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Welcome to Enterprise Edge Unified
Messaging

About unified messaging

Unified messaging gives you access to voice messages from your personal computer. You
can manage all your voice, fax and e-mail messages from one graphical interface. You can
also access your mailbox from your telephone at any time.

With unified messaging you can send and receive messages that include any combination
of voice, fax and text. You can use unified messaging to:

» Listen to voice messages

* View and print fax messages

* Record and send voice messages

» Create and send fax messages

* Forward and reply to voice and fax messages

* Add message options such as urgent and private
* Add voice, fax or text files to messages

» Create personal distribution lists

» Change your password

Refer to the Help available with unified messaging for detailed information not covered in
this Quick Reference Guide.

This guide shows examples in Microsoft Outlook. The way your screen looks can vary in
Microsoft Exchange.

System requirements

To record and play unified messaging voice messages from your computer, your computer
must have:

e asound card
* amicrophone
» speakers

To use any of the fax options, your system must have a fax card and the voicemail FAX
option installed. Ask your System Administrator to install this option.
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4 logging on

Logging on

Use your voicemail password to log on to unified messaging.
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b ailbos: I

Pazswiord: I

(] I Cancel

Open Inbox

Send Text Message
¥ Send Yoice Message

Double Click Action »

Exit and Log Off

Remote log on

To log on from your PC

On your desktop, double-click the
Microsoft Outlook icon.

The Login to unified messaging
dialog box appears.

In theMailbox box, type your
mailbox or extension number.

In thePasswordbox, type your
password.

Click theOK button.
The Microsoft Outlook window
appears.

Shortcut log on

Right-click the mailbox icon on the
Windows taskbar and then click
Open Inbox.

The Login to unified messaging
dialog box appears.

In theMailbox box, type your
mailbox or extension number.

In thePasswordbox, type your
password.

Click theOK button.
The Microsoft Outlook window
appears.

You can log on to unified messaging from another computer, such as a laptop computer, if
the laptop computer has unified messaging installed and configured in the same way as
your office computer. You can work offline and use a dial-up connection to reach the
server.
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Changing your Enterprise Edge password 5

Changing your Enterprise Edge password
You can change your voicemail password from unified messaging.

To change your voicemail
password from Microsoft Exchange

or Microsoft Outlook
Mailbox Manager 2237 Fat Smith 1. On the Outlook window, clicKools
Target Attendant ] I]:lemote Call Forwaid 1 Message Motification ] Outbound Transfer ] and then CI'CmaIIbOX manage[
Spoken Name Greetings Personalized Greetings Password - -
The Mailbox Manager dialog box
urrent Password: || Clear &l
curentPessnrd et | appears.

Mew Password

Vel Pessurd 2. Click thePasswordtab.

3. IntheCurrent Passwordbox, type
your current password.

4. IntheNew Passwordbox, type your
new password.

0k | Cancel Help |

5. IntheVerify Password box, type
your new password.

6. Click theOK button.
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6 Unified Messaging for Microsoft Exchange and Outlook

Unified Messaging for Microsoft Exchange
and Outlook

When you open Microsoft Exchange or Microsoft Outlook, display your unified messaging
messages by clicking the Inbox icon under the Voicemail Folders icon. From the Inbox you
can move, copy and delete messages, and create new messages.

Click the New Mail To open a message, Click the Address New messages
Message icon to create double-click the Book icon to access  appear in bold
a new message message icon the address books

File P Wieww Go Tools Compose Help

?:/Olijemdil v & - | || | & [& | K3 | [ ¥ |ﬁa W | @| Messages with AutoPreview = E@@ | &) w|

olders
contain
your - - =
received, ' [ IVIQIFrDm ISub]ect / IRecewed I;I I?ate and
sent and """ [l 0 LamMatthew Call from LamMatthe@ Fri 8/20,/99 9:35 8 hme‘

e|ete """ amnauthlloyd Call from Ramnauthlloyd Fri8/20/99 9:34 A... recelved
voicemai Salahub, Brett Call from Salahub, Brett Fri §/20/93 9:32 AM
messages
Afteryou | B DN S Sert ltems ;II

Ier You [HEEE | N\ @ Tasks To: W'itc:hlow,NkiI Subject: Call from R amnauth,Liopd S b

elete a =142 Woicemail Folder ;I v |ecf
message, . shows the
it is moved sender
to Deleted and if the
ltems. To message
delete is voice,
messages ax or
completely text.
emlpty the
Delefed E
Items |3 Items, Z Unread
Fo|der. / \

! A paperdli that
An exclamation mark means that paperciip means tha
the message is urgent the message has an
attached file
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Reviewing your messages 7

Reviewing your messages

To play unified messaging voice messages from your computer, your computer must have
a sound card and speakers.

Message notification

When you have a new message the mailbox icogaur Windows taskbar displays an
exclamation mark.
After you play your message, the exclamation mark disapp-?ﬁ] 5.

To play a voice message

¥ Call from SMITH, PAT (4035405805 - Message e 1. Double-click the voice message icon
File Edit View Insert Format Tools Compose Help . |n the Unlfled messaglng |nb0X.
Edﬁeply‘!?ﬁdﬂeplytn.ﬂll|$§anald|§| 0 ‘Y|[BX|4-*-|@ _I_h h
From: 4036405605 SMITH. PAT Sent: Tue 61599 3:33 PM B} e message appears In a Separate
& window.

Voice Message

2. Double-click the Voice Message icon

L to play the voice message.
The unified messaging player
appears.
The unified messaging player
Pauses the Stops playing the Closes fhe unlified
message message messaging player

J# unified messaging player

Rewinds the Fast forwards Plays the message Downloads and
message the message plays the voice
message

P0911955 Issue 02 Enterprise Edge 2.0 Unified Messaging Quick Reference Guide



8 Reviewing your messages

To view a fax message

To view faxes in unified messaging, you must have Imaging for Windows installed on your
PC. Your system must have the voicemail FAX option installed for you to use any of the
fax options. Ask your System Administrator to install this option.

While you view a fax, you can enlarge or reduce the image, rotate it, move it, copy it or
print it.

To view a fax message

™ Fax Message - Message o< 1. Double-click the fax message icon in
File Edit Vlew|lnsert Format Tools Compose Help the un|f|ed messag|ng |nb0X

Ssend A G| =00 |@ ‘3“| vt +EO] The message appears in a separate
Yerdana | 11 WlndOW'

s
[0
i
1l I
o
I'II
)
L

i, This message has not been sent.,

2. Double-click the Fax Message icon to
view the fax message.

Fax Message.tif

1| 3. Save the fax message to the desired
location.

4. Double-click the fax message icon to
open it. The fax message is displayed
in Imaging for Windows.

; D Zoom in Rotate |§Ft Previous page ~ One page view
Save _ Print scr,%ﬂ/ Annotate  Magnification Zoom out  Rotate right ~ Current page Thumbnail view

Next page Page & thumbnail view

\ L\ ,

%IDIDIﬁIJ D+I<"9I |ﬁ= A @l == el B e

To:

From:

F
A .
X

Approved

For Help, press F1 i
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Creating messages 9

Creating messages

You can create a message that is any combination of voice, fax or text. Your message can
be a new message, areply to a received message or an introduction to a forwarded message.
Before you send your message, you can add attachments and options.

Create a voice message by opening a unified messaging new mail message and recording
a message from your microphone. You can send the message or save it to send later.

To record and send a voice message

| 1. On the Microsoft Exchange or

Ingert Object

Obiect Type: | Microsof_t Outlook tpolbar, click the
@ Dreste Now E:gzgggﬁdert_ltl Class ;I Cancel | NeW Mall Messagecon'
C CesetomFie (V1910 9 Diaving A new message window appears.

“ang Image Scan Control

W'lnH elp TDDIC

™ Display A2 lcon
WwiordPad Document j

2. Click inside the body of the message.

Result

P e e e 3. Click thelnsert menu and then click
Object.
The Insert Object dialog box appears.

4. IntheObject Type list, click Wave
Sound

5. Select th&€Create Newoption.

6. Click theOK button.
4} Sound Object in Untitled - M... !EIE The Sound Object dialog box opens.

File Edit Effects Help
7. Record your voice message and click
 Fosiion: Lenath: the Closebutton to return to your
0.00 zec., 0.00 zec. message_
8. Click theTo button to open the

| | - | - | | | & address books and address your
message.

9. Add the attachments and options you
require. Se@\dding attachments to

messagesn page 13 an8etting
message optionsn page 16.

10. Click theSendicon to send your
voice message.
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10 Creating messages

To save a voice message
You can record a voice message and save it as a file to use later.

1. In an unified messaging message, record a message.

2. On theFile menu, clickSave As
The Save As dialog box appears.

3. IntheFile namebox type a name for the file and in ti$ave as typdist box
select .rtf.

4. Select afolder to keep the file in and then click Ssvebutton.
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Creating messages 11

To create and send a fax message

To send a fax, you must have a fax card installed on your PC and your system administrator
must have installed voicemail FAX capability for your mailbox. The recipients of your fax
must also have fax capability enabled to view the fax on their computer. If your recipients
access their messages from their telephone, they must print the fax to view it. You can send
your fax to a fax machine by entering the fax number as the address.

To send a fax message

% Compose Fax —=| 1. Open the document that you want to
T Pages | View/EditInage fax. It must be 8.5 inches wide or
! Welete [tem |ESS .

[iove Eanward

dectdved] | 2. On theFile menu, clickPrint .

Total pages: 1

DD more documents to this fax by opening each document and printing to the Mortel

Fax printer. Feturn to this window when ready to send or save the fax. 3 . F rom the Ilst Of pl’l nterS, Se|eCt
voicemail Fax

‘SEND thiz fax when you are done.

4. Click theOK button.

SANE this fax az a file.
| st | The Compose Fax dialog box
PR el | appears. From here you can view the

fax, add more documents to the fax or
save the fax as afile.

5. Click theSendbutton.
The Optional Voice Annotation
dialog box appears.

6. If youwantto add a voice

® Fax Message - Message = [=1 B3 . . .
File Edit Vlew| Insert Format Tools Compose Help |ntrOdUCt|0n to the faX, C“Ck thyes
Ssend @S| 200 @Oy ! 4T %3 button and record the voice message
verdana |11 |%|B I U|§§§.E £ = or

i This message has not been sent, |f you Want to Send Just the fax

message, click thBo button

- or
Fax Message.if if you want to cancel the fax, click the
Cancelbutton.

7. Onthe Fax Message window, click
theTo button to select a recipient
from your Personal Address book, or
type the recipients’s e-mail address in
theTo box.

8. Click theSendicon to send the fax.
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12 Creating messages

To create and send a text message
1. Open a unified messaging new mail message.

2. Type or paste text into the message and then clicS#ralbutton.

To save a text message

1. On theFile menu, clickSave As
The Save As dialog box appears.

2. IntheFile namebox type a name for the file and in ti8ave as typdist box
select .rtf.

3. Select a folder to keep the file in and then click 8avebutton.
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Forwarding and replying to messages 13

Forwarding and replying to messages

You can forward a message and create an introduction to send with it. You can create a
reply to the sender of a message, or to the sender and all recipients of a message.

To forward or reply to a message
1. Open the message you want to forward or reply to.

2. If you want to forward the message, click therward icon and address the message
or

if you want to reply to the sender of the message, clickRlegly icon
or

if you want to reply to the sender and all the recipients of the message, click the
Reply to all icon.

3. Click theSendbutton.

Adding attachments to messages

Before you send a message, you can attach a voice, fax or text file to it. Text files must be
txt files and fax files must be .tif-f files.

To attach a file to a message

—— =z 1. Inanopen message, click thesert
i L 1 T File icon.
=) Nortel's Computer [ RebaHELP Office oK | . .

o Goewar The Insert File dialog box appears.

B shortcut to Zbpdbonz
=) shortcut to Zealen0n
= shorteut to zealpooo

2. Type the name of the file that you
want to attach in th&ile namebox
and click theOK button, or double-

Find files that match these search criteria:

dene [ dveoewew[ T e | click the file’s icon to attach it.
Files of type: [Al Files (%) | Lsstmodfied: [anytme | | NewSeach

|9 file{s) Found,

3. Atthelnsert asoption, select how
the file is attached:

« if you are attaching a .txt file,
selectText only

« if you are attaching a .tif-f file,
selectAttachment.

4. Click theSendicon.
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14 Addressing messages

Addressing messages

With unified messaging you can address a message by selecting a name from the voicemail
address book or your Personal Address Book. Your Personal Address Book can include
distribution lists and names.

To add a voicemail address book
address to your Personal Address

Book
1. On the Microsoft Outlook or the
gy S e e e Microsoft Exchange toolbar, click the
LI|@es o] Tl %l A2 Address Bookicon.
Type Mame or Select from List: Shaow Mames from the: The Address Book WlndOW appears.
| -
RICHARDS JODY MW 8025 s .
ROLAND MIKE Ny 5250 =l 2. From theShow Names from thdist
RUDD DOMELLA MM 2154 . .
RUSHTON SUZAMME Ny 8070 box selecwoicemail address book
RYERSOM.CHRIS MWk 8036
SCHEIBE.TRES MWk h2R5
SCOTT.IM My 21EE
SECURITY SECURE MWk 04138 . .
SMITH PAL I Gras 3. Click the name you want and click
STAMBOLILIEJOE Ny 7220 | the Add to Personal Address Book
G button. g
- STAUINTIN MARE, M 2049 _rILI utton. @

The name you select is added to your
Personal Address Book.
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Addressing messages 15

[EZ: Address Book
File Edit “iew Tools Help

IS [= E3

l|E (e ] Fal &l a2l

Type Mame or Select from List:

Show Mames fram the:

Yoicemail Address Book -

RICHARDS JODY
ROLAND MIKE
RUDD.DOMELLA
RUSHTOMN SUZANNE
RYERSOM CHRIS
SCHEIBE TRES
SCOTT .M
SECLRITY SECURE
SMITH. PAT

SOLOSKY.RICHARD
STAMBOULIE JOE
STECKLE JAME
STEEDMAN ANDY
STOUIMNTIM MARK

[
[
N
N
Nk
Nk
Nk
]

Kb
Kb
b
b
b

8025
5250
3154
80v0
8036
5255
8166

=

To address a message from the
voicemail address book or your
Personal Address Book

On the Microsoft Outlook or
Microsoft Exchange toolbar, click the
Address Bookicon.

The Address Book dialog box
appears.

In theShow Names from thdlist
box, selectvoicemail address book
or Personal Address Book

Select the name of the recipient or a
distribution list.

Click theTo button.

Click theOK button to return to the
message window.

PO911955 Issue 02
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16 Setting message options

Setting message options

From a unified messaging message window you can set priority, sensitivity and delivery
options.

On the open message window clieke and then clickProperties.
The Properties dialog box appears.

Properties

General |

D]

Type: Message

Location:
Sets the value of the Size:
message to Low, Sefs the sensitivity of
Normal or High Modified: Mare | "the message to

—Cptions For this item / Normal, Personal,

i Private or
" Irnpoarkance: Sensitivity: A .
Notifies you when Confidential
the message has ; - Marmal -

been rea
™ Do niot sutodrchive this ikem
N Read receipt requested
Notifies you of Delivery receipt requested
y /’l'_ Lelivery receipt req

t
elvery )7 Save copy of sent message

Send Options. .. |

Saves a copy of the
message fo your Sent

Message folder K I Cancel | Apply |
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Creating personal distribution lists 17

Creating personal distribution lists

You can create a personal distribution list for a group of persons that you frequently send
messages to. After you create a list, it appears in your Personal Addseks\Bhen you
want to address a message to the groajed the list.

To create a personal distribution list

1. On the Microsoft Outlook or
Microsoft Exchange toolbar, click the

[ ok | Address Bookicon.
Cancel | The Address Book dla|Og box
_Heb |

Help appears.

Select the entry type: oK

A0 Address
MHortel Address
Internet Mail Address
Oiher bddess 2. Click theNew Entry icon. L.
I The New Entry dialog box appears.
— Put thiz entry
5 Inthe [Fersonal ddioss Baok | 3. Inthe list of entry types, select
I this message ol Personal Distribution List and click
the OK button.
The New Personal Distribution List
Properties dialog box appears.
4. In th'eNa.lme.box type the name of the
e | distribution list.

21l 5. Click theAdd/Remove Members
button and type or select members
from the list to add to your new

_ﬁ' personal distribution list.
bt enber | 6. Click theOK button in the current
ol g [ Jee [ omer | and the next dialog boxes to create
o[ e | your new personal distribution list.
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18 Creating personal distribution lists
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