​​​​​Introduction to TCNbroadcasting



Welcome to TCNbroadcasting, an intelligent, fully interactive voice broadcasting tool which enables you, the user to deliver any message to any phone, any time. Because TCNbroadcasting utilizes the latest Voice-over Internet Protocol (VOIP) technology, a simple internet connection turns your phone into a powerful communication and marketing tool.   

The entire process of sending a broadcast from the initial “login” to importing your database, sending your message and finally reviewing the broadcast’s results is as easy as sending email. 

TCNbroadcasting Features

Interactive Dial Pad  

Utilize TCNbroadcasting’s fully interactive technology to customize your broadcast.  Interactive Dial Pad Features:

· “1” key allows the recipients to leave the sender voice mail.

· “2” key repeats the message.

· “3”, “4”, “5” and “6” keys can be assigned any meaning by you in your broadcast.
· “7” key flags the number and places the recipient on a “do not call” list. 
· “8” key allows the recipient to make payments through TCN’s automated system.
· “9” key is the magic key which connects the recipient to any personal, business, or call center phone number.

Database Importing

Easily import from any database through TCN’s web-site.

Real-Time Reporting

TCN’s Broadcast Reports page reveals all of the important details regarding the broadcast.

Dual Messaging

The user can record one message to be delivered to live person and a second message to be delivered to answering machines.

Text to Speech

Customize the broadcast by integrating names or other data into a recorded message.

Credit Card and Electronic Capture

The broadcast recipient can elect to make immediate payments through TCN’s automated payment technology.

Multiple Delivery Options

TCN’s voice-broadcasts can be delivered to voice mail, answering machines, and/or live persons.

Caller ID

The user can enter any phone number to be displayed on the recipient's caller ID.

Broadcast Stop/Start

With the click of a button you can terminate the broadcast at any time.  The broadcast can then be restarted at anytime. 

Broadcast Resize

Change the broadcast settings at any time during the broadcast.  TCN’s system will immediately respond to those changes even if they are made in the middle of a broadcast. 
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About this Guide

This guide provides step-by-step instructions for using TCNbroadcasting.  TCNbroadcasting is designed to be easy-to-use, whether you are sending thousands of broadcasts each day or a couple hundred per month.

Quick Start

This section is designed to instruct the user on how to manually set-up and send out a broadcast from start to finish in about 10 minutes.  The 5 following steps do not provide a detailed look at how to use TCNbroadcasting’s extensive features.  Once you have completed this section and have successfully sent out a broadcast, you will want to go through the full body of the manual to better understand how TCNbroadcasting can benefit you and your business. 
1.
Log onto www.TCNbroadcasting.com.  Enter your USERNAME 
and PASSWORD in the fields provided.


2.
Once you’ve logged on, click on the ‘Setup Groups’ tab.  

3.
Scroll down to the Call Groups section of the page and click on ‘NEW GROUP’, or, if importing a list of phone numbers, click on ‘IMPORT’.  Too, if importing, follow the instructions under the Data Importing section (section 2.2) of this manual. Enter the required information in the fields on the left (for a definition of these fields see the Setting up a Call Group section of this manual) and the phone numbers you will be broadcasting to in the box on the right (numbers should not include dashes or spaces).  Click: ‘DONE’.
4.
Under the Broadcast Groups section of this page, click ‘NEW GROUP’.  Assign this broadcast group a Group # (this number will also be used in step 5 of this section) and give it a description in the Description field.  In the big white box on the left of the page, find the Call Group you just created in step 3 and highlight it.  Click ADD to move it to this Broadcast Group (you will see the call group move to the box on the right).  Click on the ‘RECORD’ button located below the Message 1 drop-down box. Enter your phone number and click on ‘Call Me’. When your phone rings, pick up, say ‘Hello’, and follow the prompts to record your message. Click on the ‘Save’ and then ‘Ok’ buttons. Click: ‘DONE’.     

5. Click on the ‘Schedule Broadcast’ tab. Select a start and stop time for the broadcast and click on ‘DONE’. Click ‘DONE’ again and your broadcast will be sent out momentarily. 
1. Logging into your TCNbroadcasting Account

You can log onto your TCNbroadcasting account from any computer with internet access.  (Microsoft Internet Explorer must be used as your browser.)

1. Go to TCNbroadcasting’s URL: www.TCNbroadcasting.com
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2. In the ‘USERNAME’ field type: 8667451900 (This is the ‘USERNAME’ default number).

3. In the ‘PASSWORD’ field, type the ten digit password provided by TCN.  (This number is located on the TCN/User agreement.)

4. Click: ‘LOGIN’ (The Broadcast Reports page will be displayed.)  

            [image: image2.png]| ek - 5 - @ [ M| Qoearch GaFavortes Phisoy |B- Sl 5 R

| ackess [£] htpsijjmm.tcnbroadcasting.comfmembersjreportsfbrosdsastRepart f5p

Hew

TON'BROADCASTING

our voics everyuhere.

COMPANY INFO_ MANUAL

welcome Unknown

roadeastnaports || setup Groups | schedule srosdeast || Account Actitis || serviee

2002 x| [February x| | NewReport |prinable statement

000 $0.00

Copyright © TCN Broadeasting 2001. All ights reserved.

HOME

|

[ Tbroncast s | poseription | Date | Start time | Finish Time |_Rato | _charoe |
===





[image: image24.png]Do you want o instaland un "TCH Importing Applet
signed on 6/20/01 206 AM and distibuted by

TN Commurications Inc.
Fubisher authentcity verfied by Thate Server CA

Cautior: TCN Commurications Inc. asserts that this
content i safe. YYou should onl nstalview this content
you st TEN Commricalions Inc. to make that assetion.

SIGNED WITH PERMISSIONS
Fil 1/0 Permission

Nelwok 1/0 Permission

User Irterface Permission

User Fie /0 Permission
System Property Permission
Beflection Permission

Thiead Permission

™" Always tust content from TEN Commurications nc.

More Info




Note the tabs at the top of the page: ‘Broadcast Reports’; ‘Setup Groups’; ‘Schedule Broadcast’; ‘Account Activities’; and ‘Service’. These tabs link you to TCN’s five main pages and each will be discussed in this manual.

2. Setting up the Broadcast

This section explains how to input, organize, and manage broadcast recipients and their phone numbers. There are two main steps in setting up a broadcast: 1) Create one or more call groups (2.1); 2) Construct a Broadcast group (2.3). 

2.1 Creating a Call Group

A ‘Call Group’ is a list of phone numbers that you create by either manually entering the numbers or by importing them from another database. You can create an unlimited number of call groups, each of which can hold an unlimited quantity of phone numbers.

1. After logging into your account, click on the ‘Setup Groups’ tab located at the upper-left of the page.  (The following screen will appear on your display.)
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2. Scroll past the Broadcast Groups section to the Call Groups section, and, if manually entering data, click on ‘New Group’. If the data will be imported as one group, follow the instructions under the Data Importing section (section 2.2, next section) of this manual.   
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3. Enter the following information in the blank spaces on the left side of the screen:

· Description  
Assign a name to this specific call group.

· Caller ID # 

Phone number that is displayed on the                                       


recipients’ Caller IDs.

· Connect Back #
Phone number to which the recipient will 


be connected—if they push the ‘9’ key.

· Max Outbound Lines
Number of broadcasts that will be sent  


out simultaneously. 

· Max Connect Lines
Number of phones lines the Broadcaster        


reserves to receive Connect Back calls.

· Default Area Code
Enter an area code if you wish to enter 


seven digit phone numbers (without the 


area code).

4. 
Enter phone numbers into the large box on the right side of the 
screen. If adding a name, type a comma after the phone number, 
followed by the name (i.e. number, name). If a default area code is 
not chosen, enter ten-digit numbers.  One number and/or name per 
line, numbers should not include spaces or dashes.

5.
Click on the ‘Done’ button located at the bottom of the screen.

6.
To set up additional call groups, repeat steps 1 through 6 of this section.

Now that you have created one or more Call Groups, you are ready to learn how to select from and edit these groups into Broadcast Groups (i.e. groups to be send a broadcast and place where messages are saved). Before continuing on to the Setting up a Broadcast Group section of this manual, Data Importing instructions will be covered.  If you will not be importing data at this time, proceed directly to the Setting up a Broadcast Group section (section 2.3) of this manual.

2.2 Data Importing 

TCN’s system allows you to easily upload databases of almost any file structure. TCN’s system accepts the following structures:

· Tab Delimited (This is the preferred structure)

· Comma-Quoted

· Touch Express

· Breakaway

· Microsoft Access or Excel files need to be converted to a Tab Delimited Text File and can then be imported directly onto TCN’s web-site

· For any other file structures, please call TCN’s Customer Service at (888) 235-3149 or (435) 627-2107.

1. Follow steps one in the previous section (2.1), Setting up a Call Group.

2. Click on the orange colored ‘Import’ button, which is located under the Select Call Group Section at the bottom of the page.  If this is your first time importing data onto TCN’s web-site, a security warning window (as shown below) will appear. 
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To import data onto TCN’s web-site, you must use TCN’s Import Applet by clicking on the ‘Yes’ button. If you click the ‘No’ button, you will not be able to continue with the importing instructions outlined in this section.  If you do not  want this window to appear every time you import data, check the white box (indicated by the orange arrow in the graphic above) and then click on ‘Yes’.  

3.
After clicking on the ‘Yes’ button in the Security Warning window, if importing for the first time, or clicking on the orange ‘Import’ button if you’ve imported previously, the main TCN data importing page will be displayed (Shown below).
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4. Enter the requested information into the Group Information fields on the left side of the page--as outlined in the Setting up a Call Group section (2.1) of the manual.

5. Click on ‘Import File’ at the bottom right of the page.  A File Import browser window will pop up.  Find the file to be imported, select it, double click on it or click ‘Open’.
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6.
After the file has been opened, the Data Importer window will appear on the screen.  A set of five steps will be included in the window.  After instruction #2 has been completed, the instructions will disappear.
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7.
Click on the drop down menu  next to the File Type field at the top of the page.  Select the correct file structure from the four options listed.

8. If you wish to use the Default Area Code feature, check the small white box at the bottom right of the Data Importer box and then enter the area code to be used in the space provided.

9.
Click on the ‘View Data’ tab.  A sample of the file data will then appear on the screen.  
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10.
Above each column of data, there is a drop down box that displays Ignore which means that column of data will be ignored unless selected.  The drop down box will appear with the following options:

· Full # (10 –digit telephone number)

· Area Code

· Number

· Name

Currently only two columns can be selected, one of which has to be the ‘Number’ (if using the default area code) or ‘Full #’.  After selecting the number type, select any one of the remaining columns.  This selection will be imported into the Name or Notes column of the import file and will appear with the accompanying phone number as an identifier in the Call Group and in the Broadcast Reports.   
11. Click on the ‘Import Data’ tab on the bottom right corner of the Data Importer window.  The imported data will automatically be displayed on the page.  
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12. Click on ‘Create Group’.  TCN’s system will alert you of any  invalid or missing information.  The rows with errors will be highlighted.  You can correct the data manually or click on ‘Delete Rows’ to automatically remove rows with errors.
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13. After the data is error-free, click on ‘Create Group’ again.  A pop-up with the following three options will appear:

14. Select to have the call group setup as one group containing all the contact (defaulted and most commonly used) or to split the data into multiple call groups. Click ‘OK’ and your newly created call group will appear with any previously created call groups.
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2.3 Setting up a Broadcast Group

A Broadcast Group is composed of one or more Call Groups, and it is the location to which your messages are saved.  It is also the group to which your broadcast will be sent.  You may create up 99 different Broadcast Groups, each of which can hold any variation of your existing call groups.  Typically, you will create one Broadcast Group for each type of campaign you run.

1. Go to the Select Broadcast Groups section under the ‘Setup Groups’ tab.  

2. Click on the orange ‘New Group’ button .  (You will see the following page on your display.)
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3. In the Group # (1-99) field, the next available group number will automatically appear. To assign the new group different number, click on the Group # drop-down menu and select the desired number.

4. In the Description field, assign a name to the new group.

5. The Message 1 and Message 2 fields allow for two separate messages to be recorded or for wav sound files to be imported. There are two methods to record a message: The Outbound Call Recorder (described in section 2.4 below); and The Inbound Call Recorder (Appendix A). To import a wav file, see Appendix B.

6. Your current call groups are listed in the Available Call Lists window on the left side of the screen.

7. Point and click to highlight the call group to be added the Broadcast Group you are creating.  
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8. Click on the ‘ADD’ button to add the highlighted call group to the Broadcast Group.

9. To add additional Call Groups to the Broadcast Group, repeat steps  7and 8.  

10. To remove a particular Call Group from the Broadcast Group, highlight the Call Group in the box on the right and click on the ‘REMOVE’ button.

11. Review the Broadcast Group Actions.  The following Broadcast Group Actions make TCN’s Voice Broadcasting system fully interactive:

· ‘9’ Call Link
Connects recipient to the phone number           

          
indicated in the Connect Back Number
 

field when setting up a call group

· ‘8’ Automated Pay
Allows Recipient to pay with a credit 


card or electronic check


· ‘7’ Opt Out

Allows the recipient to request to be


place on a “do not call” list

· ‘1’ Voice Mail
Allows the recipient to record voice mail 


for the sender (i.e. Verbal response).

· ‘2’ Repeat

Repeats the message
· ‘3’ Assigned Confirm
Can be assigned any meaning by you.
· ‘4’ Assigned Confirm
Can be assigned any meaning by you.
· ‘5’ Assigned Confirm
Can be assigned any meaning by you.
· ‘6’ Assigned Confirm
Can be assigned any meaning by you.
· Resend Failed Attempts
Marks any unanswered or busy calls to 


called back thirty-minutes after the first 


attempt

· Hang-up on Machine
Broadcast will only be delivered to live


persons

· Hang-up on
People
Broadcast will only be delivered to         


machines

By checking the box to the left of each action, you activate that option within the broadcast.  The recipients can respond to your broadcast by pressing one or more action numbers on their telephone dial-pads, to which broadcaster assigns meaning.  Note: In order for the recipients to know the meanings of the keys, the person recording the message must mention the appropriate keys the broadcast message.
12. Before Clicking on the orange ‘DONE’ button, the message needs to have been recorded and saved.

13. Click: ‘DONE’. The Setup Groups page will appear.

2.4 Recording Message with the Outbound Call Recorder

The Message 1 and Message 2 fields allow for two separate messages to be recorded. Message 1 will be delivered when Live People answer the broadcast. Message 2 will be delivered when Answering-Machines or Voice Mail pick-up the message. 

1. Click on the ‘Record' button located below the Message1 drop down 
menu. The following pop-up will appear:
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2.
Enter the ten digit number of the telephone from which the 
message will be recorded. Click: ‘Call me’.
TCN will call the 
entered number. 
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3.
When the telephone rings, the person that will record the 
message should answer it and say ‘Hello’.  That person will be 
prompted to press the ‘1’ key to record the message and to press the 
‘#’ key when finished recording. The screen will appear as shown 
below.
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4.
If satisfied with the recorded message, click on ‘Save’. If not, click 
on ‘Try Again’ to record over the previous message. The pop-up will 
change a final time to allow you to confirm that the message has been 
recorded. Simply click: ‘Ok’.

2.5 Editing Existing Call or Broadcast Groups

Once you have set up any number of Call and Broadcast Groups, you can , at anytime other than when the broadcast is being sent, manually enter new data into or delete unwanted data (names, numbers, etc.) from those groups.  You can also change any of the group settings such as, caller id, action keys, max connect lines, etc.  

1.
Click on the Setup Groups tab.

2.
Select the Call Group or Broadcast Group that you wish to edit by clicking on its name.  (Names will be blue and underlined.)

3.
After making desired changes, click ‘DONE’ to finish. Anytime 
changes are made to Call or Broadcast Groups, you must click 
‘Done’, or the changes will not be saved.

Deleting a Call or Broadcast Group

1.
Click on  the Setup Groups tab.

2.
Select the Call Group or Broadcast Group you wish to delete by checking the small white box to the left of the group’s name.

3.
Click the ‘DELETE’ button at the bottom of the Call Group or Broadcast Group section.  This action will delete all selected groups.  The system will ask you if you are sure.  Clicking ‘OK’ will permanently delete the selected call groups and/or broadcast groups from TCN’s system.

3. Sending the Broadcast

Before using the Broadcast Scheduler, you must have recorded or imported a message and saved it.  The Broadcast Scheduler allows you to specify an exact date and time for the broadcast to be sent.

1.
Access the Broadcast Scheduler by clicking on the ‘Schedule                                                                  Broadcast’ tab—one of the five main navigation tabs. It is situated between the ‘Set Up Groups’ and ‘Account Activities’ tabs (see graphic below).  
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2.
Using the main drop down box, select the Broadcast Group number and accompanying name of the broadcast you want to schedule. 

3.     
Designate the Start and Stop times for the broadcast and click on the orange ‘Done’ button. The following screen will appear:
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4.    
Click ‘Done’ to confirm your saved ‘Schedule Broadcast’ setting, or click ‘Cancel’ to change them.

4. TCNbroadcasting Reports

TCN’s extensive reporting pages gives you practically every detail of your broadcast—IN REAL-TIME. At the click of a button, you can see if your broadcast was delivered to a live person, voice-mail or answering machine, and what action keys were pressed.  These web-based reports can be accessed 24 hours a day 7 days a week 365 days a year in non-leap years—366 in leap years.

4.1 Viewing Broadcasts by Month and Year

When you log onto TCN’s web-site, the ‘Broadcast Reports’ page is immediately displayed.  
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By using the ‘month’ and ‘year’ drag down menus you can choose to view information about past and present broadcasts for any particular month.  Also note that at the bottom of the page, a running cost-total for all broadcasts in a particular month is kept.  This total will update as broadcasts are sent and represent the amount due for that month. 

Throughout the ‘Broadcast Reports’ page, any numbers that are blue and underlined can be selected to provide additional details.

4.2 Viewing Individual Broadcasts

After selecting a month and year, click on the number (blue and underlined) of the broadcast you wish to view.  On your display, you will see a page similar to the one at the top of the next page.  
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This page contains additional information about the broadcast selected.  There will be two broadcasts listed if the ‘Resend Failed Attempts’ option is checked when setting up the broadcast group.  The first broadcast listed represents TCN’s initial call. The second broadcast listed represents TCN’s d attempt to connect with the numbers that were either busy or unanswered.

4.3 Viewing Detailed Broadcast Reports

To view the most detailed information about a particular broadcast including how the broadcast was received and which action keys were pressed, click on one of the broadcasts listed under the Group Description column.  The following page will be displayed.



This report can be sorted using the two drag-down to obtain specific information about the recipient’s responses. The newly created reports can then be imported into a new call group by clicking on ‘Import To Call Group’ (indicated by the orange arrow), or they cab be saved to an Excel file by clicking on ‘Save With Excel’ (marked by the lavender arrow).

5. Responsible Use of Service

The following information is provided in an effort to promote responsible use of  TCNbroadcasting.

TCNbroadcasting places the ability to launch an entire telemarketing campaign in the hands of you the user.  TCN respects your privacy. We will not monitor your audio messages, read or share database upload information with any third party without your expressed permission unless we believe in good faith that such action is necessary to either comply with the law or properly enforce the TCN user agreement.  Since it is you, the subscriber, who creates the audio announcement, provides the calling list, and launches your own calling campaign, we at TCN feel it necessary to provide you, the user, with the following information in an effort to insure that all TCN user calling campaigns are conducted responsibly.

· Maintain and use TCN’s do not call feature.  When a recipient makes a request to be taken off your calling list either manually or by pressing the ‘7’ key, do so immediately and indefinitely. Allowing those on your calling list to be removed upon request plays a very important role in responsible calling campaigns.

· Limit your call campaign to the hours of 9:00am to 9:00pm.

· Clearly state the identity of the caller at the beginning of your audio message and provide proper contact information such as phone number and address during call.

· Avoid strings of numbers as it is unlawful to engage two or more lines of a multi-line business. 

· It is unlawful to send audio messages to any emergency phone line. For example, 911 numbers, hospital medical service lines, physicians, health care facilities, poison control centers, fire or law enforcement agencies.

· Avoid sending unsolicited audio messages to those who will incur charges. For example, beepers, pagers or cell phones unless proper prior permission has been obtain by the recipient.

The Telephone Consumer Protection Act (TCPA) http://www.fcc.gov/ccb/consumer_news/tcpa.html and various State laws place restrictions on certain types of phone calls.  Typically a call may be exempt from the TCPA if the call:

· Is made on behalf of a non-profit organization.

· Is made to a consumer with whom the calling company has an existing business relationship.

· Business to business contact.

· Does not include an unsolicited advertisement, even if the call is made for commercial purpose.

· Is survey work.

· Recipient provides proper consent prior to playing the “recorded solicitation”.

TCN is in no way attempting to interpret the TCPA of 1991 nor the laws of any State.  The information provided is not intended to replace the responsibility of you the user to inform yourself as to the legal requirements pertaining to your situation.  You are ultimately responsible to make your own informed decisions regarding your broadcasting campaigns.

Broadcast Well, Live Long and Prosper!!!

Contact Information
Feel free to contact TCN at any time for any reason. For customer service or technical support, please use the following information:

Customer Toll Free Service Line

888) 235-3149  
8:00am– 6:00pm MST

Emergencies, After hours or Weekends
(888) 887-2945
Fax




(435) 627-2109

Web Site



http://www.tcnbroadcasting.com
Address:
TCN Communications

560 South Valley View Drive, Suite 5

St. George, UT  84770

Appendix A:

Recording a Message with the Outbound Recorder

1.
To record a message though the Outbound Import a Wav Sound 
File, simply click on the orange ‘Import’ button below the Message 
field drop-down box. The following importer box will appear: 
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2. 
Click on the ‘Browse’ tab to locate the wav file to be imported. 
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3.
Click on the desired file, and then click on the “Open” button at the 
lower right corner of the page. 
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4.

Click on ‘Upload’ and then ‘Ok’. You will be routed back to the 

‘Setting Up a Broadcast Group’ page. You can listen to the file by 

clicking on the horn icon that is next to the Message drop down box.

Appendix B:

You may use any telephone in the world to record the message to be broadcasted, and you may choose between two different methods of sending it. You may send it by calling into our automated system or by using the Broadcast Scheduler. Both methods will be explained in this section.

Recording the Message to Be Sent 

1.
Dial (866) 745-1900.  (Same USERNAME used when logging onto 
TCN’s web-site.)

2.
Following the prompt, enter your 10-digit Password.  (Same password used to login to TCN’s web-site.)


3. You will be asked to enter the Broadcast Group Number to which this broadcast will be sent between 1 and 99.  After entering the Broadcast Group Number, the system will then ask you to press ‘1’ to change your group number, or ‘3’ to confirm it.

4. You will then be prompted to “Record your Message”, or if you have already recorded one under this broadcast group number, the system will play it back to you.  You may push ‘1’ to change your message or ‘2’ to save it to be sent at a later time.

Sending by Telephone

1.
Follow the four preceding step (under Recording the Message to Be Sent).

2.
When you are satisfied with the recorded message press the ‘3’ key. You will then hear “Your broadcast will be sent out momentarily.” 

3.
Kick back and view the Real-Time Reporting of the broadcast recipients’ responses.
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