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Student Guide 

View Your Profile 

1.​ Open Pingry Name Speaker using this link: namevoice.pingry.org 

 

 

2.​ Click on “Sign-in with Google” (make sure you use your Pingry account). 

 

3.​ Click on the Person Icon in the top right corner. 

 

 

 

 

 

http://namevoice.pingry.org


 

 
4.​ Click on “Your Profile”. 

 

 

5.​ You can now view your profile. 

 

 

 

 



 

 
Edit Phonetic Spelling 

1.​ If you are starting from the home page, follow the steps outlined in View Your Profile first. 

 

 

2.​ Reference the phonetic spelling guide to determine the phonetic spelling of your name. This guide 

can also be found under the Frequently Asked Question, “How do I write the proper phonetic 

pronunciation?” 

 

3.​ Click on the box adjacent to "Pronunciation". 

 

 

4.​ Type in your phonetically-spelled first and last name. 

 

 

 

https://www.hou.usra.edu/meeting_portal/img/Guide_to_Phonetic_Spelling.pdf


 

 
Toggle Pronouns 

1.​ If you are starting from the home page, follow the steps outlined in View Your Profile first. 

 

 

2.​ To toggle your pronoun visibility (whether or not others can see your pronouns), click on the 

toggle switch adjacent to your pronouns. 

a.​ Pronouns are visible when the toggle switch is moved towards the right (changing the 

switch color to blue) 

b.​ Pronouns are not visible when the toggle switch is moved towards the left (changing the 

switch color to gray). 

 

 

3.​ If your pronouns are listed as “N/A”, you should update your pronouns in Veracross. “N/A” 

pronouns are automatically invisible, so the toggle switch is ineffective. 

 
Note: If you would like to add your pronouns in Veracross, please contact techhelp@pingry.org for assistance.
 

mailto:techhelp@pingry.org


 

 
Record Your Name 

1.​ If you are starting from the home page, follow the steps outlined in View Your Profile first. 

 

 

2.​ When you are ready to record your name, click the “Record” button adjacent to “Audio 

Recording”. Once the button has been clicked, the app will immediately begin recording. 

 

 

3.​ When you have finished saying your name, click the “Stop Recording” button that has replaced 

the original “Record” button. 

 

 

 

 
 



 

 
4.​ A modal should appear titled “Recording Complete”. Click on the little triangle to listen to your 

recording. Make sure your device volume is up, or you will not be able to hear it. 

 

 

5.​ Once you have listened to your recording, you have two options. 

 

a.​ Discard your new recording by keeping 

the original recording. If you choose to 

do this, please repeat steps 2-4 until you 

are satisfied with your recording. 

 

b.​ Save your recording so that others can 

learn how to pronounce your name. 

 

 

 

 



 

 
6.​ If you want to hear the recording saved, click on the green “Play” button. 

 

 

 

 



 

 
Use Email Signature 

1.​ If you are starting from the home page, follow the steps outlined in View Your Profile first. 

 

 

2.​ Click on “Email Signature”. 

 

 

 



 

 
3.​ Click on “Copy HTML” to copy the signature. 

 

 

4.​ Navigate to your Gmail. 

 

 

5.​ Click on the Settings icon. 

 

 

 

 



 

 
6.​ Click “See all settings” in the sidebar that has appeared. 

 

 

7.​ Make sure you are in “General” and scroll down until you find “Signature”. 

 

 

8.​ Click on “Create new” (this will look slightly different if you have already made an email 

signature). 

 

 

9.​ Name the signature, and then click “Create”. 

 

 

 



 

 
10.​ Click on the white text box, and paste the text into the box. 

a.​ If you are on a Mac, you will have to press the keys “Command ⌘” and “V” at the same 

time in order to paste. 

b.​ If you are on a Windows computer, you will have to press the keys “Ctrl” and “V” at the 

same time in order to paste. 

 

 

11.​ Your Name Speaker signature should now be visible in the box. 

 

 

 

 



 

 

Non-Student Guide 

View Your Profile 

1.​ Open Pingry Name Speaker using this link: namevoice.pingry.org 

 

 

2.​ Click on “Sign-in with Google” (make sure you use your Pingry account). 

 

3.​ Click on the Person Icon in the top right corner. 

 

 

 

 

 

http://namevoice.pingry.org


 

 
4.​ Click on “Your Profile”. 

 

 

5.​ You can now view your profile. 

 

 

 

 



 

 
Edit Phonetic Spelling 

1.​ If you are starting from the home page, follow the steps outlined in View Your Profile first. 

 

 

2.​ Reference the phonetic spelling guide to determine the phonetic spelling of your name. This guide 

can also be found under the Frequently Asked Question, “How do I write the proper phonetic 

pronunciation?” 

 

3.​ Click on the box adjacent to "Pronunciation". 

 

 

4.​ Type in your phonetically-spelled first and last name. 

 

 

 

https://www.hou.usra.edu/meeting_portal/img/Guide_to_Phonetic_Spelling.pdf


 

 
Toggle Pronouns 

1.​ If you are starting from the home page, follow the steps outlined in View Your Profile first. 

 

 

2.​ To toggle your pronoun visibility (whether or not others can see your pronouns), click on the 

toggle switch adjacent to your pronouns. 

a.​ Pronouns are visible when the toggle switch is moved towards the right (changing the 

switch color to blue) 

b.​ Pronouns are not visible when the toggle switch is moved towards the left (changing the 

switch color to gray). 

 

 

3.​ If your pronouns are listed as “N/A”, you should update your pronouns in Veracross. “N/A” 

pronouns are automatically invisible, so the toggle switch is ineffective. 

 
Note: If you would like to add your pronouns in Veracross, please contact techhelp@pingry.org for assistance.
 

mailto:techhelp@pingry.org


 

 
Record Your Name 

1.​ If you are starting from the home page, follow the steps outlined in View Your Profile first. 

 

 

2.​ When you are ready to record your name, click the “Record” button adjacent to “Audio 

Recording”. Once the button has been clicked, the app will immediately begin recording. 

 

 

3.​ When you have finished saying your name, click the “Stop Recording” button that has replaced 

the original “Record” button. 

 

 

 

 
 



 

 
4.​ A modal should appear titled “Recording Complete”. Click on the little triangle to listen to your 

recording. Make sure your device volume is up, or you will not be able to hear it. 

 

 

5.​ Once you have listened to your recording, you have two options. 

 

a.​ Discard your new recording by keeping 

the original recording. If you choose to 

do this, please repeat steps 2-4 until you 

are satisfied with your recording. 

 

b.​ Save your recording so that others can 

learn how to pronounce your name. 

 

 

 

 



 

 
6.​ If you want to hear the recording saved, click on the green “Play” button. 

 

 

 

 



 

 
Use Email Signature 

1.​ If you are starting from the home page, follow the steps outlined in View Your Profile first. 

 

 

2.​ Click on “Email Signature”. 

 

 

 



 

 
 

3.​ Click on “Copy HTML” to copy the signature. 

 

 

4.​ Navigate to your Gmail. 

 

 

5.​ Click on the Settings icon. 

 

 

 



 

 
 

6.​ Click “See all settings” in the sidebar that has appeared. 

 

 

7.​ Make sure you are in “General” and scroll down until you find “Signature”. 

 

 

8.​ Click on “Create new” (this will look slightly different if you have already made an email 

signature). 

 

 

9.​ Name the signature, and then click “Create”. 

 

 



 

 
10.​ Click on the white text box, and paste the text into the box. 

a.​ If you are on a Mac, you will have to press the keys “Command ⌘” and “V” at the same 

time in order to paste. 

b.​ If you are on a Windows computer, you will have to press the keys “Ctrl” and “V” at the 

same time in order to paste. 

 

 

11.​ Your Name Speaker signature should now be visible in the box. 

 

 
 

 



 

 
View Your Classes 

1.​ Navigate to the “Your Classes” page. 

 

 

2.​ The screen should now display all the classes listed in Veracross or Schoology. 

 

 

3.​ Click on a class to see the people in that class. 

 

 

 

 



 

 
4.​ You should now see the name and phonetic spelling of each person in that class, as well as a navy 

play button next to each name. 

 

 

5.​ To open a person’s public profile, click on the blue box next to the person’s name. 

 

 

6.​ To hear the audio recording of a person’s name, click the navy play button that lines up with the 

person’s name and phonetic spelling. 

 

 

Note: If a play button appears in a faded navy color, that means that the person has not entered a recording into the 
app. You should not expect a recording to play. 
 

 

 



 

 
Search for a Person 

1.​ Navigate to “Search Page”. 

 

 

2.​ Enter a name into the search box, and click “Search”. 

 

 

3.​ The person you were searching for should now appear. 

 

 

 



 

 
4.​ To open the person’s public profile, click on the blue box next to the person’s name. 

 

 

5.​ To hear the audio recording of a person’s name, click the navy play button that lines up with the 

person’s name and phonetic spelling. 
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