
USER GUIDE:
Premium Attendant

HPBX



05.24.2022 ii

USER GUIDE • Premium Attendant

Contents

Overview ...................................................................................................................................................................... 1

Logging In .................................................................................................................................................................. 1

Configuration ............................................................................................................................................................. 1

On/Off .............................................................................................................................................................................1

Initial Setup Suggestion ..........................................................................................................................................1

Announcements ........................................................................................................................................................ 1

Creating New Greetings in the CommPortal ...................................................................................................1

Uploading Announcements ..................................................................................................................................................................2

Record Over the Phone ............................................................................................................................................2

Important Prompts..................................................................................................................................................................................2

Menus ............................................................................................................................................................................ 3

General ............................................................................................................................................................................3

Keys ..................................................................................................................................................................................3

Timeout ...........................................................................................................................................................................3

Schedule .......................................................................................................................................................................4

Special Days ................................................................................................................................................................ 4

Extensions ................................................................................................................................................................... 5



05.24.2022 1

USER GUIDE • Premium Attendant

Overview

A Premium Attendant is a voice product used to offer your incoming callers a list of menu options accompanied 
by an announcement. The menu options and announcement heard can vary based on a schedule if desired.

Logging In

  URL: https://vm.mymetronet.net.

  Login Information:

	 	 	 Number:	_____________________

	 	 	 Password:	____________________

	 	 	 PIN:	____________

Configuration

On/Off

The On/Off control is found on the Main tab of your Premium Attendant CommPortal. Your Easy Attendant must 
be turned ON in order to function. It cannot be turned on until your announcement(s) have been recorded and 
menu(s) have been configured. While	the	Premium	Attendant	is	off,	callers	will	simply	get	a	busy	tone. The 
Premium Attendant does NOT need to be turned off in order to make the majority of modifications to it once live.

Initial	Setup	Suggestion

If you are setting up your configuration for the first time, it will be helpful to start creating your Announcements 
first, then your Menus, lastly your Schedules. You will need to apply Announcements to your Menus and apply 
Menus to your Schedule periods.

Announcements

Each Menu will have an Announcement that plays that instructions your callers to press the various key options. 
Within a Menu, there could be additional Announcements (like directions to your office). They will be created first 
in the CommPortal, and then can be recorded over the phone.

Creating	New	Greetings	in	the	CommPortal

Log in to your Premium Attendant CommPortal and click on the Announcements tab. Click the blue button labeled 
Add	New	Announcement. Choose a name for your new announcement. At this time, you could choose to record 
the new announcement through your computer’s microphone by pressing the red record button or changing the 
dropdown to Upload Announcement if you already have a saved audio file of your announcement. If you want to 
instead record the announcement over the phone, simply hit Add.
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You will notice now that your new announcement appears in the list along with a three-digit number. That number 
is what will be referenced if you choose to record your greetings over the phone.

Uploading Announcements

If you already have an audio file to 
upload, go to the Announcements tab, 
click on the announcement you’d like to 
upload, change the dropdown to Upload 
Announcement, navigate to your file, and 
then click Save.

An uploaded file must be in one of 
the two following formats and be 120 
seconds or shorter:
 •  G711 WAV - 8-bit, ulaw/alaw, 

mono, 8kHz
 •  16-bit PCM WAV - 16-bit, PCM, 

mono, 16kHz

Record	Over	the	Phone

To set up your recorded announcements using a desk phone in your office:
 •  Access the voicemail system from your phone by tapping the envelope or Voicemail softkey. You could 

instead dial *98.
 •  Hit * (or 7 depending on phone configuration) to get the system to prompt to enter the 10-digit phone 

number of your Premium Attendant, followed by #.
 • Enter the PIN for your Premium Attendant, followed by #.

Important Prompts

Press 1: Change the Configuration

  Press 1:  To turn on your Premium Attendant (or off if it is currently on - however, this can also be controlled 
through the CommPortal)

 Press 2:  To edit announcements. You will be prompted to enter the number assigned tot he announcement 
in the CommPortal to record that specific announcement.

 Press 3: Record everyone’s name

   Note: If a user has voicemail, the recording of their name that they record during the initialization 
of their voicemail will be used for the attendant as well. If desired, you can override this recording 
manually using this prompt. This would need to be completed each time you hire a new employee 
so they can be added to the dial by extension or dial by name directory (if utilized).

 Press *:  Get back to the main menu when you’re done with a submenu.
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Menus

Click on the Menus tab. To add a new Menu, click the blue Add	New	Menu button.

General

The first section you will see is the General settings of the Menu. Enter in a 
name for the Menu and select the correct corresponding Announcement in the 
dropdown.

Keys

Then click on the Keys tab. You can select a different thing to happen if your callers press 0-9 as well as # and * 
while in a menu. Options include:
 •  Transfer to Phone
 •  Transfer to Voicemail
 •  Dial by Extension
 •  Dial by Name
 •  Go to Menu (to create nested 

menus (i.e. a menu within 
a menu where you press 
a button and are offered 
another set of options with its 
own announcement)

 •  Return to Previous Menu (only 
used in a “non-main menu”)

 •  Replay Menu
 •  Announcement - Return (will 

play an annoucement and put 
them right back to the menu 
they had been listening to)

Note: Be sure that your menu keys match all of the different options offered in the annoucement assigned to each 
menu. If you change a menu option, you may need to record a new announcement.

Timeout

Timeout can be used to direct calls automatically without requiring the caller to make a selection. If your business 
is using a Premium Attendant as a “Time of Day”, you may see a menu that has no keys configured and simply 
forwards calls to a Multi-Line Hunt Group during business hours.

The default timeout is to simply replay a menu if no input has been 
received within two seconds. To override this behavior, check the 
Override	Timeout	Behavior box. Once checked, you can choose the 
length the system will wait before executing the indicated action. 
Choose from the dropdown what action you would like to happen. The 
options are the same as what you have available for key presses.



05.24.2022 4

USER GUIDE • Premium Attendant

Schedule

You need to set your normal weekly schedule so you 
can offer different menu options and announcements at 
different times during the day. On this screen, you assign 
which Menu is applied to each period. Use the dropdown 
above the calendar to select which Menu should be 
applied during that schedule period.

You can create as many different periods as necessary. 
Common options include Business Hours, Non-Business 
Hours, Lunch, or Weekend period options. Click the 
schedule period on the left and then click individual 
squares or click and drag larger rectangles to mark 
sections of the schedule with that period’s color.

Special	Days

For days when you are going to be out of the office (e.g. holidays), you can click the Special Days calendar 
button on the Schedule tab to mark any days where you are going to be out of the office completely. On the 
days you indicate, the system will not use the regular menu schedule and greeting you have configured, but will 
instead use whatever menu/announcement combination you have set on this Special Days tab (highlighted in the 
image below). Often the Non-Business Hours menu is used for Special Days, but a special menu tied to special 
messaging on an announcement could be appropriate as well.

Tip: If you plan on utilizing the Special Days 
calendar often with different announcements for 
each occation, it is recommended that you create 
a Special Days Menu. Presumably, the keys would 
be programmed exactly the same as your Non-
Business Hours menu. The important distinction 
is that you would be able to assign the specific 
announcement for that upcoming Special Days 
period without having to modify your normal weekly 
programming.

In the event where you are leaving the office for a 
half day, just click the day and apply Special Days as you’re leaving the office. Once you hit OK and then Apply 
on the Schedule tab, your changes will take effect immediately and will stop using the Business Hours menu 
and will switch to using the Non-Business Hours menu. Note: The only way to schedule a partial day in advance 
is to modify your normal weekly schedule. But	be	careful	because	you	would	need	to	remember	to	put	your	
schedule	back	to	the	normal	timeframe	after	that	day.

To scroll through the year, the single arrows to the left and right of the calenars move one moth at a time and the 
double arrows move three months at a time.
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Extensions

If utilizing a Dial by Name or Dial by Extension Directory, you will need to make sure everyone’s extension is 
entered into the Easy Attendant. The system will take that user’s recorded name when they do so during their 
voicemail initialization, or you can override and record names manually. Names can be recorded through the 
configuration TUI over the phone or through the CommPortal. When employees change, make sure names and 
recording are updated.

If you have numbers outside of your business group to which you would like to assign an extension (e.g. a cell 
phone or partner business office), click the Additional Extensions link and add them there.

If there are individuals that you want to exclude from the Dial by Name or Dial by Extension directories, check 
the box to the left of that number and then press the Exclude	Selected button. You’ll see the checkmark in the 
Included? column go away. To include excluded numbers, check the box to the left of that number and then press 
the Include	Selected button.


