












Any additional fields listed on your report are named according to the attendee list fields you selected 

on the Recording Details page. Attendees that listen via phone are prompted to record their informa-

tion using their voice, and on the report these attendees have a “click to hear” link in each column of 

attendee list data. You can hear what they recorded, and transcribe it yourself, by clicking that link and 

typing in what you hear to the text field that appears. Once you save it, your report refreshes and now 

lists the value that you typed, as well as a link to the original audio in case you want to listen to 

it again. Web attendees, of course, are handled differently: instead of recording their attendee list data 

in their own voice, they type it into a form and so the values they type are automatically inserted into 

your report directly. 

This report page is a good way to view information about your attendees online, but if you want to 

download the data for compilation into another report, or otherwise manipulate it using a spreadsheet 

like Microsoft Excel, you can do so by clicking the Excel button at the top right of the screen. This will 

launch a new web browser window and will automatically embed Microsoft Excel into that window if your 

version of Excel supports that. If not, you are prompted for a location to save the resulting CSV (comma 

separated values) file on your local computer. 

When you’re finished using the Report page, click the Back button at the bottom of the screen to return 

to the Recording Details page. 

                                                                             

Summary 

The Record + Replay service is designed to allow you the ability to manage your recordings and 

replays. Recordings will automatically appear at the end of your call and each recording can be set up 

to collect unique Attendee data from each person that accesses your replays. Attendees can listen to 

your replays (if you allow them), via phone, web or both, and every access is automatically tracked and 

instantly available online and as a downloadable CSV report. Record + Replay is designed to be simple, 

so you’ll probably find that you won’t need to refer back to this documentation very often, but if you 

do have a question that this documentation does not address, please contact your Account Manager.  

Thank you for using Audability’s Record + Replay service. 



Touch-Tone Replay Commands 

1	 Rewind 10 sec 

2	 Pause 

3	 Fast forward 10 sec 

4	 Reduce playback speed 

5	 Start Over (Return to Beginning) 

6	 Increase playback speed 

7	 Rewind 60 sec 

8	 Resume 

9	 Fast forward 60 sec 

                                                                                                                                                                      

Glossary of Terms 

A/V Recording Time 

This indicates the Date and Time of the recording. An icon indicates whether the session was recorded 

by phone or web. 

CD of Recording 

Click the link to order a CD of the recording. 

Deactivate/Activate 

Click the link to allow or disallow the public from listening to a specific recording. 

Download Recording 

Click the link to purchase a download of the recording. The charge will be applied to your account once 

the purchase has been approved. You will then be instructed on how to save the recording. 

Email these Details 

Click the link to send the details about a specific recording to another person. 

Embedded Replay HTML 

Click the link to generate the HTML code for the recording so that it can be posted on a website of your 

choosing. 



Listen 

Click the link to launch a web playback of the recording. 

More... 

Click the link to view the Recording Details. 

Note 

You can add a descriptive note to your recording. 

Attendee List Fields 

You can prompt callers to record up to eight unique pieces of information whether they will be listening 

to the recording via the phone or the web. The information captured is available in the Report. The re-

corded prompt left by the caller can also be transcribed. This is very useful for tracking and registration. 

See View Report. 

Public Replay Phone Number 

You provide this phone number and the Replay Code so that callers can listen to the replay over the 

phone. 

Public Replay Website URL 

You can provide this website address so that callers can listen to the replay over the Internet. A Replay 

Code is not required. 

Recording Default Status 

You can choose to give all new recordings a default status of Active or Inactive. 

Schedule Archive End Date 

The default archive period for a recording is seven days. Click the link to order extended archive time.

Transcription of Replay Content 

Click the link to order a transcription. 

View Report 

Click the link to view a detailed usage report for a specific recording. You can see when the recording 

was listened to, how it was accessed, by whom and for how long. See Attendee List Fields.


