Step 1: Choose Arrange Callbacks

Select this option when callers need a callback request captured and passed to your team.

i

o Receptionist type 2  Baminess facls 3 Speech
L P

® STEP1

4 Activate

What should your receptionist help with today?

Choose the main job for today. We'll fine-tune the details and call script next.

o Arrange Callbacks

Select this when Take Messages Most popular
callers need a callhac k \\) Capture caller details and messages and send them straight to youw.
arranged.
Book Appointments Avadable
BOOK

Collect appointment requests and pass the details to you clearly.

o Selection confirmed

; ' Busy Day Overflow Bradabie
Check this confirms BUSY y Day

Arrang&:- Callbacks Route and alert the right person when your team is busy,

is selected. \

@ This setup is mobile-friendly. Short answers are fine - you can edit them before activation,

#
Arrange Callbacks Avallable
CALL ®
Capture callback requests, preferred times and urgency.
pN
Open Day / Event Cover Avaitable
EVENT

Handle one-day event enquiries and attendee questions,

( Arrange Callbacks is selected. Mow click Next to add the business facts for this call type.

@ Tip: choose Arrange Callbacks when the aim is to collect callback details, not to book or confirm an appointment.

Back

Then click Next

What to do on this page

Select Arrange
Callbacks

o Check the

confirmation

message

ETE LT TR R TR TRy

the business facts



Step 2: Add Your Business Name

Enter the business name you want the receptionist to use when speaking to callers.

o Receptionist type o Business facts e Speech 4  Activate

® STEP2

Step 2: Business facts

Answer one question at a time. These facts tell the receptionist what it can rely on during calls.

® Anzwer the essentials now. You can refine the wording before going live,

o Required field What to do on this page

SELECTED COVER TYPE

HELPER
Business name is CALL Arrange Callbacks £ i i e
Sh e ArvyiParg & Thas setup Pl | v
f . The questions chanpge based on the cover type you selected ! ; H
required for this setup. e T e e s yous selected cll yps and swved answers o Enter or review the
to hadp
business name
QUESTION 1 OF 10 REQUIRED v Facts captured so far
Business name Bkt e - S e i S S e
o El‘lt&l’ }Fﬂl.ll' Sact e Biish fadls Clearview Windows & Doors
bu Ein ess name What type of business is this?
Clearview Windows & Doors Double glazing / windows and doors installes :
—> Check the name is
USE thE" name }Fﬂu Business website URL S 'E”'Ed Cﬂrl’E‘Cﬂ
want the receptionist wwew.windows.com P y
to say to callers. SMS notification number

Q7999231110

Email address for call summaries
thomas@fraontline-ai.co.uk

Click Mext to

continue

Reason for cover

o Then click Next staff holiday ]

Continue to the next

MNeed holp wath

=
J
r
g

business fact.

Back Dashboard

Speech saved. Review activation and payment next.

Tip: use the exact business name you want callers to hear, including any trading name if needed.




Step 2: Add Your Business Type

Tell the receptionist what kind of business you run.

a Receptionist type _ o Business facts o Speech 4 Activate

® S5STEP 2

Step 2: Business facts

Answer one question at a time. These facts tell the receptionist what it can rely on during calls.

® Answer the essentials now. You can refine the wording before going live.

SELECTED COVER TYPE

Arrange Callbacks

f,
o Business type

Enter a short
plain-English
description of the
business. Example:
Double glazing and
windows installer.

CALL
The questions change based on the cover type you selected.
~
QUESTION 2 OF 10 REQUIRED +  Facts captured so far
What type of business is this? Business name £

Clearview Windows & Doors
Section: Business facts
What type of business is this?

: . i Double glazing J/ windows and doors installer
Double glazing / windows and doors installer
Business website URL

WAL IR oW com

SMS notification number
07999231110

-
o Next

Press Next after
completing
this field.

Email address for call summaries

thomas@frontline-ai.co.uk

Reason for cover

What to do on this page

o Enter the type of
business.

o Check it is clear and
accurate.

o Click Next.

HELPER

Ask me anything about this setup field.
| will use your selected call type and
saved answers to help.

Need help with this question? m
Business fact saved.

@ Tip: keep this short and clear so the receptionist understands what callers are asking about.



i
o Business type

Enter a short
plain-English
description of
the business.

Example:
Double glazing and
windows installer.

e
@ Tip: keep this short and clear so the receptionist understands what callers are asking about.

=

== Double glazing / windows and doors installer

Step 2: Add Your Business Type

Tell the receptionist what kind of business you run.

i )
o Receptionist type | o Business facts o Speech 4  Activate
§

e 7

@ STEP 2

Step 2: Business facts

Answer one question at a time. These facts tell the receptionist what it can rely on during calls.

® Answer the essentials now. You can refine the wording before going live.

SELECTED COVER TYPE

CALL Arrange Callbacks

The guestions change based on the cover type you selected.

QUESTION 2 OF 10 OPTIONAL + Facts captured so far

What type of business is this? Business name

X _ Clearview Windows & Doors
Section: Business facts

What type of business is this?
Double glazing / windows and doors installer

Business website URL
wwwwindows.com

SMS notification number
07999231110

Email address for call summaries
thomas@frontline-ai.co.uk

Reason for cover
staff holiday

Back Dashbeoard

Business fact saved.

\
( - |
ext

! Press Next after completing this field. J

.

b

What to do on this page

o Enter the type
of business.

o Check it is clear
and accurate.

o Click Next.

HELPER

Ask me anything about this setup field.
| will use your selected call type and
saved answers to help.

MNeed help with this question? m



-

o SMS notification
number

Enter the mobile
number you want to
receive SMS updates
on.

N

S

-
o Next

Press MNext after
completing this field.

Step 2: Add Your SMS Notification Number

@ STEP 2

Step 2: Business facts

Answer one question at a time. These facts tell the receptionist what it can rely on during calls.

® Answer the essentials now. You can refine the wording before going live.

SELECTED COVER TYPE
CALL

The questions change based on the cover type you selected.

QUESTIOM 4 OF 10

SMS notification number

Saction: Business facts

B (7999231110

Arrange Callbacks

OPTIOMAL

A

Back

Business fact saved.

» Facts captured so far

Business name

Enter the mobile number where you want SMS updates sent.

4 Actrvate

What to do on this page

HELPEH

Ask me anything about this setup field. |will

use your sebected call type and saved answers
== € cnterthesms
notification number.

]

Clearview Windows & Doors

What type of business is this? e Check it is correct.

Double glazing [ windows and doors installer

Busingss website URL

VAN REIOME. COMm

S5MS notification number

07999231110

o Click Next.

Email address for call summaries

thomas@frontline-al.co.uk

Reason for cover
staff holiday

HELPER

o Ask me anything about this setup field.
| will use your selected call type and
saved answers to help.

Meed help with this question? m

Dashboard

Need help with this question? m

@ Tip: use a mobile number that can receive text updates about calls and callback requests.



—
o Email address

Enter the email
address where
you want call

summaries sent.

_\1\'

-

II.H'
o MNext

Press Next after
entering your
email address.

Tip: Use an email you check regularly so you never miss important call summaries.
o

Step 2: Add Your Call Summary Email

Enter the email address where you want your call summaries sent.

-
o Receptionist type | o Business facts o
~

A

® STEP 2

Step 2: Business facts

Speach 4  Activate

Answer one question af & time. These facts tell the receptionist what it can rely on during calls.

® Answer the essentials now. You can refine the wording before going live.

SELECTED COVER TYPE

Fihe Arrange Callbacks
The questions change based on the cover type you selected.
QUESTION 5 OF 10 REQUIRED

Email address for call summaries

Section: Business facts

SN

thomas@frontline-ai.co.uk

Te make sure you receive your call summaries, add
hello@onedayreceptionist.com to your safe senders list.

+ Facts captured so far

Business name
Claarview Windows & Doors

What type of business is this?
Double glazing / windews and doors installer

Business website URL

www. windows.com

SMS notification number
07999231110

Email address for call summaries
themas@frontline-ai.co.uk

Reason for cover
staff holiday

Business fact saved.

[ J

What to do on this page

o Enter the email address

for call summaries.

o Check it is clear and
accurate.

o Click Next.

HELPER

Ask me anything about this setup field.
| will use your selected call type and

saved answers to help.

MNeed help with this question?



Step 2: Add Your Reason for Cover

Tell the receptionist why you need call cover.
o Receptionist type :ﬁ e Business facts 1| o Speech 4  Activate

@ STEP 2

Step 2: Business facts

Acly the receptionist win a time. These facts tell the receptionist what it can rely on during calls.

@ Answer the essentials now. You can refine the wording before going live.

What to do on this page

SELECTED COVER TYPE

Arrange Callbacks
CALL o Enter the reason

The questions change based on the cover type you selected.

for cover.
o ™
o Reason for cover
QUESTION & OF 10 REQUIRED + Facts captured so far
Tell the receptionist ‘ N e Check it is clear
Wi nesd Reason for cover TR
Clearview Windows & Doors and accurate.
call cover. Section: Business facts
Be short and clear. What type of business is this?
.\‘, Double glazing / windows and doors installer
Example: staff holiday _
. Business website URL o Click Next.
Staff holiday. _
whanw windows.com
. A
SMS notification number
i A 07999231110
9 Next HELPER
Email address for call summaries " : -
Press Next after thomas@foritine-al.cank Ask me anything about this setup field.
completing | will use your selected call type and
Reason for cover
. saved answers to help.
this field. staff holiday vi 5
M o

Need help with this question? m

Business fact saved.

@ Tip: Keep this short and clear so the receptionist understands why you need cover.



Step 2: Add Your Business Hours

Tell the receptionist when your business is open.

° Receptionist type o Business facts o Speech 4  Activate

@ STEP 2

Step 2: Business facts

Answer one question at a time. These facts tell the receptionist what it can rely on during calls.

# Answer the essentials now. You can refine the wording before going live.

What to do on this page

SELECTED COVER TYPE

CALL Arrange Callbacks

o Set your business hours
for each day.

The questions change based on the cover type you selected.

- ~
o Business hours
QUESTION 7 OF 10 REQUIRED + Facts captur&d so far
Set when your o Ch ;
. eck the times are
business is open Business hours Business name -
for each day. Section: Busingss facts Clearview Windows & Doors correct End up to datE‘-
What type of business is this?
- i STATUS Double glazi ind d doars install
Elnaatl andicditha glazing / windows and doors installer
: i o v Click Next
start and end times. | P Business website URL -
\. J www.windows.com
z 3 START END
SMS notification number
9:00 AM v 5:00 PM v
07999231110
" ™~ S TATiIS Email address for call summaries HELPER
thomas@frontline-ai.co.uk ) _
o Next TUESDAY " @ . Ask me anything about this setup field.
&n hd
s B i e Reason for cover | will use your selected call type and
ress Next atter :
completing your
: 9:00 AM v 5:00 PM v b
business hours.

Back “ Dashboard Need help with this question? m

Business fact saved.

e Tip: Keeping your hours up to date helps the receptionist give callers the right information.



-

© who will call
people back?

Enter who should
return callback
requests. Example:
the sales team.

~

. v
;- ~
o Next
Press Next after
completing
this field.
. W,

Step 2: Add Who Will Call People Back?

Tell the receptionist who should return callback requests.

ne

o Receptionist type [ o Business facts | 3 Speech 4 Activate

=

® S5TEP 2
.
.
Step 2: Business facts
Answer one question at a time. These facts tell the receptionist what it can rely on during calls.

® Answer the essentials now. You can refine the wording before going live.

SELECTED COVER TYPE
caL.  Arrange Callbacks

The questions change based on the cover type you selected.

QUESTION 8 OF 10 REQUIRED »/ Facts captured so far

Who will call people back? Business name

Clearview Windows & Doors
Section: Arrange Callbacks facts
What type of business is this?

Double glazing / windows and doors installer
the sales team glazing

Business website URL

WWALWINCOWSs .com

SMS notification number
07999231110

Email address for call summaries
thomas@frontline-ai.co.uk

Reason for cover
staff holiday

Business fact saved.

@ Tip: use a clear team or person name so callback requests go to the right place.

b

What to do on this page

o Enter who will call
people back.

o Check it is clear and
accurate.

€) Click Next.

HELPER

Ask me anything about this setup field.
| will use your selected call type and
saved answers to help.

Need help with this question?




Step 2: Set Callback Details

Choose what information the receptionist must collect before a callback is passed on.

® STEP 2

Step 2: Business facts

Answer one guestion at a time. These facts tell the receptionist what it can rely on during calls.

-
o Details needed
before callback

Choose the
information the
receptionist should
collect before the

callback is passed on.

-\._"I

[y

¥,

3
o Required

callback fields

Set the common
item, label and
helper prompt for
each detail, then
mark it required
if needed.

[

@ Tip: only ask for the callback details you really need so the call stays quick and clear.

® Answer the essentials now. You can refine the wording before going live.

SELECTED COVER TYPE

can.  Arrange Callbacks

The questions change based on the cover type you selected.

QUESTION 9 OF 10

REQUIRED

Details needed before callback

Section: Arrange Callbacks facts

COMMOMN ITEM

Caller name L)

HELPER PROMPT

#Aszk for the caller name

COMMON ITEM

Reason for call L

HELPER PROMPT

Ak what the call is about

LABEL

Caller name

REQUIRED

Up Down Delete

LABEL

Reason for call

REQUIRED

Up Down Delete

v Facts captured so far

Business name
Cleariew Windows & Doors

What type of business is this?

Double glazing / windows and doors installer

Business website URL

wiarwindaws. cam

SMS notification number
07999231110

Email address for call summaries

thomas@fronthne-ai.co.uk

Reason for cover
staff holiday

[

What to do on this page

o Add the callback details

you need.

9 Make the labels and

helper prompts clear.

0 Mark important fields

as required.

EXAMPLES

Caller name, reason for call,

preferred callback number, and

best time to call back.

MNeed help with this question?

Explain



Step 2: Add Your Urgent Call Types

Tell the receptionist which calls need urgent attention.

"-\.\'I
o Receptionist type ( o Business facts | o Speech 4  Activate
. -4

® STEP 2

Step 2: Business facts

Answer one question at a time. These facts tell the receptionist what it can rely on during calls.

@ Answer the essentials now. You can refine the wording before going live. What to do on this page
SELECTED COVER TYPE . h f "
CALL Arrange Callbacks o List the types of calls

that are urgent.

The questions change based on the cover type you salected.

4 ™
Urgent call types QUESTION 10 OF 10 OPTIONAL + Facts captured so far .y
o = o Check it is clear
List the types of calls Which callbacks are urgent? Biliais s - and complete.
that should be treated Section: Arrange Callbacks facts Clearview Windows & Doors
t.
o \ What type of business is this?
e L Emergency repairs, urgent installation requests, Double glazing / windows and doors installer o C| |( N
~ ICK INext.
—— customer complaints Business website URL
Emergency repairs, www.windows.com
urgent installation SMS notification number
requests. 07999231110
¢ ;. HELPER
Email address for call summaries ] .
dorasdtontliisaicomk Ask me anything about this setup field.
| will use your selected call type and
Reason for cover . saved answers to help.
staff holiday
Back Dashboard
MNeed help with this question? m
Business fact saved.
Q -

Press Next after completing this field.

o Tip: Be specific about urgent call types so the receptionist knows what needs immediate attention.



Ill_,.v"'
o Review saved facts

"'\II

Click Review business
facts to check or
edit your answers.

Do this if anything

N

looks wrong.
»
@ E
0

Click Next when

you are happy

with your facts.

_/

Step 2: Review Your Business Facts

Check your answers and move to speech when you're ready.

Foa Y
o Receptionist type I“x o Business facts | o Speech 4  Activate
SISl =

® STEP 2

Step 2: Business facts

Answer one question at a time. These facts tell the receptionist what it can rely on during calls.

® Answer the essentials now. You can refine the wording before going live.

SELECTED COVER TYPE
car.  Arrange Callbacks

The questions change based on the cover type you selected.

+"  Facts captured so far

€) Business facts saved

Business name
Your business facts are saved. Use Review business facts Clearview Windows & Doors

to check your answers, or use the main Next button
What type of business is this?

below to move to speech. i ; .
Double glazing / windows and doors installer

Reviow bizsiness facks Business website URL
www.windows.com

SMS notification number
07999231110

Email address for call summaries

thomas@frontline-ai.co.uk

Reason for cover
staff holiday

Back MNext Dashboard

Business facts saved. Review them if needed, then use the main Next button to move to speech.

What to do on this page

o Review your saved facts
to check or edit any
answers.

o Click Next when your
facts are correct.

o You'll move to speech
on the next page.

HELPER

Your business facts are saved. Review
them if anything looks wrong, then use
the main Next button below to move
to speech.

Meed help with this question? m

@ Tip: Double-check your facts now so the receptionist has the right information when answering calls.



b,

.-.--.
o Opening greeting

Write a short,
friendly greeting
that callers will
hear first.

Be natural

and welcoming.
Preview it to
check how it

sounds.

."'.-.
e Closing message

Write a polite
closing that
reassures callers
their request has
been handled.
Preview it before

saving.

Step 4: Opening and Closing Speech

Create a friendly opening and professional closing to start and end the ca

o Receptionist type o Business facts e Speech 4 Activate

& STEP 4

Opening and closing speech

Set the first and last things callers hear.

. Keep it short and natural. St cf S
Opening greeting @ Preview greeting Receptionist voice
This is spoken when the receptionist answers.
o ) FEMALE

Hello, thanks for calling Clearview Windows & Doors. |

The team are currently tied up. I'm here to help with l
= : ' MALE

basic questions and can arrange callbacks.

How can | help you today?

Closing message @ Preview closing

This is spoken before the call ends.

~
A Thanks for calling. | have passed your callback

request to Clearview Windows & Doors,
Goodbye.

*

o Save & continue

Click Save speech & continue

N

when you're happy with your
opening and closing speech.

. vy

o Tip: A warm opening and polite closing leave a great impression with every caller.

What to do on this page

o Write a short opening
greeting that callers
hear first.

e Write a closing message
that plays before
the call ends.

o Preview both to make
sure they sound good.

o Click Save speech &
continue to proceed.

HELPER

Keep both messages short, friendly
and professional. Callers appreciate

natural, clear communication.

Need help with this step? @



Step 5: Activate Your Receptionist

Review your setup and activate your temporary receptionist.

e %
o Receptionist type o Business facts o Speech ( o Activate |

i S

® STEP S

Activate your receptionist
What to do on this page

Review the setup, pay securely, then your temporary

receptionist number will be assigned after payment. Final step o Review your setup details
f- ~ to confirm everything is
o Review setup correct.
£) Ready to go live What happens next
Double-check your
setup details to Your receptionist setup is saved. Payment activates the service - ) _ o Click Activate now and
. h""""'i. ‘:-r‘_: Secure Stripe payment opens in a new
make sure everything and starts the number assignment process. " P ecient page. complete the secure
is correct before
payment.
ctivation. ==t :
L 2 ) Receptionist type Take Messages (/) After payment, a temporary receptionist
) number is assigned.
e After payment, your
Business Clearview Windows & Doors L —
(/) You forward calls to that number for the P y P
active cover period. number will be assigned.
Voice Female voice
' ™
e Activate now () Your setup is saved so it can be o Forward calls to that
Status Ready to activate reused later. .
Pay securely to number to start using

activate your your service.

temporary ACTIVATION PRICE

£50 for 24 hours

Activate now

receptionist and

start the number HELPER
‘ wment - £50 for 24 hours :
assignment 5 _. Once activated, your temporary
dl minutes of Al receptionist call time
process. receptionist is ready to answer calls.

ind networklproviaer

You can reuse this setup anytime

when you need cover.

o Tip: Activating your receptionist is quick and secure. You'll be up and running in minutes.



