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How to add an audio file to Hearback

1 Navigate to https://hearback.me/event-view/
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2 Click "⚙️" for Event Configuration.

3 Look for the option "Add Feedback" and make sure it is turn on.
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4 To save any changes to the event configuration, Click "Confirm".

5 Let's go back to the event.
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6 You will see a "+" plus sign at the corner of the table. Click the "+" to add a new
feedback.
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7 Click on "Details" to enter the feedback details page.
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8 Scroll to the Audio row and Click "+" to add an audio file to the feedback.
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9 Upload an audio file in wave or mp3 format.

10 The system will ask you to enter the name and email for this feedback.



Made with Scribe - https://scribehow.com 8

11 Once the audio is uploaded, you will receive a message when the transcription is
done.
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12 It will be processed according to the AI prompt set in the configuration


