
 
 
 

Setting Up Genie Gateway 
 
 Activate Your Account 

In 
5 Steps 

 



Step 1: Sign Up for Your Free 30-Day Trial.  



 After signing up at Geniegateway.com, you’ll receive two 
emails: 
 
 The first contains your Genie Gateway Button & explanation 

how to use it. Buttons are designed to be imbedded in emails, 
websites, and electronic documents and will link to your 
Genie Gateway.  

 
 The second contains your password as well as your toll free 

Genie number (U.S. & Canada only) or an international access 
number (outside the U.S. and Canada). Use this information 
to log in. See example on next slide. 

 
 

 

Step 2: Access Your Account 
 



 
Step 2: Continued 

 

Return to 
www.GenieGateway.com 

 
Enter your Genie number 
and password to log in. 

 

http://www.geniegateway.com/


Use this form to set 
up the preferences 
for your Genie 

Gateway homepage, 
where friends, 
colleagues, and 
customers will find 
you.  
 
You can return to this 
page and edit it as 
often as you like. 
 
The next slides 
explain how to fill out 
the form. 

Step 3: Complete The Back Office Form 



 Choose the telephone number you want displayed on your 
Genie Gateway.  

 

 Note: this field will only be present when you fill out the 
back office form for the first time: 

 

 

 

 The number you choose will be displayed on your Genie 
Gateway homepage and will be visible to your visitors.  

 

 You can use your existing phone number, or for maximum 
privacy, use one of your Genie numbers.  

Step 2: Continued 



 The Website URL field is optional.  
 Subscribers without a website can use their Genie Gateway as 

their website. Their Genie Gateway home page URL will be 
www.GenieGateway.com plus their phone number.  

 Example: www.GenieGateway.com/877-370-9925 

 

 Subscribers with a website can place their URL in this field.  

 

 

  

 You can also list multiple videos in the Video URL field 
by directing visitors to your YouTube channel, or  
similar video-hosting service. Example above. 
 

 

Step 3: Continued 
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Step 3: Continued 

  
  
 How to fill out the SEO fields 
  

 
 

Search Engine Optimization (SEO) is a marketing term used to describe the 
way we inform search engines about our product or service.  In  the SEO 

fields, include keywords and phrases that customers query when searching 
for your services. 

 
By including specific keyword phrases on your form, your Genie website 

appears on search results pages, attracting the right customers. 
 

See next slide for examples. 
 



More Pointers on the Back Office SEO Fields: 

 

 The ‘SEO Street Address’ field is optional. It is designed for businesses 
with a physical location, wanting to attract potential customers to visit 
their store.   

 

 Be specific when choosing keywords and phrases for the ‘SEO Keyword’ 
fields. For example, a pet groomer might use the  keyword phrase “pet 
grooming in Portland Oregon” which is better than using “pets,” a 
more generic term.  

 

 When filling out the ‘Describe your interests’ field (up to 500 words), 
make sure to include keywords like geographical location, specific 
services/products, and keyword phrase variations.  Think of what words 
would someone enter into Google or Yahoo to  find you.  

 

 Save and continue when the form is completed. 

Step 3: Continued 



Your New Homepage Has Been Created! 

 

Next, we’ll cover 
how to update 
your content in 
the ‘read,’ ‘listen,’ 
and ‘watch’ 
sections. 

 



 
Step 4: Adding Content 

 

Return to 
www.GenieGateway.com 

 
Enter your Genie number 
and password to log in. 

 

http://www.geniegateway.com/


 To add content to your Genie Gateway, click the ‘Select’ 
button.  

 

 

 

 

 

 

 You will be connected to the back office form. 

 

Step 4: Continued 



On the back office form, scroll down to the sections 
where you can upload content. The next slides will 

show how to upload documents and audio files. 

Step 4: Continued 



Uploading Documents and Brochures: 

For your convenience, you can upload multiple documents. 
Begin by clicking the ‘Upload Document’ button. 

 

 

Step 4: Continued 



Step 4: Continued 

Complete the form with information you want visitors 
to see. Click ‘Choose File’ to browse your computer for 
the file you want to upload. Click ‘Upload Document’ 
to save & continue. 
 



To upload another document, click ‘Add.’ 

Step 4: Continued 



 

Complete the form. Click ‘Choose File’ to browse your 
computer for the file you want to upload. Then click 
‘Upload Document’ to save & continue. 
 

Step 4: Continued 



Documents will be listed in the order in which you 
upload them. Use this service to store documents that 
clients need regularly, saving you time when they can 

access the information on your Genie Gateway.  

Step 4: Continued 



 To delete a document, simply click the ‘Delete’ button. 

Step 4: Continued 



Visitors can view your documents when they click the ‘Read’ icon 
on your Genie Gateway homepage. 

 

 

 

Each document will be opened in a new tab when they click a title 

Step 4: Continued 



 

 

 

Uploading Audio Content: 

 

Return to your back office by clicking the ‘Genie 
Gateway’ button on the right side of the page. 

 

Step 4: Continued 



 Click the ‘Select’ button.  

 

 

 

 

 

 

 You will be connected to the back office form. 

 

Step 4: Continued 



 Audio recordings are designed for business or 
personal announcements and can be uploaded in two 
ways: 

 The first way is to upload a message that has already been 
recorded by clicking the ‘Choose File’ button to attach the 
file, then clicking the ‘Upload Audio’ button. 

 

 

Step 4: Continued 



 

 The second way is to create an audio recording.  

 

 

 

 

 

 

 To begin, click the ‘Record Audio’ button.  

 Keep your phone nearby. Genie will call you to record 
your message by phone. 

 Continued on next slide… 

 

Step 4: Continued 



Step 4: Continued 

 Genie will call your callback number and 
prompt you to record your message. For best 
sound quality, use a landline phone versus a 
cell phone. 

 

 Recorded messages can last up to 5 minutes 
and can be heard from anywhere worldwide. 

 



 You can record a new message at any time by clicking 
the ‘Record Audio’ button on the back office page. 

 

 

 

 

 

 

 Genie will automatically call you, then prompt you 
through creating the recording. 

 Once you’re satisfied with the recording, Genie will 
automatically publish it to your homepage. 

Step 4: Continued 



 

 

 

 

Visitors can hear your recording when they click the ‘Listen’ icon 
on your Genie Gateway homepage. 

 

 

 

Step 4: Continued 



 You can create up to 3 Genie Gateways with your $9.95 subscription. 
Subscribe to additional Genie Gateway numbers for just $5/month 
per number. 

  
 Many subscribers use this service to create different numbers for 

departments within an organization or to create the appearance  of 
providing a local presence.  
 
 For example, a national company might choose to subscribe to a local 

number to provide local presence for customers in that local area.  
 

 Your Genie number will ring through to any of your phone numbers, 
maintaining your privacy. For this reason, many of our subscribers 
use their Genie Number as their primary phone number—avoiding 
unwanted phone solicitations.  
 

To add another Genie Number, click on “Genie Numbers” in the 
right column and add the Genie Numbers you require . 

 
Step 5: Adding Another 

 Genie Gateway (optional) 
 
 

 



Step 5: Continued 

  

 To create a new Genie Gateway, select ‘Add’. You will 
be connected to the back office form. 
 
 

 
 
 
 

 
 

 Save and continue when the form is completed. 
 



 

To watch our other tutorials on how to put Genie 
Gateway’s specialized communication tools to work 

for you, click the button below! 

Congratulations! 
Your Genie Gateway is Ready to Roll! 

http://www.geniegateway.info/

