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Introduction

About this Guide

This guide describes how to use the options for managing an IP Office mailbox that is running in Intuity mode
rather than IP Office mode. Contact your system administrator to find out if this is the correct voicemail mailbox
guide for your system.

Tip
e If the first prompt that you hear when you log into your mailbox asks you to press *4 for help, your mailbox

is an Intuity mailbox. If the first prompt that you hear asks you to press 8 for help at any time, your mailbox
is an IP Office mode mailbox.

These instructions assume that you can dial the default IP Office short code *17 to start voicemalil. This is the
default method available to all extension users. The short codes used through out the guide are the system
defaults. The default short codes may have been changed or disabled. VoiceMail Pro can be used to provide
different options for individual users and groups. Contact your system administrator to find out if anything has been
customized to make your mailbox work differently from normal.

Further information about Avaya IP Office is available from www.avaya.com/support and also from
www.avaya.com/ipoffice/lknowledgebase.

What's New

Here is a list of the new features that have been added for version 4.0.

e Outcalling
When a new voice message is left in a user's mailbox, notification can be automatically sent to a selected
external number. Notification can be sent for all new messages or only messages marked as priority. If
there is no response to the first notification there is an escalation capability. Settings can be configured by
the user through their telephone handset and following the prompts. For more information, see Overview of
Outcalling Settings.

e Visual Voice
Users can access their mailbox using a soft key programmed for visual voice. A display menu provides the
user with options to listen to messages, send messages, change their greetings and password. Access to
visual voice is granted by the system administrator using IP Office Manager.

e The visual voice feature is not available on all telephones. Please refer to the telephone guide for
more information.
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Summary of Mailbox Options

Here is a summary of the options that are available for collecting voicemail messages. The options that are shown
in gray are not supported by IP Office Intuity emulation. The absence of any other features does not imply that they

are supported unless specifically detailed as such elsewhere.

Sawve and skip category - *#
Save and plaw next - #

Play nest - **4

Eraze and play nest - *3
[Urdelete - ==3)

Print fax - *1

-
Login M 1. Becord #. Addressing
Enter mailbox and Record mezzane - 1 Enter address and press-#
passwond, — L2 Cancel address -*3
1. Editing Mame/Mumber addrezzing- =2
Start/5top Recording - 1 I1ze Mailing List - *5
- Rewind - 2 Hear all addresses - 1
Activity Menu ::I:play -5 : Finizh addreismg -
vance -
Record -1
Get messages - 2 — E'al_'r'?ﬂ'?lié 23 . Approve Address
areetings -3 '&'E Ele i kark az private - 1
Outgaing - 4 pRIavE Mark az prionty - 2
Perzonal -5 2. Beceive Scheduled deliven - 3
Dutcalling - B Skio header - 0 File 2 copy - 4
Scan-7 Flelpplya’?:irirard 1 Include afax - &
Trar_mfer -+ Festart - 2 Send #
‘Wait - 3 o Skip to previous - =2
E"TC':F"-'“ ;x?E Pauze/Fesume - 3
login - Louder - 4
Replay header - 23 1. Reply
General Back - 5/ Festart - *5 Call sender -0
Advance - B R eply without original - 16
Help - #4 Quieter - 7 Reply with original - 19
Exit - =3 awr - O Forward with comment at start - 2
Wi ait - Faster - 9 Farward with comment at end - 3

Send another message - 4

0_Listen # 1. Edit Greetings

3. Personal Greetings

Lizten to greetings - 0
Create, change or delete - 1
Scan all - 2

Activate greeting - 3

Replay - 0
Review status - 2
Recard - 1
Delete - *3

Save - #

Adrminzter call types - 4

5. Personal Options

4_ Administer Call Types

b ailing hists - 1
Perzonal directony - 2
Fax options - 3
Pazzword - 4

Record name - 5
Address after record - 6
Aoceot call answer - 7
Mediz preferences - 8

Differentiate internaldesternal -1
Differentiate engaged/no reply - 2
Cut of Hours calls - 3

Same greeting all call: -5

1. Mailing Lists

b

6. Outcalling

Create list -1

Scan hists - 2

R eview & modify - 3
Restart - *5

Configure Outcalling -1
Changetimes - 2
Change numbers - 3
Turm off - B

Tummon -9

b

¥. S5can Messages

Headers and meszages - 1
Headers only - 2
Mezzages anly - 3

Frint hew fases - 4
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Introduction

e If the system administrator has set up at least 1 voicemail transfer number, you can press *0 while you are
collecting messages and you will be transferred to a reception number.

e Usually you do not need to wait for a prompt to finish before you choose an option. However, you cannot
dial through error messages or prompts that the system wants you to hear.

e For details of options that are available to callers who want to leave a message see the Options for Mailbox
Callers Overview.

Options for Mailbox Callers

When you call an extension and are directed to voicemail can access a number of other options. You can skip past
the greeting message and go straight to the tone that indicates when to leave your message.

To skip a mailbox greeting:
1. Call the extension number.

2. As soon your call is answered, press 1 to skip the greeting. You then hear the tone after which you can
record your message.

When you leave a voicemail message you can designate the message as priority or private or both. Mailbox
owners hear priority messages first when they listen to their messages. Priority Private Messages are played
before Priority Messages . Private messages cannot be forwarded to another mailbox.

To mark a message as priority or private or both:
1. Call the extension number.
2. Leave a message.
3. Instead of hanging up, press #.
4

To mark a message as private, press 1. To mark a message as priority, press 2. You hear a confirmation
message. Follow the instructions that you hear if you need to change the status back again.

5. Press # again to send the message.

When you call an extension and are directed to voicemail you can either leave a message or choose to be
transferred:

e To another extension: Press *8.
e Via the name/number directory: Press **6 or *2.

e To a covering extension number, for example reception or a mobile or cell phone number. The numbers
that you need to press be transferred can be 0, 2 or 3. The actual transfer destinations depend on the
numbers that the mailbox owner has specified.

Intuity Mailbox User Guide Page 3
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Logging in to Your Mailbox

Overview

The way in which you log in to your Intuity mailbox is the same whether or not it is the first time you have logged in.
The prompts that you hear are different. When you log in to your mailbox for the first time, you may be asked to set
a mailbox password and to record your name. For more information, see Logging in for the First Time.

For subsequent logins you need only enter your mailbox number and password. For more information, see Logging
in After the First Time.

Many Avaya telephones have special keys or menus for gaining access to voicemail mailboxes. You can also use
the IP Office Phone Manager application that can display when you have voicemail messages. For more
information, see Other ways to Log in.

Occasionally you may want to log in to your mailbox from a telephone that is not on your company's telephone
system. For more information, see Logging in Remotely.

Logging in for the First Time

The first time you call your mailbox you are prompted to record your name and change the mailbox password. The
name that you record is used in various system announcements and in the voicemail system directory search.

Typically your mailbox number matches your extension number which is the internal number that people dial to call
you. Your system administrator can tell you if your mailbox number is different.

Similarly your system administrator can tell you if your mailbox already has a password set. Typically a password is
not set until the first time you log in.

To log in for the first time:
1. Dial *17.
2. If you are dialing from your own extension, press #. Otherwise enter your extension number and press #.
3. If a password has not been set yet, press #. You are asked to enter a new password.
e |f a password has been set, enter your password and press #.

4. Enter a new password and press #. Your password cannot be the same as your extension number or a set
of repeated digits or consecutive numbers.

5. Re-enter the new password and press #.

e You can change the password again at a later date. For more information, see Changing Your
Password.

6. Record your name when you are prompted. You can record your name again at a later date. For more
information, see Recording Your Name.

Press 1 and at the tone, speak your name.
Press 1 again. Your recording is played back.
Either press # to accept the recording or 1 to record again.

10. After you log in, the voice prompts tell you what to do. A summary of many of the options is given in
Summary of Mailbox Options.

e Press *4 for help at any time.
e Press *7 to return to the activity menu.

e Press # at the end of a menu to return to the previous menu.

Intuity Mailbox User Guide Page 5
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Logging in After the First Time

If you have already logged in once and recorded your name and set a password, you need only enter your mailbox
number and the password.

To log in after the first time:
1. Dial *17 or use an alternative method that is supported by your telephone or Phone Manager software.
2. If you are dialing from your own extension, press #. Otherwise enter your extension number and press #.

3. Enter your voicemail password and press #. After you log in, the voice prompts tell you what to do. A
summary of many of the controls is given in Summary of Mailbox Options.

e Press *4 for help at any time.
e Press *7 to return to the activity menu.

e Press # at the end of a menu to return to the previous menu.

Logging in Remotely

You can log in to your own mailbox from a telephone outside of your company's telephone system. Typically your
system is configured with a special number that you dial and then you select the required mailbox. However if this
has not been set up, you can use the following method to log in remotely.

To log in remotely:

1. Call your company and ask to be connected to a number that will go to voicemail. This means a number
that will not be answered by a person, for example, your own extension number.

Wait for the voicemail system to respond and ask you to leave a message.

3. After the tone, do not leave a message but press #. In some cases you may hear the prompt No message
to save.

Dial *7. You are asked to select the mailbox that you require.
Enter your own extension humber and press #.

When prompted enter your mailbox password and press #. You hear a summary of your voicemail
messages as normal.

Page 6 Intuity Mailbox User Guide
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Logging in to Your Mailbox

Other Ways to Log in

There are other ways to log in to your mailbox, apart from using the default short code *17. The options available
depend on the type of telephone you are using and the settings that have been applied. For more information, see
your system administrator.

Using a Voicemail Collect Button
You can collect your voice messages from your own extension using a button programmed for voicemail collect. If
your extension is a trusted extension you will not need to enter your voicemail code.

To log in using a Voicemail Collect button:
1. Press the button labelled VMCol.
2. The activity menu is played.

Using a Menu Key
On some Avaya telephones there is a 528 Menu key that can be used to log in to your mailbox.

To log in using a Menu key:
1. Press 558 Menu twice.
2. Press the key below Msgs.

3. Press the key below Voice. The names of the mailboxes for which you receive message waiting indication
are shown plus the number of new messages in each mailbox.

4. Press the key below the mailbox required. Continue to log in as you usually do. For more information, see
Logging in After the First Time.

Using a Visual Voice Button
A Visual Voice button provides a display menu for access to your mailbox. The menu provides you with options to
listen to messages, send messages, change your greetings and password.

To log in using a Visual Voice button:

1. Press the button labelled Voice.

2. Select from the displayed action. The options that may be available are:
e Listen - play your new or old messages.
e Message - send a voice message.
e Greeting - Change your personal greetings.
¢ Email - Change the alert status of your email notification.
e Password - Change your voicemail password.
e Group - play voice messages of the group that you have voicemail access.

For more information about using Visual Voice, see the relevant telephone user guide.

Intuity Mailbox User Guide Page 7
IP Office 4.0 15-601130 Issue 10 (18th January 2007)



Intuity Mailbox User Guide

Using Phone Manager
Phone Manager is an IP Office application for managing telephone calls and voicemail mailbox settings.

To log in with Phone Manager:
1. Log in to Phone Manager.

2. Click the Messages tab. The names of the message boxes for which you receive message waiting
indication are shown plus the number of new messages in each.

3. Double-click on the message box you want to access.

e If your telephone is on-hook it rings when the voicemail server is connected. Pick up your
telephone handset. depending on how your telephone is configured the speaker phone might
automatically come on.

e If your telephone is in the off-hook state, you are connected to the voicemail server as soon as it is
located.

4. Log in as normal.

If you are using Phone Manager Pro, you can use the Phone Manager Voicemail tab to play messages after you
have logged in to a mailbox. For more information, see the Phone Manager User Guide.

Using a Text Phone
If you use a text phone (TTY device), the steps for logging into your mailbox are as follows:

To log in with a text phone:
1. Dial *17.

2. Take the analog telephone handset off hook. When you are connected, you see prompts on the display of
the text phone.

For requests such as "Press 1 for ..." you should use the keypad of the telephone. For messages followed by GA
(go ahead), you should type from the text phone.

For more information, refer to the document "User Guide for Audix TTY Interface" (555-300-710) from the
Knowledge Base at www.avaya.com/ipoffice/knowledgebase.
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Listening to Messages
Overview

When you have successfully logged in to your mailbox, you hear an announcement to tell you about the messages
that you have. For example, you hear the number of voice messages and the number of emails and fax messages
if there are any.

You can listen to your messages or record a new message and send it. If any of your messages are emails, you
can also reply. If any of your messages are fax messages, you can specify a personal fax number so that you can
forward or print them.

e You will only receive email messages if your voicemail account has been configured for voicemail email.
For more information, see your system administrator.

Each message starts with a header, which contains details about who the message is from (if known) and when it
was left. For fax messages, the header includes the number of pages. By default messages are played to you in
the following order:

e Voice messages first.
e Fax messages second.
e Email messages third.

You can change the order if you prefer to hear the types of message in a different order, for example email
messages first. For more information, see Setting the Order in which Messages are Played. Message of all types
are grouped in to the following categories:

e Priority
When a caller leaves a message they can mark it as a priority message. Priority messages are presented
first. New messages are played next followed by old messages.

e New
A message that has not been listened to.
e Old

After you have listened to a new message it becomes an old message. Unless you delete them sooner,
messages are automatically deleted after 30 days (720 hours). This is the default period but your system
administrator can change the setting for different types of message. Check with your system administrator
to find out how long messages are stored before they are automatically deleted.

If you specify the order in which types of message are played to you, you hear all of the messages of one type
before the next type. For example if you specify emails, followed by voice messages, followed by fax messages,
you hear priority, new and old emails followed by priority, new and old voice messages followed by priority, new
and old fax messages.

While you listen to a message you have options to:

e Scan through and skip the messages or the message headers. For more information, see Scanning Your
Messages.

e Skip to the next type of message type, for example if you do not want to listen to messages that you have
already dealt with.

e Call back the message sender. For more information, see Calling the Message Sender.

e Reply to a message, with or without the original message. For more information, see Replying to a
Message.

e Forward it to a different extension or several extension numbers at the same time. You can add a comment
to the start or end of a message that you are forwarding. For more information, see Forwarding a Message.

From your mailbox you can also send a new message or record a single message and send it to several other
mailboxes at the same time. Your messages are kept until they are deleted either by yourself or automatically after
a pre-set time period.

Intuity Mailbox User Guide Page 9
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Listening to Your Messages

When you receive messages you can skip the header and listen to the message. While listening to your messages
you can listen to all or just part of the message again. You can listen to the header details when you reach the end
of the message by pressing 23.

LDgin—h Get mezsages —p <Mezzage Header dnnouncement: —k <Meszage iz played: |I| Reszpond/Forward

[3]|Delete message
@ Skip meszage

To listen to messages in your mailbox:

1. Log into your mailbox. The number of new messages is announced. The announcement tells you how
many of those messages are priority messages.

2. Press 2 to receive your messages. The header of the first message is played.
e You can press 0 to skip the message header and listen to the message

3. Asyou listen to your messages you can use the following controls to listen to all or part of the message
again.

e Press 2 to restart message.
e Press 23 to replay header.
e Press 3to pause / resume.
e Press 5 torewind 5 seconds.
e Press *5 to restart.
e Press 6 to advance 5 seconds.
4. When you have listened to the message you have the following options:
e Press 1toreply to or forward the message. For more information, see Replying to a Message.
e Press *1 to forward a fax message. For more information, see Forwarding a Fax Message.
e Press *3 to delete the message and continue to the next message.

o Press # to skip the message and play the next message.

The following controls are also available.
e Press *# to skip to the next category.
e Press **8 to restore the message that you just deleted.
e Press **4 to leave the message in current category and skip to next category.
e Press *2 to go back to previous message.

e Press **9 to hang up and end voicemail.
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Calling the Message Sender

If the message was sent from an internal number you can call the sender. The call needs to be from another
extension or if the caller's internal CLI is known (played in the message header) it may be possible to call them
back.

Lugin—rﬁet messages —k <Messaoe Header —p<Meszage iz pIayed>—b|I|HespundfFumard —r@[ﬁall sender
Announcements

To call the sender:
1. While you listen to the message, press 1.

2. To attempt the call, press 0. You are logged out of your mailbox.

Replying to a Message
When you receive a voice or email message, you can send a reply message to the sender. You can choose to
reply with or without the original message attached.

Lugin—}Eet messages—lIIlFIespund!anard—hlIlHeply«E:@Withuut urigdeDne}, record reply,@
[9]with original
To reply to a message:
1. While you listen to a message, press 1.
2. To reply to the message with voicemail press 1 again.
3. Select the type of reply:
e Press 6 to reply without the original message attached.
e Press 9 to reply with the original message attached.
After the tone record your reply.

Press # when you have finished. Your reply message is scheduled for delivery and you are returned to the
message collection option.
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Forwarding a Message

You can forward a voice message to a different mailbox or to several mailboxes at the same time. An email
message can only be forwarded to one mailbox at a time.

e You cannot forward a voice message if it is marked as private by the sender.

e The comments that are recorded are played followed by the forwarded message.
If you forward messages to the same group of people you could use a mailing list to select the mailboxes to
forward the message to. For more information, see Using a Mailing List.

Login—[2|Get messages—[1|Respond/Forward—[Z| Forward with comment—y <tones. record comment, [ ———

\T—t Enter extn no [#] <Extn ho./name announcements ——[#Finish addressing [#]Send
@Hear delivery uptiuns—|

|I|Hark private @Send
Hark pliﬂlit}lT
To forward a voice message to other mailboxes:
1. While you listen to a message, press 1.
2. Press 2 to forward the message with a comment.
3. Record your comment and press # to finish recording. You are prompted for the forwarding addresses.
4. Enter a mailbox number (or dial the required name) and then press #.
e Repeat until you have entered all the mailboxes to forward the message to.
e To delete the last number that you entered, press *3.
5. Press # to finish addressing.

6. Press # to send the forwarded message.

You can set the address for a forwarded message before you record the comment. For more information, see
Addressing a Message Before You Record.
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Sending a New Message

You can send a new message to another mailbox or mailboxes. By default, you specify the address of a message
after you record it but you can change this option if you prefer to specify the address first. For more information,
see Addressing a Message Before You Record.

Login —}E et messages—blil R espund!Fumard—bElSend new meszage — <toner, record message @—‘

\T—b Enter extn no @ <Extn no./name announcements ——b@Finish addrezzing @Send
@Hear delivery uptiuns—|

|I| Mark plivate:l—) @Send
[:@ Mark priority

To send a new message:
1. While you listen to your message, press 1.

2. Press 4.
You are prompted to record your new message. Record your comment and press # to finish recording.

3. You are prompted for the forwarding addresses.

e While you enter addresses, you can press *2 to switch between entering an address by extension
number or by matching a user name.

e Enter a mailbox number (or dial the required name) and then press #.
e Repeat until you have entered all of the mailboxes to which you want to forward the message.

e To select and add a mailing list, press *5. You are asked to enter the mailbox number of the
mailing list's owner and then the number of the list. For more information see Mailing Lists
Overview.

e To delete the last number entered, press *3.
e Press # again to finish addressing.
4. Select any of the following options:
e Press 1 to mark the forwarded message as private.
e Press 2 to mark the forwarded message as priority.

e Press # to send the forwarded message.
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Recording a Message

You can record a message and send it to another mailbox or several mailboxes at the same time. If you regularly
send a voice message to the same group of mailbox owners, you can create a mailing list. For more information,
see the Creating a Mailing List.

e Recordings must be at least 3 seconds long.

By default, you specify the address of a message after you record it but you can change this option if you prefer to
specify the address first. For information, see Addressing a Message Before You Record.

Login—4[ 1|Record—¥ <tone>, record message | | ——— Enter extn no [#] <Extn no./name announcements

|—blilFinish addressing @Send
[0]Hear delivery options [1]|Mark private]—)@ﬁend

Hark priority
To record a message:
1. Log in to your mailbox.
2. To select recording, press 1.
3. After the tone, start recording your message.
4. Press # to end the recording or press 1 stop to edit the recording that has just been made.
e Press 1 to stop/start recording.
e Press 2 to rewind the recording.
e Press 23 to play back the recording.
e Press *3 to delete the recording.
e Press # to approve the recording.
5. You are prompted to enter the address or addresses to which to forward the message.

e While entering addresses, you can press *2 to switch between entering an address by extension
number or by matching a user name.

e Enter a mailbox number (or dial the required name) and then press #.
e Repeat until you have entered all of the mailboxes to which you want to forward the message.

e To select and add a mailing list, press *5. You are asked to enter the mailbox number of the
mailing list's owner and then the number of the list. For more information see Mailing Lists
Overview.

e To delete the last number that you entered, press *3.
e Press # again to finish addressing.

6. Select any of the following options:
e Press 1 to mark the forwarded message as private.
e Press 2 to mark the forwarded message as priority.

e Press # to send the forwarded message.

When you are listening to a message, you can record a new message and send to any mailbox owners. For more
information, see Sending a New Message.
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Scanning Your Messages

You can scan through your messages and/or message headers without having to take any further action. The
message header tells you when a message was received, who left it (if known) and the message length.

Lugin—hﬁcan-BlIlHeaders and mezzages —Eﬂewind current

@Pause!ﬂ esume
Exit scanning

Header only
Hessages only

To scan your messages:

1.
2.
3.

Log in to your mailbox.
Press 7 to select scan messages.
Select the scan mode required:
e Press 1 to scan the headers and messages.
e Press 2 to scan headers only.
e Press 3 to scan messages only.
While your message header or message is playing, you can:
e Press 2 to rewind current message.
e Press 3 to pause/resume.
e Press *7 to exit scan messages.

When you are listening to a message you can press 1 to respond or forward the message. You then have
the options to:

e Press 0 to call the sender of the message. For more information, see Calling the Message Sender.

e Press 1to leave a voice message in the callers mailbox. For more information, see Replying to a
Message.

e Press 2 to forward the message to another mailbox. For more information, see Forwarding a
Message.

e Press 4 to send a new message to another mailbox owner. For more information, see Sending a
New Message.

After you have listened to all of your messages, you are returned to the activity menu.
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Mailing Lists

Overview

With mailing lists (also known as personal distribution lists or PDLSs) you can store sets of mailbox humbers so that
you can send a voice message to several recipients at the same time. This is useful if you often send messages to
the same people, for example the members of one or more departments or even the whole company.

Your mailbox can have up to 20 mailing lists associated with it. Each list can contain up to 360 mailbox numbers.
Lists can be private or public. Private lists can be used only by you while public lists can be used by other mailbox
users when they forward a message. If you create a public list it cannot be modified by other users. For more
information, see Creating a Mailing List. When you address a message, you can select one of your own mailing
lists or a public list from a different mailbox. For more information, see Using a Mailing List.

If you have set up many mailing lists, it can be useful to scan through them if you need to review them and check
how many members (mailbox numbers) each contains. During a scan you can delete a list. For more information,
see Managing Mailing Lists.

Using Phone Manager

If you prefer to work with a visual representation of a mailing list, you can use the Phone Manager application if
available. Phone Manager enables you to set up or change a mailing list using your computer rather than the
telephone handset. You can also use a create a new mailing list based on a public list that you did not created.

e Any maliling lists created using your telephone are available within Phone Manager.
e In Phone Manager mailing lists are called personal distribution lists (PDLS).

¢ Any changes made to PDLs in Phone Manager are reflected when you use your telephone handset to
manage your mailing lists.

For more information, see the Phone Manager User Guide.
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Creating a Mailing List

You can create up to 20 mailing lists for your mailbox. Each mailing list can contain up to 360 mailbox numbers.

Any mailing list created can be viewed and edited using IP Office Phone Manager. For more in formation,
see the Phone Manager User Guide.

Login— |5 |Options —[ 1]Mailing lists—»[1]Create list— Erter list 1D ro. [3] — <list n-:-.>—|

[1] Plivatfj—ﬂ—} Enter exth ho @ <Extn no. smame announcement ——}@Finish addressing
Public

To create a mailing list:

1.

o~ 0D

8.

Log in to your mailbox.

Press 5 for personal options.

Press 1 for mailing list options.

Press 1 to create a new mailing list.

Enter a number to identify the list and then press #.

e The list identifying number must be less than 6 digits long. If the number is too long or already in
use you are prompted to enter a different number followed by #.

Mark the list as private or public.
e Press 1to mark the list as private

e Press 2 to mark the list as public. A public mailing list can be used by other mailbox owners but a
private list cannot.

When prompted, start adding mailboxes to the mailing list. To add a mailbox enter the mailbox humber and
press #. For local mailboxes the mailbox user's name is confirmed. You can also select the following
options while you add mailboxes:

e Press *2 to switch to selecting mailboxes by name.
e Press *5 to import the contents of another public mailbox list.

e You are asked to enter the list owner's mailbox number followed by # and then the list
number followed by #.

e |f the mailbox or list is not valid or the list is private you are returned to the option for
creating a mailbox list in the usual way.

o If the list exists and is public, its contents are imported as long as importing does not result
in a list of more than 360 entries. Any duplicate entries are automatically removed.

Press # to finish adding mailbox addresses. The mailing list can now be used.

When a list is created it can be used to send and forward messages using both the telephone or IP Office Phone
Manager application. For more information, see Using a Mailing List.

The list can also be changed or deleted using both the telephone or IP Office Phone Manager application. For
more information, Managing Mailing Lists.
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Using a Mailing List
When you are logged in to your mailbox you can record a message and send it to all the mailboxes that are in a
mailing list.

Lugin—plIlHecurd — <toner, record meszage @1

L [#][5]Use mailing list — <extn no >, [#]—p<list no.>, [#]— [#]Confirm N

@Send
[0]Hear delivery options [1]Mark privatej—)@ﬁend

Hark priority

To send a message to the members of a private mailing list:

1.

Press 1 to record the message that you want sent to every one in the list.
After the tone, start recording your message.

Press # to finish recording. You are prompted to enter the extensions to send the message to. You are
going to use a mailing list that contains all the extensions.

Press *5. You are going to use a private mailing list that you created.
Press #. Your name is announced and you are asked to enter the list identification.

Enter the List ID and press #. You are told the list number and the number of members in the list. You are
prompted to enter the extension numbers. You are using a mailing list that contains all the extensions.

Press #.

Press # to send the message. You hear a confirmation message that the delivery is scheduled. Your
message is sent to all the extensions in the mailing list.

To send a message to the members of a public mailing list:

1. Press 1 to record the message that you want sent to every one in the list.
After the tone, start recording your message.

3. Press # to finish recording. You are prompted to enter the extensions to send the message to. You are
going to use a mailing list that contains all the extensions.

4. Press *5. You are going to use a public mailing list that you did not created.

Enter the extension number of the Public mailing list owner and press #. You hear the name of the mailbox
owner and you are asked to enter the list identification.

6. Enter the list ID and press #. You are told the list number and the number of members in the list. You are
prompted to enter the extension numbers. You are using a mailing list that contains all the extensions.
Press #.

8. Press # to send the message. You hear a confirmation message that the delivery is scheduled. Your
message is sent to all the extensions in the mailing list.
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You can forward a message to the several mailboxes at the same time using a mailing list. Messages marked as
private by the sender cannot be forwarded.

Lugin—b@ﬁet messages —p <Mezsage Header .ﬁ.nnnuncemenb—h@gﬂﬁ ni'::g;E—HMessage
£ pla_lrled}—‘

I—>|I|Hf:|:n|5,l;\"Fi:nrllnllalrvl:l—Ir Forward with comment—} <tone:, record comment | ] ———

L}@ Uze mailing ligt —p <extn o, @—Hlist na.s, @—P @Eunﬁrm
[#]Send

[0]Hear delivery options [1]|Mark privatej—b@ﬁend
Halk priority

.

To forward a message to the members of a mailing list:
1. While you listen to the message, press 1.

2. Press 2 to forward the message with a comment. You are prompted to record your comment after the tone.
Record your comment and press # to finish recording.

3. You are prompted to enter the extensions to send the message to. You are going to use a mailing list that
contains all the extensions. Press *5. You are going to use a mailing list that you created.

Press #. Your name is announced and you are asked to enter the list identification.

Enter the List ID and press #. You are told the list number and the number of members in the list. You are
prompted to enter the extension numbers. You are using a mailing list that contains all the extensions.

6. Press#.

7. Press # to send the message. You hear a confirmation message that the delivery is scheduled. Your
message is sent to all the extensions in the mailing list.
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Managing Mailing Lists
When you have created a mailing list you can:
e Review all your lists.
e Add members to a mailing list.
e Delete members from a list.
e Delete a mailing list.
e Change the status of a mailing list.

Any mailing list created can be viewed and edited using Phone Manager. Any changes through the telephone
updates the details shown within Phone Manager. For more in formation, see the Phone manager User Guide.

When a mailing list has been created you can find out the list identification number and the members of the listing
by scanning or reviewing your mailing lists.

Login— |5 |Options —[ 1|Mailing lists —»[2]Scan lists [D]Review members
[2]|Previous list
[#]Next list
To review all your mailing lists:
1. Log into your mailbox.
2. Press 5 for personal options.
3. Press 1 for mailing lists.
4

Press 2 to scan your mailing lists. You hear the number of the lowest numbered list, the number of
members it contains and whether it is private or public.

5. You can now use the following options:
e Press 0 to listen to the list details

e Press # to skip to the next list.

The status of a mailing lists can be private or public. When a mailing list is public anyone can use the list to send a
message to all the members of the listing. A private mailing list can only be used by the person that owns the list.
When a list has been made the status of the list can be changed.

Login—[5 |Options —[ 1|Mailing lists—» [ 3 |Review lists —» <extn no.x [#]— Erter list 10 No. Iil—l

L} [1]Add/Change — <List detsil: announced>— 9|Change

|—}<List details announced: @ Finizh addressing—r@.ﬁ.ppmved

To change the status of a mailing list:

Log in to your mailbox.

Press 5 for personal options.

Press 1 for mailing lists.

Press 3 to modify your mailing list. You are prompted to enter the mailbox number of the mailing list owner.
Press # as you are the mailbox owner. The system prompts you to enter the mailing list number.

Enter the list identification number and press #. The list details are announced.

Press 1 to add or change details of the mailing list. The status of the mailing list is announced.

Press 9 to change the mailing list status. The new status of the mailing list is announced.

© ® N o g w DD PRE

Press #.

10. Press *# to complete the review.
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When a mailing list has been created, members of the list can be removed from the listing.

Login— |5 |Options —| 1|Mailing lists—»[3 |Review lists —p<extn no.>, [ #]—» Erter list 1D No. @—|

Delete memher:l—b @Appmved

[#|Hear next member

To delete members from a mailing list:

2 T oA

7.

Log in to your mailbox.

Press 5 for personal options.

Press 1 for mailing lists

Press 3 to modify your mailing list. You are prompted to enter the mailbox number of the mailing list owner.
Press # as you are the mailbox owner. The system prompts you to enter the mailing list number.

Enter the list identification number and press #. The list details are announced and the first mailbox number
or name in the list. Review the members of the list.

e Press *3 to delete the mailing list member.
e Press # to hear the next member.

Press *# to complete the review.

When a mailing list has been created, new members can be added to the listing.

Lugin—b@ﬂptiuns—bmlﬂ ailing lists —b@ Review lists —¥F<extn no.x @—hEnter lizt D Mo @—I

LN Lizt detail
s netals [1]Add/Change _'ar"\:r?nta%ugem [6]Leave status unchanged

L}%ﬂﬁ%ﬂﬁ?&ﬁ}_ Enter new extenszian nD.—PlEI—P Iil Finizh addressing—h@.ﬁ.ppmved

To add members to a mailing list:

1.

© © N o g M~ w D

Log in to your mailbox.

Press 5 for personal options.

Press 1 for mailing lists.

Press 3 to modify your mailing list. You are prompted to enter the mailbox number of the mailing list owner.
Press # as you are the mailbox owner. The system prompts you to enter the mailing list number.

Enter the list identification number and press #. The list details are announced.

Press 1 to add or change details of the mailing list. The status of the mailing list is announced.

Press 6 to leave the lists status unchanged.

Enter new extension number and press #.

10. Press # to finish addressing.

11. Press *# to complete the review.

Page 22 Intuity Mailbox User Guide
15-601130 Issue 10 (18th January 2007) IP Office 4.0



Mailing Lists

If a mailing list is no longer required, the listing can be deleted.
Login—[5 |Options —[ 1 |Mailing lists—[2]Scan lists — [ *][3] Delete mailing list

To delete a mailing list:

Log in to your mailbox.

Press 5 for personal options.

Press 1 for mailing lists.

Press 2 to scan your mailing lists.

Press # to skip the mailing lists not required.

Press *3 when you hear the details of the mailing list that you want to delete.

N o ok~ wDd e

Press *7 to return to the activity menu.
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Personal Greetings
Call Types and Greetings

By default, callers who are directed to your mailbox hear the system greeting "Your call is being answered by IP
Office. <Name> is not available. To leave a message wait for the tone,". The default system greeting cannot be
changed. However, you can replace the system greeting with a greeting that you have recorded.

You can record a library of up to 9 personal greetings. These are the greeting messages heard by callers when
they are directed to your voicemail. You can assign a different greeting for specific call situations. For example, you
can assign a different greeting for calls received internally to those received from outside the company. You can
also use a personal greeting message to tell callers about available transfer options. For more information, see
Giving Callers a Transfer Option.

Any greeting recorded using the telephone user interface can be accessed using IP Office Phone Manager where
greetings can be named, assigned, and re-recorded. For more information, see the Phone Manager User Guide.

There are three types of greetings:
e Temporary.
e Hunt Group.
e Personal.
The process for using greetings involves the following key steps:
1. Create your greetings. For more information, see Recording a Greeting.
2. Assign a greeting to a call type. There are two ways to assign greetings to call types:

e You can select the call type and then assign the greeting. For more information, see Administer
Greetings.

e Select a greeting and assign it to a type of call. For more information, see Activating a Greeting.

Temporary Greetings

A temporary greeting can be created and played for all call types. For example, a temporary greeting might be
used when you are away from the office, giving the caller an alternative contact person. If you are using a
temporary greeting, no other greetings are active. For more information, see Creating a Temporary Greeting.

Caller is transferred to volcamall,

Has a Temporary Greeting been
selected?

Yalidate Hunt Group
[aresting

Play
Temporary Grasating
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Hunt Group Greetings

Personal greetings can be created for hunt groups. If you log in to a hunt group mailbox there are two additional
greeting types available.

e Out of Service - If the greeting is active it is played if a call arrives when the hunt group is out of service.

e Out of Hours - If the greeting is active it is played if a call arrives during the times specified as out of
hours.

Hunt group greetings are played when the temporary greeting is not being used. If no hunt group specific greeting
has been set the setting of the personal greetings are checked.

Caller iz tranzferred to voicemail
Mo Temparay Greeting has been set.

Iz the hunt group out of service?

Haz a greeting for out of
zemvice been selected?

Haz a greeting for out of
hourz been selected?

I the hunt group out of howrs?

Play Out of Hours
F'I;:_l,l Out of_ Greeting.
Service Greeting

W alidate
Personal Greeting

Personal Greetings

Personal greetings are played when the temporary greeting is not being used. If no personal greetings are applied
callers who are directed to your mailbox hear the default system greeting - "Your call is being answered by IP
Office. <Name> is not available. To leave a message wait for the tone, ...".

Personal greetings can be created for certain call types. For example, if you are busy on a call anyone calling your
extension can hear a personalised greeting stating that you are on a call, but are in the office. There are six types
of personal greetings:

e All Calls

e Internal Calls

e External Calls

e Number engaged calls
e Noreply calls

e Default
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When you assign a personal greeting for more than one call type, the greeting used for any call is decided using an
order of priority. The priority order is shown in the flow chart.

o Note - If the call is to a hunt group, the hunt group greetings are checked before the personal greetings.

Yes

Caller is transfemed to voicemail.
Mo Temporary Greeting has been set.

Has a greeting far all

Play All Calls
Personal Greeting

Intermal Caller

calls been salacted?

Is the caller calling from within
the company or are they an
external caller?

External Caller

Has an external greeting

been selected?

Flay External
Personal Gresting

Mo
Has an intermal greeting
been selected?
Play Internal
Personal Greating
Yes
M

Is your telephone
extension busy?

Has & busy greeting
been selected?

Play Busy
Personal Greeting

Play Default
Gresting

Has a no answer
greeting been
selected?

Play Mo Answer
Parsonal Gresating
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Recording a Greeting

You can record a library of up to 9 greetings that can be used as either a temporary greeting or as personal
greetings applied to specific call types. The greetings are heard by callers when they are directed to your voicemail.

At any time you can listen to a greeting message and re-record it. For more information, see Listening to a
Greeting, Changing a Greeting or Deleting a Greeting.

e A greeting must be longer than 3 seconds. The maximum length of a greeting is 120 seconds by default.
Your system administrator will be able to tell you if the system defaults have been changed.

e If you record a greeting, you do not need to assign the greeting until you need it. This is useful if, for
example, you record a greeting message for the times when you are on vacation or away on business.

Login—| 3 |Greetings—»[ 1|Create greeting—[1] [9]Greeting number — <tone:, speak,m—‘

|—DFlewind and playback K@Appmve—b @Save and do not make live ‘
[1]Add to recording —hlil___@ﬁleeting number —p<tones, speak,m

To record or re-record a personal greeting:
1. Log in to your mailbox.

2. Press 3 to select personal greetings. If you have selected any call types, you hear an announcement that
lists the call types and the greeting assigned to that call type. For example you would hear For internal calls
greeting 1 active.

o If the temporary greeting is active you hear an announcement that details the number of days that
the temporary greeting is active for. Press 1 to deactivate the temporary greeting.

Press 1 to create or change a greeting.

Enter the number of the greeting (1 to 9) that you want to create or change.
Start speaking your greeting at the tone.

When you have finished press 1 to edit your greeting.

Press 2 3 to playback the greeting that you have just recorded.

© N o g > w

Press # to confirm the recording. The number of the greeting that has just been recorded is announced.
o |f you want to add to the recording, press 1. Start speaking the extra words, press 1 when finished.

9. Press # to save the recording and not make active.

The new greeting can be assigned to a call type by:
e Selecting the call type and then assigning the greeting. For more information, see Administer Greetings.

e Selecting the greeting and assigning the greeting to a type of call. For more information, see Activating a
Greeting.

You can also use a greeting as a temporary greeting. For more information, see Creating a Temporary Greeting.
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Administer Greetings

When you have recorded greetings, you can select the call type and then assign the greeting. When you assign a
personal greeting for more than one call type, the greeting used for any call is decided using an order of priority.
For more information, see Call Types and Greetings.

Lugin—}Ereetings—b@ﬁdminister call types—bmhctivate ——p|I| All calls greeting

+(1] _[9]Greeting
—b Internal callz greeting—| number
—}@ External calls greeting—|
—}El Engaged calls greeting |
—P@ Mo reply greeting
—P@ Out of hours greeting—|
—P Out of service greeting -
—P Default greeting
—b@ Temporary greeting——|
—F@ Ezxit to greetings menu—

To assign a call type to a greeting:

1.
2.

6.
7.

Log in to your mailbox.

Press 3 for personal greetings. If you have selected any call types, you hear an announcement that lists
the call types and the greeting assigned to that call type. For example you would hear For internal calls
greeting 1 active.

Press 4 to Administer Call Types.
Press 1 to activate a call type. You hear a message to confirm the call types that are currently identified.
Select the required call type.

e If you select 9 for temporary greeting, no other greetings are active. For more information, see
Creating a Temporary Greeting.

e The options 6 (Out of hours greeting) and 7 (Out of service greeting) are only available from hunt
group mailboxes.

Enter the personal greeting number to assign to the call type selected.

Press # when you have finished to return to the greetings menu.

To deactivate a call type:

1.
2.

L

Log in to your mailbox.

Press 3 for personal greetings. If you have selected any call types, you hear an announcement that lists
the call types and the greeting assigned to that call type. For example you would hear For internal calls
greeting 1 active.

Press 4 to Administer Call Types.
Press 2 to deactivate a call type. You hear a message to confirm the call types that are currently identified.
Select the required call type to deactivate.

Press # when you have finished to return to the greetings menu.
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Activating a Greeting

When you have recorded greetings, you can select the greeting and then assign the call type. When you assign a
personal greeting for more than one call type, the greeting used for any call is decided using an order of priority.
For more information, see Personal Greetings:Overview.

Login—| 3 |Greetings —#[ 3| Activate greeting—#[1] [9]Greeting number ——4[1] All calls greeting
—P@ Internal calls greeting
—P@ External calls greeting
—r|1| Engaged calls greeting
—P@ Mo reply greeting
—P@ Out of hours greeting
—F Out of zervice greeting
—P Default greeting

—P@ Temporary greeting

—P@ Exit to greetingz menu

To assignh a personal greeting to a call type:
1. Log in to your mailbox.

2. Press 3 for personal greetings. If you have selected any call types, you hear an announcement that lists
the call types and the greeting assigned to that call type. For example you would hear For internal calls
greeting 1 active.

Press 3 for Activate Greeting. You hear a message to confirm the call types that are currently identified.
Enter the personal greeting number to assign to a call type.

Select the required call type.

2 T

Press # when you have finished to return to the greetings menu.

Deactivate a Greeting

When a greeting has been assigned to a call type, you can deactivate the greeting at any time. For example,
greeting 1 has been recorded and assigned to the call type 'all calls'. New greetings have been recorded and
assigned to the call types 'busy' and 'no answer'. Any caller transferred to voicemail will hear the greeting assigned
to the call type 'all calls' and not the applicable 'busy' or 'no answer' greeting. The greeting assigned for 'all calls'
needs to be deactivated so that any caller transferred to voicemail will hear the appropriate greeting. When you
activate greetings for more than one call type, the greeting used is decided using an order of priority. For more
information, see Call Types and Greetings.

Login—¢| 3 |Greetings—#[ 0 |Listen—+[1] @Ereeﬂng —b Deactivate greeting
number

To deactivate a greeting:
1. Log into your mailbox.

2. Press 3 for personal greetings. If you have selected any call types, you hear an announcement that lists
the call types and the greeting assigned to that call type. For example you would hear For internal calls
greeting 1 active.

Press 0 to listen to a greeting.

When you are prompted, enter the number of the greeting to listen to (1 to 9). The greeting number and
status is played.

5. Press *8 to deactivate the greeting. The greeting is not deleted but is no longer associated with the call
type.
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Scanning Greetings
You can scan through your current personal greetings to check which greetings are active and which call types
they are assigned to. You can listen to each greeting if required.

LDgin—bﬁreetings—hﬁcan greetings @Listen to greeting
@Skip to next greeting
To scan greeting messages:
1. Log into your mailbox.

2. Press 3 for personal greetings. If you have selected any call types, you hear an announcement that lists
the call types and the greeting assigned to that call type. For example you would hear For internal calls
greeting 1 active.

3. Press 2 to scan greetings. The status of the first greeting and call type assignment is played.
e Press 0 to listen the greeting.

e Press # to skip to the next greeting.

Listening to a Greeting

At any time you can check, and if necessary change, each of your existing personal greeting messages.
Lugin—}Ereetings—b@Listen—bm @Ereeting —}@ Listen to —b@Exit to greetings
number greetlng menu
To listen to your greeting messages:
1. Log in to your mailbox.

2. Press 3 for personal greetings. If you have selected any call types, you hear an announcement that lists
the call types and the greeting assigned to that call type. For example you would hear For internal calls

greeting 1 active.
Press 0 to listen to a greeting.

When you are prompted, enter the number of the greeting to listen to (1 to 9). The greeting number and
status is played.

Press 0 to listen to the greeting.

Press # to return to the main greetings menu.
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Changing a Greeting

Personal greetings can be re-recorded or changed as required.

Login—4| 3 |Greetings—#[ 1|Create greeting—+[1] [ 9]Greeting number —[ 1|Record over

To change a personal greeting:
1. Log into your mailbox.

2. Press 3 to select personal greetings. If you have selected any call types, you hear an announcement that
lists the call types and the greeting assigned to that call type. For example you would hear For internal calls
greeting 1 active.

Press 1 to create, change or delete a greeting.

When you are prompted, enter the number of the greeting (1 to 9) that you want to change. The system
announces whether the greeting is active (in use) and tells you which call types have been identified.

Start speaking your greeting at the tone.
When you have finished press 1 to edit your greeting.

Press 2 3 to playback the greeting that you have just recorded.

© N o U

Press # to confirm the recording. The number of the greeting that has just been recorded is announced.
e |f you want to add to the recording, press 1. Start speaking the extra words, press 1 when finished.
9. Press # to save the recording and not make active.

The new greeting can be assigned to a call type by:
e Selecting the call type and then assigning the greeting. For more information, see Administer Greetings.

e Selecting the greeting and assigning the greeting to a type of call. For more information, see Activating a
Greeting.

You can also use a greeting as a temporary greeting. For more information, see Creating a Temporary Greeting.

Deleting a Greeting

You can delete a greeting message any time. However, if you delete a greeting that is assigned to a call type, the
system greeting is played.

Login —F@Ereetings—bm[ﬁleate greeting—p EI @Ereeting number —F@D elete

To delete a greeting message
1. Log into your mailbox.

2. Press 3 to select personal greetings. If any call types have been selected an announcement lists the call
types and the greeting assigned to that call type. For example you would hear For internal calls greeting 1
active.

Press 1 to create, change or delete a greeting.
When you are prompted, enter the number of the greeting (1 to 9) that you want to delete.

Press *3. The selected greeting message is deleted. The greeting number has no greeting associated with
it. You can record a greeting for the greeting number that has now become free. For more information, see
Recording a Greeting.

When you are scanning your greetings you can also delete any unwanted greetings by pressing *3 when prompted.
For more information, see Scanning Greetings.
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Creating a Temporary Greeting

When a temporary greeting is being used, no other greetings are active. The temporary greeting can be selected
for a certain number of days, the maximum number of days being 30. When you enter the number of days the end
date is calculated and announced. When the temporary greeting time expires the greetings that you have assigned
to specific call types are used. If you have no other greetings assigned the system default greeting will be played to
callers.

Lugin—b@ Greetingz—» El.ﬁ.dminister call types—b@ Temporary greeting —» |I| Record greeting

— <tones, speak @—b Enter the number of days that the
areeting should be active for. _‘

[ #] <érnouncement of temporary — (1] Exit to greetings
greeting setting: menu

To create a temporary greeting:
1. Log into your mailbox.

2. Press 3 to select personal greetings. If you have selected any call types, you hear an announcement that
lists the call types and the greeting assigned to that call type. For example you would hear For internal calls
greeting 1 active.

3. Press 4 for Administer Call Types. You hear a message to confirm the call types that are currently
identified.

Press 9 for a temporary greeting.
Press 1 to record your temporary greeting. Speak after the tone.

Press # when you have finished recording your message.

N o g &

Enter the number of days that you want the greeting to be active for and press # when finished.

o |f the number of days selected is between 1 and 30, the greeting is active for the selected number
of days. When the number of days has expired your temporary greeting no longer works.

o If the number of days selected is 0, the selected greeting is your permanent greeting for all
voicemail calls. The temporary greeting replaces the system default greeting.

8. You will hear an announcement stating that your temporary greeting is active and the number of days that
the greeting will remain active.

9. Press # when you have finished to return to the greetings menu.

When you next log in to your mailbox and select your personal greetings you will hear an announcement stating
that 'your temporary greeting is active for X days'. You can:

e Press 1 to deactivate or remove your temporary greeting.

e Press#to leave the temporary greeting active.
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Giving Callers a Transfer Option

Your system administrator can set up a maximum of three transfer options. If any transfer options have been
created any caller who is directed to your voicemail can be given the option to be transferred to a different
extension. The transfer options available are 0,2 and 3.Ideally a transfer option should be to an extension where a
person is expected to answer. If a transfer results in the caller being diverted to a mailbox on the same system,
they will be returned to your voicemail box.

If you are using the transfer options you need to record a new greeting message to inform callers that if they press
0, 2 or 3 they will be transferred accordingly . For more information, see Recording a Greeting.

e If you prefer, you can keep these options hidden and reserve them for personal use with friends and family
or special callers such as your manager or certain customers. In this case, you should not record a hew
greeting message but you do need to tell each caller the option that you would like them to use.

Transfer destinations can also be created using the Phone Manager application. If your system administrator has
granted you the required permissions you can create and change the transfer option destination. A greeting can
also be recorded using Phone Manager to inform the caller of the transfer options available. If you do not have the
access permission, your system administrator needs to assign the transfer numbers for you.
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Overview

You can receive notification of a new voice message by using the Ringback or Outcalling features.

e Ringback
Notification is received at your own extension number. The voicemail system calls you if you have new
messages. This is useful when you are using a telephone that does not have a message waiting lamp or
display, for example a traditional analogue telephone. For more information, see Turning Ringback On or
Off.

e OQutcalling.
Notification is received at the destinations specified. When you receive notification of a new voice
message you can collect the message from the destination at which you receive the natification. For more
information, see Answering Outcalling Calls. You can amend the outcalling settings from your telephone
handset. For more information, see Overview of Outcalling Settings.

e |f the destination specified is an internal number, outcalling will not go to voicemail if it is not
answered.

Turning Ringback On or Off

Ringback is a feature where the voicemail system calls you if you have new messages. It waits until your telephone
is in use, to confirm that you are present, and calls you when you end your next call. You can switch voicemail
ringback on or off at any time.

e Ringback is not the same as outcalling. Ringback works with your own extension number. Outcalling can
be configured to call a number other than your own extension. For more information, see Overview of
Outcalling Settings.

To turn on ringback:

1. At your extension, dial *48.

To turn off ringback:

1. Atyour extension, dial *49.
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Outcalling
Overview of Outcalling Settings

At the mailbox main menu, press 6 to select the outcalling menu. When you enter the outcalling menu you hear
details of the current settings. The announcement contains the following information if available:

e The message type for which you will receive outcalling notification. (all messages or only priority
messages).

e Outcalling time profile giving the start and end times.

e Outcalling status (either on or off).

To get help on outcalling, press *4 at any time when you are in the outcalling menu. The main menu contains the
following options.

Login—|6 | Change outcalling information —Hﬂnnaurgcew_ent of ——#[0]Listen to settings
EuIren setings? — [1|Configure outcalling
— [2|Change times
—* | 2 |Change numbers
—+ [*][4] Outcalling help
—b@Tum outcalling OFF
—b@Tum outcalling OM
— Return to activity menu
—P@Hang up and end voicemail

The first time you enter you will hear the announcement that your outcalling is not configured. The option 0 to listen
to outcalling settings is not available.

To configure outcalling:
1. Log in to your mailbox.
2. Press 6 to change outcalling information. An announcement tells you that your outcalling is not configured.

3. Press 1 to configure your outcalling options. You need to specify the destination telephone numbers where
you want to receive your new voicemail notification. For more information, see Configuring Outcalling
Destinations.

4. When the outcalling destination numbers are configured you can turn outcalling on. For more information,
see Turning Outcalling On or Off.

The next time that you enter the main outcalling menu you will hear an announcement of your current outcalling
settings. You can change your outcalling settings at any time. You can:

e Change the destination telephone numbers. For more information, see Changing Telephone Numbers.

e Create an escalation list that contains the priority order of destinations to receive new voicemail
notifications. For more information, see Creating an Escalation List.

e Select to receive outcalling notification any time or during the peak time period. For more information, see
Select When to Receive Outcalling.

e Create a personal time profile for receiving outcalling notifications. For more information, see Specify your
Time Profile.
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Configuring Outcalling Destinations

You can add or change the destinations and telephone numbers that outcalling uses. For each destination number
you can set the time out length. This is the length of time (in seconds) that the destination telephone rings when
notification of a new voicemail message is received. The default time is 15 seconds with the maximum time period
being 99 seconds.

Login— 6| Change outcalling— <Announcment of— [T ]Configure outcalling [1] Desk
information current zettingz: @ Home
Muobile
El Delegate —]
@ Other

|—b <Announcment of

—}Ehange Humher—}m E nter number @mnnuuncment af

current settings: new settings: —‘
@ Enable
Change timeout —*Enter time in secunds—b@ — Announcment of —p @ Enable
rew sethings:

To change or add an outcalling destination:

1.

2
3.
4

Log in to your mailbox.

Press 6 to change your outcalling information. An announcement tells you your current outcalling settings.
Press 1 to configure your outcalling options. A list of outcalling destinations is played.

Select the outcalling destination to configure. An announcement tells you your current outcalling settings.

e If you selected the incorrect destination, for example Desk instead of Home, press 1. The list of
destinations is played again. Select the required destination.

Press 2 to change or enter the destination number.
Press 1, enter the new destination number then press #. The telephone number entered is played back.
e If you need to re-enter the destination number, press 1.
Press # to accept and enable the new destination.
e You can change the time out setting by pressing 2.
e Enter the new value in seconds and press #. The new settings are played.
e Press # to accept and enable the new configuration.

Press *7 to return to the activity menu.
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Turning Outcalling On and Off
When outcalling is configured you can control whether outcalling is active. You can also specify the times that
outcalling is turned on. For more information, see Selecting When to Receive Outcalling.

information curment settings:

Lugin—p@ Change outcalling —* <Announcement of — @Turn outcalling I]N—‘

[1] All new messages ¥ <Announcment of
New priority messages only cunent setings>

To turn on outcalling:
1. Log in to your mailbox.

2. Press 6 to change outcalling information.

3. Press 9 to turn on outcalling. The current settings are announced. You are returned to the outcalling main
menu.

4. Press *7 to return to the activity menu.

Lugin—}@ Change outcalling information —# <Announcement of curent settings: —e @Tum outcalling OFF

To turn off outcalling:
1. Log in to your mailbox.
2. Press 6 to change outcalling information.

3. Press 6 to turn outcalling off. The current setting of outcalling being turned off is announced. You are
returned to the outcalling main menu.

4. Press *7 to return to the activity menu.
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Changing Telephone Numbers

You can change the telephone number of an outcalling destination or if no telephone number is defined you can
enter a telephone number.

Lugin—y@ Change outcalling information —# <Announcement of current settings: —k Ehange telephone Nu—l

[1]Desk —b <Arnouncement of —+[1]Change number —y [1] Enter number [#] <Announcment of
Home current settings: new settings:
[3)Mobile I—D@Enahle —»[H#]Exit

El Delegate —

@ Other

To change or enter a new outcalling telephone number:

1
2
3.
4

Log in to your mailbox.
Press 6 for change outcalling information.
Press 3 to change a destination telephone number. A list of possible destination options is played.
Select the destination to change.
e Press 1 to change the number for Desk.
e Press 2 to change the number for Home.
e Press 3 to change the number for Mobile.
e Press 4 to change the number for Delegate.
e Press 5 to change the number for Other.

The telephone number for the selected destination is announced. If you have not defined a number for the
selected destination you are informed.

Press 1 to change the number.

Press 1, enter the new number and press # when finished.

Press # to enable the new telephone number.
e You can change the time out setting by pressing 2.
e Enter the new value in seconds and press #. The new settings are played.
e Press # to accept and enable the new configuration.

Press # to return to the outcalling menu.
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Changing the Time Out Settings
For each destination number you can set the time out length. This is the length of time (in seconds) that the
destination telephone rings when natification of a new voicemail message is received. The default time is 15
seconds with the maximum time period being 99 seconds.

If the destination specified is an internal number, outcalling will not go to voicemail if it is not answered. However, if
automatic call answering is active for an external number, the time out setting needs to be configured to less than
the setting before the call is automatically answered. For example, if you have voicemail active for your mobile
telephone where any calls go to voicemail if not answered after 30 seconds, the timeout setting for outcalling to
your mobile number needs to be set to less than 30 seconds.

Lugin—y@ Change outcalling information —# <Announcement of current settings: —k Ehange telephone Nn—|

Enter time out length between

Deszk — <-"-"-ﬂﬂ':lnuuﬂn§beg:§ﬂt of —#| 2 |Change time out length —» E ard 99 secords
2 |[Home
[2] Mobile
El Delegate — —i@ <ﬂ””§gﬂ%§”§§”t of — @ Enable —F@Exit
@ Other

To change the time out setting:

1
2
3.
4

© ® N o O»

Log in to your mailbox.

Press 6 for change outcalling information.

Press 3 to change a destination telephone number. A list of possible destination options is played.

Select the destination to change.

Press 1 to change the number for Desk.
Press 2 to change the number for Home.
Press 3 to change the number for Mobile.
Press 4 to change the number for Delegate.

Press 5 to change the number for Other.

The telephone number for the selected destination is announced.

Press 2 to change the time out length.

Enter the time out length between 5 and 99 seconds.

Press # to confirm the time out length.

Press # to return to the outcalling menu.
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Creating an Escalation List

You can create a list of destinations to receive voicemail notification in an order of priority. For example, you can
select that new voicemail notification is sent to your desk. If there is no response voicemail calls your mobile
number. If again there is no response voicemail will call your home number as it is the third destination in your

escalation list.

When you create an escalation list you can select between two and five different destinations.

e The number of times that the system will try to call a destination number and the time interval between
each attempt is set by your system administrator. For more information, see your system administrator.

Lugin—}@ Change outcalling —* <Announcrient of— mﬁunfigure outcalling —h@ E scalation—p <A nnouncrent of

information current zettings: current setings:
|—>|I| Configure/Change —p<Announcement of 7 Select 15t location [# ] Completed escalation list—»[2 ] Accept
locations:

Select 2nd lacation
Select 3rd location
Select $th lacation

Select Bthlocation

To create an escalation list:

1. Log in to your mailbox.

o > 0w DN

Press 6 for change outcalling information. An announcement tells you your current outcalling settings.
Press 1 to configure outcalling.
Press 6 to select escalation.

Press 1 to change or configure the locations for escalation. An announcement of the locations available is
heard.

6. Select the locations for the escalation. If you have not defined a number for the destination, you are
prompted to enter the telephone number and the time out period or select a different destination.

Press 1 for Desk.
Press 2 for Home.
Press 3 for Mobile.
Press 4 for Delegate.

Press 5 for Other.

7. When you have selected the required locations, press # to finish the escalation list.

Press 1 to re-select the destinations.
Press 3 to listen to the destinations selected.

Press 4 to listen to the destinations and telephone numbers selected.

8. Press 2 to accept the list. You are returned to the outcalling main menu.

When you have created an escalation list you can select to receive notification using the default settings of prime
time, peak time or any time. You can also use the escalation list when you specify your own time profile.
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Selecting When to Receive Outcalling

You can select to receive outcalling notification during the prime or peak time periods. The time periods are set
globally by your system administrator and may have been changed from the default setting. The default times are:

e Anytime - 24 hours a day.
e Primetimes - 09:00 to 19:30 (9am to 7.30pm).
e Peaktimes - 09:00 to 17:30 (9am to 5.30pm).

The times are based on the location of the VoiceMail Pro server which may be different to your time zone. For
more information, see your system administrator.

You can specify different time periods to receive outcalling notification or you can create your own time profile. For
more information, see Specify your Time Profile.

Login—4 |6 |Change outcalling—# <4nnouncment of—3[ 2 | Change times [1] Dutcalling anytime
information cument zethings: i . i )
Outcalling during prime time
Outcalling during peak time
El Specify pour outcalling times
[5] System outcalling schedule

To receive outcalling anytime:
1. Log into your mailbox.
Press 6 to change your outcalling information. An announcement tells you your current outcalling settings.
Press 2 to change the outcalling times.
Press 1 to receive outcalling notification anytime.

You will hear an announcement of the new outcalling settings.

o g > w D

Replace your handset or select another option from the outcalling main menu.

To receive outcalling during the prime time period:

1. Log into your mailbox.
Press 6 to change your outcalling information. An announcement tells you your current outcalling settings.
Press 2 to change the outcalling times.

Press 2 to receive outcalling notification during peak times.

a r wDn

You will hear an announcement of the new outcalling settings. Replace your handset or select another
option from the outcalling main menu.

To receive outcalling during the peak time period:

1. Log in to your mailbox.

2. Press 6 to change your outcalling information. An announcement tells you your current outcalling settings.
3. Press 2 to change the outcalling times.
4. Press 3 to receive outcalling notification during peak times.
5. You will hear an announcement of the new outcalling settings. Replace your handset or select another
option from the outcalling main menu.
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To hear the default system outcalling schedule:

1. Log into your mailbox.

2. Press 6 to change your outcalling information. An announcement tells you your current outcalling settings.
3. Press 2 to change the outcalling times.
4

Press 5 to hear the system outcalling schedule.
When the schedule times are announced you can select the time period. You are returned to the outcalling
main menu.
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Specifying your Time Profile
You can create your own time profile to select when you will receive outcalling natification. You can change the
times of each time period and select when to turn outcalling on. The default time profile is:

e From time A currently 9am to time B currently 5.30pm, outcalling is turned on/off.
From time B currently 5.30pm to time C currently 7.30pm, outcalling is turned on/off.
From time C currently 7.30pm to time A currently 9am, outcalling is turned on/off.

Lugin—}@ Change outcalling —F <4nnouncment of— Ehange times —}El Specify imes——

information

current zettings:

|—b |I| Change time profile —— <Announcement of current time & to time B settings>—‘

Fi Fi

— |I| Change destination

—b Change time A —FEnter time— <Announcernent of setting for timne &
[ 3| Change time B —»Enter time— <Announcement of setting for time B

—P@Accept zettings for time A to ime B —k <Announcement of current time B to time C zettings:—
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Voicemail Notification

To specify your time profile:

Log in to your mailbox.

Press 6 to change your outcalling settings. You hear an announcement of the current settings.
Press 2 to change the outcalling times.

Press 4 to specify the times.

o~ v DN PE

Press 1 to change your time profile settings. You hear an announcement of the current settings for the time
period A to B.

e Press 1 to change the outcalling destination.

e Select the outcalling destination.

e The destination details announced. Press # to enable.

e Press 1 to turn outcalling on for all new messages or 2 for new priority messages.
e Press 2 to change time A.
e Press 3to change time B.

6. Press # to accept the settings for the time period A to B. You will hear the current settings for the time B to
C settings.

e Press 1 to change the outcalling destination.

e Select the outcalling destination.

e The destination details announced. Press # to enable.

e Press 1 to turn outcalling on for all new messages or 2 for new priority messages.
e Press 2 to change time C.

7. Press # to accept the settings for the time period B to C. You will hear the current settings for the time C to
A settings.

e Press 1 to change the outcalling destination

e Select the outcalling destination.

e The destination details are announced. Press # to enable.

e Press 1 to turn outcalling on for all new messages or 2 for new priority messages.

8. Press # # to accept the settings for the time period C to A. You are returned to the outcalling main menu.
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Answering Outcalling Calls

When you are notified of a new voice message you hear the announcement "This is IP Office. your name you have
new messages. To access your messages, please enter your extension number and press hash. To avoid further
notification of these messages, press star hash".

e The number of times that the system will try to call a destination number and the time interval between
each attempt is set by your system administrator.

When you are naotified of a new message you can listen to the message. Once you log in to your voicemail the
outcalling request for the new message is cancelled. If you do not want to listen to the message after receiving the
outcalling telephone call, you can cancel the outcalling request. If you do not cancel the outcalling request you will
receive the notification again. The frequency of the naotification depends on the parameters set for the escalation by
your system administrator. For more information, see Creating an Escalation List.

Answer call < extn nl:l.>|i|l:uller.:t message

[# ] #]Cancel further notification

To collect a message:
1. Answer telephone call.

2. When you hear outcalling announcement enter your extension number and press #.The Welcome to IP
Office announcement is played.

3. Log in to voicemail in the usual way and collect your new message.

To cancel a notification:
1. Answer telephone call.

2. When you hear the outcalling announcement, enter *#. The outcalling request is cancelled for the current
new voice message. You will receive an outcalling call for any subsequent voice messages.
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Mailbox Administration

Changing Your Password

If you set a password to restrict access to your mailbox you can change it whenever you like. For security reasons
it is advisable to change your password from time to time.

Your system administrator is able to change or enter a voicemail password for you using IP Office Manager. The
password that they enter may ignore the password rules. For example, the system administrator can set a
password as a set of repeated or consecutive digits, the same number as your extension nhumber or be less than
four digits. If the password is set ignoring the rules, the first time you log in using the password you will be forced to
enter a new password.

Login—p @Persunal 0 ptiuns—b@[ﬁhange password—penter new passwurd@—b confirmn new pazsword @

To change your voicemail password:

1.

2
3.
4

Log in to your mailbox.
Press 5 to access your personal options.
Press 4 to change your password.
Enter the new password and press #.
e We recommend a password of at least four digits. The system allows passwords of up to 15 digits.

e Your password cannot be the same as your extension number or a set of repeated digits or
consecutive numbers.

Re-enter the new password and press #. You hear a message to confirm that your password has been
changed.

Recording Your Name

Your name is played as a confirmation when you log in to your mailbox. It is also used for other system
announcements and for the system's directory search feature. You can re-record your name at any time.

Login—[5|Personal Options—+[5|Record name —p <tones, speak name. [ 1] [1]Record again

@Appmve

To record your name:

1. Log in to your mailbox.
2. Press 5 to for personal options.
3. Press 5. If you have already recorded your name, you hear it played back to you. You also hear an
explanation of when your name is used.
4. After the tone, speak your name and then press 1 to stop recording.
e Recordings must be at least 3 seconds long.
5. Your recording is played back.
e Press 1 to record your name again.
e Press # to accept the recording.
6. Hang up or choose another option.
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Addressing a Message Before You Record

You can select whether to set the address for a message before or after you record. The default is off, which
means that you set the address after recording the message.

Login—p @F"ersunal 1] ptiuns—b@.ﬁ.ddless before reculd—blIl Toggle setting

To address a message before you record it:
1. Log in to your mailbox.
2. Press 5 for personal options.
3. Press 6. You hear a message that tells you whether the Address before Record option is turned on or off.
4

To change the setting, press 1. You hear a message to confirm your change. When you record a message
from now on, you are asked to specify the extension numbers of the recipients before you record the
message.

Preventing Further Calls and Messages

You can prevent further callers from leaving messages. Instead callers hear your name and the message Sorry,
the mailbox you have reached is not accepting messages at this time. Please disconnect. This option is also known

as Accept Call Answer.

e This does not stop other mailbox users from forwarding messages to your mailbox.
Lﬂgin—}@Persnnal Dptinns—lﬁccept call answer—llIlTnggle zetting

To prevent your mailbox from accepting new caller messages:

Log in to your mailbox.

Press 5 for personal options.

Press 7. You hear a message that tells you whether the Accept Call Answer option is turned on or off.

A w DN PP

To change the setting, press 1.You hear a message to confirm your change.

To prevent calls from diverting to voicemail:

The IP Office also provides an additional voicemail on or off function. You can switch this on or off from your
telephone. The default codes are:

e *18 - Turn voicemail on.
Calls will go to voicemail when you are busy or do not answer.

e *19 - Turn voicemail off.
Callers are no longer diverted to voicemail when you are busy or do not answer.
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Mailbox Administration

Setting the Order in which Messages are Played

When you log into your mailbox messages are played to you in the order in which they were received. You can
specify the order in which different types of incoming message (voice, email and fax) are played. For example, you
can choose to hear about emails first or fax messages before voice messages.

Whichever order you specify, new messages are presented first followed by old or read messages. While you are
listening to your messages, you can press *# to skip to the next type of message if, for example, you do not want to
listen to messages that you have already heard.

Login—4 |5 |Personal Options— (8 |Media preferences [0]Mo preference

[1]Voice calls first
@Fax meszsages hirst
[3 |E-mail messages first

[#|Retain curent preferences

To set the order in which types of message are played:
1. Log in to your mailbox.
2. Press 5 for personal options.

3. Press 8 for media preferences. If any media preferences have been set, you hear an announcement to tell
you the current media preference order.

e Press 0 for no preference.

e Press 1 to make voice calls your preferred media type.
Your voice messages will be played first, followed by your fax messages then your email
messages.

e Press 2 to make fax messages your preferred media type.
Your fax messages will be played first, followed by your voice messages then your email
messages.

e Press 3 to make email messages your preferred media type.
Your email messages will be played first, followed by your voice messages then your fax
messages.

e Press 4 to make binary files your preferred media type.

e Press # to retain your current preferred media type.
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Fax Messages
Forwarding a Fax Message

If you receive a fax message in your mailbox, you can forward it to a default system-wide fax number, typically a
company fax. Alternatively, you can forward a fax message to a fax number that you specify. For example if you
are out of the office, it might be more convenient to forward your fax messages to local fax number. For more
information, see Changing a Personal Fax Number.

Lugin—bEet messages—hm Forward Fax @System Fax Hu]—} @ Confirm
type fax no. @
To forward a fax message:
1. Log into your mailbox and listen to your messages or message headers.
If any of your messages are faxes, press *1 for fax options.
Press # to forward the fax message to the system fax number.
Press # to confirm
Alternatively, type the number to which the fax is to be forwarded.

Press #. The fax number that you have specified is played back to you for confirmation.

N o o b~ w DN

Press # to confirm. Delivery is scheduled.

Changing a Personal Fax Number

If your system administrator has set a system fax number, any fax calls to your mailbox are diverted to the
specified number. You can override this from your telephone handset and set your own personal number for
printing fax calls that are received in your mailbox. This is useful if you are not in the office and need to use a
different fax number.

Lugin—r@Persunal Dptiuns—}Fax uptiuns—rmﬁhange fax number

To change a personal fax print number:
1. Log into your mailbox.
2. Press 5 for personal options.

3. Press 3 for fax preferences. If you hear the prompt A default print destination has not been defined, this is
because a default system fax number has not been set. You cannot set up a personal fax number until a
default system fax number is set by your system administrator.

e Press *7 to return to the activity menu. If a personal fax print number is already set, it is played to
you.

4. Press 1 to change the default fax destination.

Type the telephone number of the fax machine that you would prefer to use instead. The fax number can
be up to 23 digits long.

6. Type # when you have finished typing the fax number. The new default destination is played to you.

Note

e If you try 3 times unsuccessfully to set a personal fax number, you are returned automatically to the main
activity menu.

To return to the main activity menu:
1. Press*7.

2. Hang up or press **9 when you have finished.
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Deleting a Personal Fax Number

At any time you can delete a personal fax number, if you have set one, and return to using the system fax number.

Login—[5 |Personal Options—»| 3 |Fax options —»[ * | 3 |Delete fax number

To delete your personal fax print number:
1. Log into your mailbox.
2. Press 5 for personal options.
3. Press 3 for fax preferences. If a personal fax print number is already set, it is played to you.
4

Press *3 to delete the personal fax number. Your personal fax number is deleted and the system fax
number is played to you. The system fax number is now used for any future fax messages that you receive.
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