
By now you should have noticed that the team here at M2 On Hold have changed the way by which 
you update your on hold messages. Gone are the days of documents being emailed back and forth 
between yourself and your scriptwriter. Gone are the days where we’d need you to fax your approval 
through. These methods have been updated… streamlined… improved – all in the efforts of making 
life easier for you, our valued customer. 
 
“So what’s changed”, we hear you ask. Well, why don’t we show you? 
 
Whether you’re a new customer receiving your first-ever script, or an existing client receiving your forty-
first… you’ll receive an email from one of our scriptwriting team and this email will contain a link. If you 
click on this link you will be taken to an interface, which looks similar to this; 
 

 
 
Looks great, doesn’t it? 
 
This easy-to-use interface has a few components to it, so we’ll go through these quickly for you. 
 
SCRIPTWRITER’S COMMENTS 
 
In this section, your scriptwriter may leave comments for you. These could be suggestions, tips, or if 
production charges are relevant – they will be written up here for you. 
 
YOUR COMMENTS 
 
We don’t want the scriptwriters to be the only people who can comment, so if there’s anything you 
would like to say or suggest, you can enter it here. Would you prefer just a male or just a female voice 
instead of both? Would you like a change of music? If so, the YOUR COMMENTS section is just for you. 



 
EDIT YOUR MESSAGE SCRIPT 
 
This is where your script is housed. As you can see, there’s a scroll bar on the right-hand side for you to 
browse through your entire script. If you’re a new customer, this would be the first draft of your script, 
as written by your scriptwriter. If you’re an existing customer, then this box will house your current 
script. You scriptwriter may have made a few changes or alterations to the script, however they will 
alert you to this in the SCRIPTWRITER’S COMMENTS section. 
 
The beauty of this box is that the text is fully editable – meaning you don’t need to call us and tell us to 
change the text – you can simply make the changes you require! 
 
“WHAT ABOUT THOSE COLOURED BUTTONS ON THE RIGHT?” 
 
We’re glad you asked. We’ve provided a number of options for you once you receive your script from 
your scriptwriter.  
 

 
 
If you’re a current customer signed to one of our Voice Service Agreements (VSA), your scriptwriter will 
contact you when it’s time for your script to be updated. If, by chance, you’re not ready for an update – 
you can click the NO RECORDING REQUIRED button. 
 
Obviously we’d prefer if you did change your message, as a vibrant and up-to-date on hold message is a 
fantastic way of marketing your business to your callers. However, if you’re just not ready for a message 
change, you can click this button and let us know why you don’t want a change and when we should 
contact you for your next update. 
 

 
 
Have you made changes and you want your scriptwriter to cast their professional eyes over them before 
you approve for recording? Click the SCRIPTWRITER REVIEW button to make this happen. Your 
scriptwriter will then have a look at the script and see if everything’s good to go. If so, they’ll send you 
another link with the latest version of the script to approve. 
 

 
 
If you receive your script and everything is right for recording, click the APPROVE FOR RECORDING 
button. Once this button is clicked, M2 On Hold’s terms and conditions for recording will appear 
beneath the button. Simply click the check box and we’re done! This will let your scriptwriter know your 
script is ready for recording and as such, they will submit the script for production. 
 

 
 
We understand that sometimes you’ll receive your message and you have to either work on it for a 
period of time, or send it around the office for input. If so – then the SAVE CHANGES button is for you. 
By clicking this button you can save the script (and URL) and come back to it at a later stage. 



 
PRINTING 
 
In our testing of our new interface, clients pointed out they would like the option to print the script for 
their own archival purposes. We didn’t think this was a problem so we’ve provided you with a print 
button; 
 

 
 
Simply click this button and a new window will pop up ready for printing. Be sure to still make changes 
to the script via the interface though! 
 
“I’M GETTING A ERROR PAGE – WHAT’S HAPPENED?” 
 
Important note for all users: Your initial link is an automatically generated URL and as such is only valid 
the first time you click on it. The SAVE CHANGES button alleviates this for you by saving the URL for 
future use. Please note however that once you click on either the SUBMIT FOR SCRIPTWRITER REVIEW 
or SUBMIT FOR RECORDING buttons, your initial link will be rendered invalid. A new link will be 
generated when your scriptwriter re-submits the script to you. 
 
If you do get an error page (such as the following); 
 

 
 
Fill out the fields available and we’ll contact you to sort out any problem you may have. 
 
So that’s it! We hope you enjoy using this new interface. Obviously, if you have any questions at all – 
please don’t hesitate to pick up the phone and give your scriptwriter a call on 1800 802 822. We sort 
everything out for you and get you back on track! 
 
Kind regards, 
 
The M2 On Hold team. 


