Step 1: Choose Busy Day Overflow

Use this option when your team is busy and calls need to be routed to the right person.

o Receptionist type _ o Business facts

e
@ STEP 1 E

What should your receptionist help with today?

Choose the main job for today. We'll fine-tune the details and call script next. Whﬂt tﬂ' dﬂ' on thlS page

b

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

o Select Busy Day Overflow

Take Messages Most populas Arrange Callbacks Available
MSG : . CALL
Capture caller details and messages and send them straight to you. Capture callback requests, preferred times and urgency.
This cover type routes the
caller to the right person or
department
Book Appointments Avadlable Open Day / Event Cover Available
BOOK EVENT
Collect appointment requests and pass the details to you clearly. Handle one-day event enquiries and attendee questions. o Chck Next tg add }.FCJUI'
{’.‘:hnasn‘a routing contacts and
this option

business facts

i A

Busy Day Overflow Availabie
BUSY @
Route and alert the right person when your team is busy.
."f . x, [ \
Busy Day Overflow is selected. Now click Next to add the business facts for this call type. : ™ Sgyr”
Business facts saved. Review them if needed, then use the main Next button to move to speech. T

{ Then click Next J

o Best for busy teams, lunch cover, staff shortages, and overflow calls.



Step 2: Check Your Business Facts

These details are carried over from your login / account creation page. You can change them here if needed.

o Receptionist type e Business facts 3 5Speech 4  Activate

@ STEP 2

Step 2: Business facts

Answer one guestion 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

BUSY Busy Day Overflow

The questions change based on the cover type you selected.

HELPER

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

b heislp,
QUESTION 1 OF 10 REQUIRED v Facts captured so far

F

Business name

Business name

'EEEﬁn_n: Eusinﬂgs_ faﬂtﬁ Eﬂstﬂiﬂ.ﬂ H'I::II'T'IE SET '&riC'E'E
' ™ What type of business is this?
Alrea dﬁl' filled | ' Eastgate Home Services Property maintenance company
in from account
Business website URL
setup F bob
\_ J, : v, bob.com
: 5MS notification number

4 o : Q7999231110

| You can edit |___”:

| this if needed | Email address for call summariss

y, thomas@frontline-ai.co.uk

Business hours
Monday to Friday: 5:00 AM to 5:00 PM, Saturday to Sunday:

L Then click Next

Business facts saved. Review them if needed, then use the main Mext button to m

Q‘ Tip: most of this page is pre-filled from your account, so you only need to change anything that is different for this cover.

What to do on this page

Review the business
details already filled in

These are carried over
from your account
setup

Change anything here
if you want different
details for this
receptionist setup



Step 2: Add Your Business Description

This short description tells the receptionist what kind of business you run. Keep it simple and clear.

o Receptionist type | o Business facts 3 Speech 4  Activate

® 5TEP 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

susy  Busy Day Overflow

The questions change based on the cover type you selected. HELPER

Ask me anything about this setup Field, | will
e ol fadechad ol Typse A Slved ansvwers

to help
o QUESTION 2 OF 10 REQUIRED v Facts captured so far
_ renee, What to do on this page
Required field +  What type of business is this? Business name =
- - Eastgate Home Services
. Section: Business facts
e '..’. What type of business is this? o Enter a short
, Prope [ e Teln]
Use a short > Property maintenance company . description of your
plain-English A Business website URL business
description ' www.bob.com
: Y. DR SIS O, S,
= : 5MS notification number
' 07999231110 i
e ’ This helps the
Example: Email address for call summaries re CEptEDniEt
Property thomas@frontline-ai.co.uk
maintenance understand what
Business hours I d
COTnEENTY Monday to Friday: 9200 AM to 5:00 PM. Saturday to Sunday: ™ callers nee
Back “ Dashboard Keep it simple - you
can refine other
Business fact saved. L Then click Next details later

Tip: write this like a simple one-line description someone could understand instantly.




.

Step 2: Add Your Business Website

If your business has a website, add it here, This helps the receptionist use your website details during calls.

o Receptionist type | o Business facts 3 Speech d Activate
I Iy

® STEFP 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

gusy  Busy Day Overflow HELPER
The questions change based on the cover type you selected. Atk rre arvytheng about this setup Beld. | will
use your selected call type and saved anwwers
to halp,
QUESTION 3 OF 10 OPTIONAL + Facts I:EP'L"LIFEI:' so far
Optionalfield —J) Business website URL i 2
Section: Business facts Eastgate Home Services
Add your main What type of business is this?
business website | www.bob.com Property maintenance company
Business website URL
Leave this blank ;’ www bob.com
#
if you do not have | -- SMS notification number
awebsite 07999231110

Email address for call summaries

Example: thomas@frontline-ai.co.uk

! WW.‘;’DUI’"JUS!HESS,CGH'I I Business hours

g

Monday to Friday: $:00 AM to 5:00 PM, Saturday to Sunday %

Back MNext Dashboard

?

Then click Next

Business fact saved.

'Q Tip: add the main website callers should be sent to — you can update it later.

What to do on this page

Enter your business
website if you have one

o This helps the
receptionist refer to
your website during calls

If you do not have

a website, you can
leave this blank



- )
o Add the email

address for call

summaries
N / XXX @ XXHXKHXXKX. XX
y ™ ‘
o Use an email To make sure you receive your call summaries,
you check —» add hello@onedayreceptidgnist.com to your safe senders list.
regularly
\ vy

-
o Email masked

here for privacyj

Step 2: Add Your Call Summary Email

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

I
o Receptionist type .

b

o Business facts

-\-\H‘\I
|

>

® 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

BUSY Busy Day Overflow

The questions change based on the cover type you selected.

QUESTION 5 OF 10

Email address for call summaries

Section: Business facts

Back

REQUIRED

v Facts captured so far

Business name
Eastgate Home Services

What type of business is this?
Property maintenance company

Business website URL
www. bob.com

SMS notification number
07999231110

Email address for call summaries
3 SO K000 XX

Business hours
Monday to Friday: 9:00 AM to 5:00 PM. Saturday to Sunda:

Dashboard

[ Then click Next j

@ Tip: use the best email for receiving call summaries and missed call updates.

k

-

What to do on this page

o Enter the email address
for call summaries

o This is where your

receptionist updates
will be sent

9 Use an address you
monitor regularly

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



Step 2: Set Up Overflow Routing and Alerts

Busy Day Overflow asks what the caller needs, routes the issue to the right person or department, and alerts them.

& 5TEP 2

Step 2: Business facts

Answier one guestion ats a time. These facts tell the receptionest what €t can rely on during calls

How routing works

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

0D o Add one route
£ for each person

or department \

®) e Include person

) name and
department

>

=

% 9 Add the alert
phone and
>4

email

E__l o Describe what

each department
handles

oy 3 e Al uses these
Al E

LI

Lid

B duties to choose
the best route

%

=

SELECTED COVER TYPL

susy  Busy Day Qverflow

The questhons change based on the cover type you selected

QUESTION 7 OF 10 RECUIRED
Overflow routing and alerts
Section: Busy Day Creerflow facts
Busy Doy Overflow asks what the caller needs, routes the ssue to the
right person or department, and alerts them
PERSON DEPARTMCMNTY
Sarah Milton Sales
ALERT PHOMNE ALERT EMAIL
« 4791 25456 sabruBexample.com
DEFARTMENT DUTIES
Hew enquiries, quotes, pricing questions, service information
1Lk sles Remowe routs

PERSON DEPARTMENT
David Clarke Operations

ALERT PHOME ALERT EMAIL
A TIFILIIASE opLEempln com

DEPARTMENT DUTIES

Exiating customans, delivery Haues, supplier calls, job updates

Remawe route

1D opeerations
PE RSO DEPARTMEMNT
Dty f‘-"-II'I-I.!.H' Lhrpent issues
ALERT PHOME ALERT EMAIL
w0 23458 mianaperSexamphs. com

DEPARTMENT DUTIES

Comiplaints, same-day problems, urgent customer isswes

1D urgent_issues Remaove route

4 Add another reute

*

J  Facts captured so far

s e v

Eastgate Home Serviges

What type of business is this?
Froperty maintenance company

Buziness website URL

waank bobooom

SMS notification number
Oreee2aiiio

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

Business hours
Monday to Fraday: 9:00 AM to 5:00 PM. Saturday to Sunday
Closed

HELPER

Ak e amything abowt this setug feld, 1will
use your selected call type and saved answers
1o il

Meed help wath thes question Enplain

@ Tip: Create one clear route per team. The better the duties are described, the better the Al can direct the caller.

q 3 o Caller explains

the issue

9 Al matches the
issue to the

&

best route

Q e The right person

or department
is alerted

: o If needed, the

receptionist says
whether a callback
or message has
been passed on

Examples:

Sales for quotes,
QOperations for
existing customer
issues, Duty Manager
for urgent complaints.



® STEP 2

Business facts — Routing and alerts

Tell your receptionist who to alert and what to promise callers for follow-up.

@ What you're setting u
- y g up
Busy Day Overflow routes each call to the

right person or department based on the
caller's needs and alerts them by phone
and email.

o Add your team or departments

List the people or departments you want calls
routed to. Add their phone, email, and what
they handle.

o How routing works

When a call comes in, the Al receptionist listens
to the caller and sends the enquiry to the most
relevant person based on the duties you set.

You can add, edit or remove routes anytime

from your dashboard.

o Set the follow-up promise

Choose what we should tell callers about
follow-up. This is included in the closing
message.

o Stay informed

The right person is alerted by phone (SMS/Call
alert) and email with the full call details.

¢ Tip
Be clear in Department duties so calls are
routed accurately.

SELECTED COVER TYPE

gusy  Busy Day Overflow

The questions change based on the cover type you selected.

QUESTION 9 OF 10

What follow-up should callers be promised?

Section: Busy Day Overflow facts

Someone will call back as soon as possible.

Overflow routes - Who should be alerted?

Add the people or departments you want enquiries routed to and alerted.

o FERSON

Sarah Milton Lales

DEFARTMENT ALERT PHONE

DEFARTMEMNT DUTIES

MNew enquiries, guotes, pricing questions, service information

1D: sales

o PERSON DEPARTMENT ALERT PHONE
David Clarke Operations +447999123456
DEPARTMENT DUTIES

Existing customers, delivery issues, supplier calls, job updates

10: operations

o PERSON DEPARTMENT ALERT PHONE
Duty Manager Urgent issues +447999123456
DEPARTMENT DUTIES

Complaints, same-day problems, urgent customer issues

10: urgent_issues

@ Add another route

v Business fact saved. Use Next to continue to Speech.

+447999123456

REQUIRED

ALERT EMAIL

sales@example.com

Remove route

ALERT EMAIL

opsirexample.com

Remowve route

ALERT EMAIL

managerSexample.corm

Remove route

v Facts captured so far

Business name
Eastgate Home Services

What type of business is this?
Property maintenance company

Business website URL

www. bab.cam

SMS notification number
07999231110

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

Business hours

Monday to Friday: 3:00 AM to 5:00 PM.

Saturday to Sunday: Closed

Dashboard

HELPER

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

Meed help with this question? m
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One Day

Receptionist

Write a short
opening greeting

This is what
callers hear when
the receptionist
answers

Write a simple
closing message

This is spoken
before the call
ends

Step 3: Set Your Opening and Closing Speech

Choose what callers hear when the receptionist answers and when the call ends.

L L
Dsier s Opening and closing speech
What to do on this page
Set the first and last things callers hear. Keep it short
and natural. SRRt S
1 Addyour
Opening greeting ‘ ‘ Receptionist voice opening greeting
Preview greeting
This is spoken when the receptionist answers. @
FEMALE ﬂ
P 2 Addyour
—p Hello, thanks for calling Eastgate Home Services. The team are k) clasing message
— currently busy. | can help with basic questions and route your call ) MALE e Ehasis e
to the right person. How can | help today? i receptionist voice
- 3  Choose female
or male voice
— Closing message
Preview closing -

—= , S _ 4  Preview and save
o Preview each

This is spoken before the call ends, :
message before to continue
/, Thanks for calling. | will pass this on. Goodbye. saving
: v
v

o Then click Save speech & continue

Q Tip: Keep both messages short, natural and easy to understand.



o Write a short

opening greeting

Step 4: Set Your Opening and Closing Speech

Choose what callers hear when the receptionist answers and when the call ends.

T

9 This is what callers

hear when the
receptionist

answers

9 Write a simple
closing message

'° This is spoken
before the
call ends

L >

>

bt

& STEP 4

rid natural,

Set the first and last things callers hear. Eeep it short

Step 3 of 5

Opening greeting Receptionist voice

Preview presting
This is spoken when the receptionist answers., =
) ® FEMALE
Hello, thanks for calling Eastgate Home Services. The team are
currently busy. | can help with basic questions and route your call MALE

to the right person. How can | help today?

Closing message

This is spoken before the call ends.

. o Preview each

Thanks for calling. | will pass this on. Goodbye.

saving

Back Dashboard

o Then click

Save speech & continue

i
@ Tip' Keep both messages short, natural and easy to understand.

message before

Opening and closing speech

9 Choose the
4= receptionist voice

©

©

&)

=)

28

What to do
on this page

Add your
opening greeting

Add your

closing message

Choose female
or male voice

Preview and save

to continue



Step 5: Activate Your Receptionist

Review the setup, pay securely, and go live.

o Busziness facts

o Receptionist type

Psar s Activate your receptionist

Review the setup, pay securely, then your temporary

o Check your

setup summary

—p receptionist number will be assigned after payment

Ready to go live

Your receptionist setup is saved, Payment activates the service

and starts the number assignment process.

o Review the Receptionist type Take Messages
receptionist type,
business and voice Business Eastgate Home Services
Voice Female voice
Status Ready to activate

ACTIVATION PRICE

£50 for 24 hours

o Review the

activation price

o Speech o- Activate

Final step

What happens next

 Secure Stripe payment opens in a new checkout

pape

W After payment, a temporary receptionist

number 15 assipned.

W You forward calls to that numiber for the active

cover penod

o Wour setup is saved 5o it can be reused Later

Youir setup is .=
"‘— o P -

What happens next

Your temporary
receptionist
number is
assigned after

payment

- =

can reuse it later

a Then click

C2

o Tip: Double-check the summary before payment, then click Activate now to go live.

Secure Stripe
payment opens

You'll be taken to a secure
Stripe checkout page

to complete payment.

Your temporary
receptionist number
is assigned

You'll receive a temporary

number after payment.

Forward your calls
to that number

Forward your business
calls to the number for

the active cover period.

Your saved setup
can be reused later

Your settings are saved
50 YOU can reactivate

or adjust them anytime.



