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STEP 1:  Click "Recorded Calls..." in the 'Utilities' section of 

the dashboard as shown below. 

 
 

STEP 2:  The most recent call recordings will appear as 

shown. To play a recording Click the "Play" button 

as shown below. 
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STEP 3: To delete a recording Click the "Delete" button as 

shown below. 

 
 

STEP 4: To delete multiple recordings Click in the "Sel" box 

next to each recording then Click the "Delete" button 

as shown below. 
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STEP 5: To save a recording Click the "Save" button as 

shown below. 

 
 

STEP 6: To save multiple recordings Click in the "Sel" box 

next to each recording then Click the "Save" button 

as shown below. 
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STEP 7 (Optional): To select all recordings to save or delete 

then Click the "Select" button as shown 

below and then Click the "Delete" or 

"Save" button. 

NOTE: The Select button is a toggle button. Click it once to select all 

recordings and then click it again to deselect all recordings. 
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STEP 8: To search for a recording Click in the "Search" box 

and type in your search criteria. 

NOTE: You can search using any criteria found on this page to include time, 

date, user, caller id, destination and duration using the format provided in 

each field.  

 
 

STEP 9: Click in the "Date Range" drop-down. 
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STEP 10: Click the Start Date for the date range of the 

recordings that you would like to view. 

 
 

STEP 11:  Click the End Date for the date range of the 

recordings that you would like to view. 
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STEP 12: Click "Apply" to begin your search. 

 
 

STEP 13: The list of recordings from the time period selected 

will be displayed a shown below. 

 
 



 

www.claritytel.com 

9 

STEP 14:  Click the "Click here to download download_ 

recorded.zip size:" to download the recordings to 

your local computer. 

 
 

STEP 15: The download window will appear. Click in the 

aerial box next to "Save File". 
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STEP 16: Click the "OK" button to save your downloaded files 

to your local computer. 

 

 
 

If you require additional assistance then please contact Clarity Support at 866-

399-8647 or email support@claritytel.com.  

 


