Return to the Previous Menu

· Press POUND (#) to Repeat the Options

* Call Announcement- 

· By recording a name the caller will hear this and select the extension of the person they wish to speak to. 

* Call Whisper-

· With this option you will listen to the caller’s name and have the option of accepting the call by:

· Pressing any key and continuing on with the call OR
· Hanging up and having the caller sent to the voicemail of that mailbox.

· Here is an example of call whisper: A caller presses a key to speak to you, they immediately hear “to tell your party who is calling, please state your name after the tone and press any key when finished.”   When you answer the call it will say something like: “you have a call from __ (person calling) __, press any key to accept the call.”  
NOTE:  If you are using both call whisper and call announcement your call will sound something like: “you have a call from __ (person calling) __, for __ (your name) __, press any key to accept the call.

If no one is available to answer the call the system will send the caller to your FreedomVOICE message box (applicable for telephone and cell phones).

NOTE: Immediate Connection- Is the default mode, if no name is recorded in the mailbox, when you answer the forwarded call it is connected immediately and you will have no indication it is a call from your voice system.  

If no one is available to answer the call, the system will send the caller to your telephone or cell phone answering machine.
NOTE: Keep in mind you may NOT enter a toll free number as the number to call forward to.  Since our systems make all its calls out from dedicated toll free lines, it is not possible to call another toll free number.

To Set Up Pager Notification
Description: Your mailbox can page you when a message has been left.

I. How To Set Up Pager Notification:

1. Dial your FreedomVOICE toll free number
      2. When you hear the main menu greeting, press * (STAR)1
      3. Enter your PIN followed by POUND (#)
4. Press 5 to enter mailbox setup
5. Press 5 to access Pager Notification Setup
6. Enter Area Code with Pager Number followed by POUND (#)

7. Press 1 to Add the Pager Number
8. Press 2 to Delete the Pager Number
 
9. The system default is to set the pager notification to On
· Press 1 to Turn the Pager Notification OFF

· Press 2 to Modify the Pager number
· Press 3 to Delete the Pager number
· Press 9 to Return to the Previous Menu

· Press POUND (#) to Repeat the Options

NOTE: This feature may be setup using a cell phone that accepts emails
NOTE: You may NOT enter a toll free number as your pager number.

To Set Up Call Back Notification
Description: Your mailbox can call you when a message has been left.  You may listen to the message then or at a more convenient time. 

I. How To Set Up Call Back Notification:

1. Dial your FreedomVOICE toll free number
2. When you hear the main menu greeting, press * (STAR)1
3. Enter your PIN followed by POUND (#)

4. Press 5 to enter mailbox setup
5. Press 4 to access Call-Back Setup
6. Enter Area Code with Telephone Number followed by POUND (#)

7. Press 1 to Add the telephone number
8. Press 2 to Delete the telephone number
9. The system default is to call-back 24 hours/7 days a week
· Press 1 to Modify the hours/days your calls are forwarded
· Press 2 to Turn Call-Back On/Off for this number

· Press 3 to Change the order this number is called in
· Press 4 to Delete the number
· Press 9 to Return to the previous menu
NOTE: You may not enter a toll free number for your call back notification.

Cardless Calling Card
Description: Accessed from within the mailbox, it allows you to place long distance calls and charge them to your FreedomVOICE system, as opposed to a calling card/credit card.

I.  How to Setup Cardless Calling Card:

1. Dial your FreedomVOICE  toll free number
2. When you hear the main menu greeting, press * (STAR)1
3. Enter your PIN followed by POUND (#)
4. Press 0
5. Enter Area Code and Telephone number you wish to call

6. Press POUND (#) to return to the previous menu once call is completed 

NOTE: You may also use the Cardless Calling Card feature while listening to messages by pressing 0, following steps 5 and 6.

NOTE: If line is busy or does not answer you will automatically be sent to the previous menu. 

NOTE: You may not dial out to a toll free number.

WebLINK
How to add call forwarding / “live call transfer” number
1. Log onto your account on www.FreedomVOICE.com
2. Click on your mailbox.
3. Click on Numbers

4. Click on Add Forwarding Number
5. Enter a number where it says “Number”

6. Click Update Changes


NOTE: You may click Add Call Time to select the days and times you would like to have call’s forwarded

· How to add call back number

1. Log onto your account on www.FreedomVOICE.com
2. Click on your mailbox
3. Click on Numbers

4. Click on Call-back Number
5. Enter a number where it says “Number”

6. Click Update Changes

NOTE: You may click Add Call Time to select the days and times you would like to have          messages sent to a telephone number 

· How to add paging number

1. Log onto your account on www.FreedomVOICE.com
2. Click on your mailbox
3. Click on Numbers

4. Click on Add Paging Number
5. Enter a number where it says “Number”

Click Update Changes
· How to change your PIN Number 

1. Log onto your account on www.FreedomVOICE.com
2. Click on your mailbox
3. Click on Properties 

4. Highlight the location where your original PIN number 


is listed in “Pin number”  

5. Enter the new PIN number you would like for this particular 

      mailbox

6. Click on the “Submit Query” button

· How to change your email address 
1. Log onto your account on www.FreedomVOICE.com
2. Click on your mailbox
3. Click on Properties 

4. Highlight the location where your default email is 


listed in “Email addresses”  

5. Place the Email address(s) you would you’re your 

      messages sent

6. Click on the “Submit Query” button
· How to change your time zone
1. Log onto your account on www.FreedomVOICE.com
2. Click on your mailbox
3. Click on Properties 

4. Click on the scroll arrow to the right of the default time 

            zone 

5.  Click on the “Submit Query” button 

· How to setup your email delivery options
1. Log onto your account on www.FreedomVOICE.com
2. Click on your mailbox
3. Click on Properties 


4.   Click on the appropriate button below “Delivery  

            Options”

5.  Click on the “Submit Query” button

· How to setup fax forward

1. Log onto your account on www.FreedomVOICE.com
2. Click on your mailbox
3. Click on Properties 

4. Enter your Fax number where it say “Fax Forward 
      Number”

5. Click the Yes option next to Fax Forward

6. Click on the “Submit Query” button

· How to setup Whisper

1. Log onto your account on www.FreedomVOICE.com
2. Click on your mailbox
3. Click on Properties 

4. Click on the Yes option next to Whisper

5. Click on the “Submit Query” button

NOTE: Addition instructions can be found by clicking on the hyperlink of: Pin number, Email addresses, Time Zone, Delivery Options, Fax Forward, and Whisper

. Voice Blaster
Description: Allows you to send voice messages via email or phone using the web interface.

Setting up your Name for VoiceBlaster

Call your FreedomVOICE toll free number

                          When you hear the main menu greeting, press * (STAR) 1
Enter your PIN followed by POUND (#)
Press 5 to access mailbox setup

Press 6 to record a name

Press any key when finished
NOTE: The name is what will be announced when a call comes through; if no name is recorded you will NOT be able to choose this mailbox as a VoiceBlaster option.

Loading Fax Documents for VoiceBlaster

Place the documents you would like faxed into the fax machine.

Call your FreedomVOICE toll free number from your fax machine.

Press STAR (*) followed by 3 to load the fax into the main menu.

Enter your PIN followed by POUND (#)
When instructed by the system press START on your fax machine and hang up the phone. 
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Main System Greeting – “Thank you for calling…please dial the extension listed on your advertisement now or dial 6 for a fax about our company, 7 to speak to a representative, or leave a message after the tone…
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System asks for fax number and faxes information out to caller.
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Caller is brought to a mailbox where they will be forwarded if a  forwarding number is present or will be able to leave voicemail. 





Mirrored  Extensions. 
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Shortcut to mailbox 
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Extension Options


These choices are true for any recording in a 3 digit extension:





0		    		        6		             7		 8		9	         #				








