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Access 3CX web-client

1) Login to the 3CX web-client
2) Enter your user extension number or email address and
password

Forgot password?

Login




Access Admin

Q@ Search people or enter number...

Click on the Admin button




Access Call Handling

1) Your web page should have refreshed and taken you to the
Dashboard of the admin client.
2) Click on Call Handling.
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Call Handling

+ Add Ring Group

ch...

+ Add Queue

DayAA (Digital Receptionist)

Night AA (Digital Receptionist)

Holiday AA (Digital Receptionist)

+ Add Digital Receptionist

DEFAULT
DEFAULT

DEFAULT

Destination if no answer

Select the Digital
Receptionist

Click on the Auto Attendant
you would like to edit.

Note: Only select those that end with
(Digital Recptionist).



Record a new prompt

1) Select the desk phone icon to the right of the prompt drop-down

box. ‘
Prompt

Format WAV (PCM, & kHz, 16 bit, Mono, max size: 10ME)

2) Enter the name of the new recording but be sure to leave the “.wav” at the end of the

file name.
3) Select the user extension that will be doing the recording and press ok.

Record Media Prompt File X

Enter a file name for your new prompt and the extension number of your
phone to record a new audio prompt. Note: To see new file in the list refresh

page after recording.

Enter a file name to record a new audio prompt.

ITest Example.way I

Extension

91 Test, Avatel -



Perform the recording

Recording Your Voicemail Greeting

The system will call the extension you selected. Answer the call and follow the prompts to record your
message. After recording your greeting, press the # key to finish the recording.

The system will then provide the following options:
Press 0 to save the recording.
Press 1 to repeat the recording and record a new greeting.
Press 2 to listen to your recording and verify that it is accurate.

Important: Do not hang up before pressing 0 to save your recording. Wait until you hear the system confirm that your message has
been saved. Once you hear the confirmation, you may hang up to end the call.



Select the new prompt

1) Refresh your browser

2) Click on the prompt drop down box.

3) Select your new recording from the list.

4) After selection, click on the blue save icon at the top of the page.
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